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Introduction

ave you been thinking about moving your accounting into a web-based

product? Are you a QuickBooks desktop user who wants to stick with

something you know but wants the flexibility of a web-based product? Are
you interested in finding out more about Intuit’s web-based product, QuickBooks
Online (QBO)? Are you an accountant who is considering beginning to support
your QuickBooks clients via QuickBooks Online Accountant (QBOA)? If you
answered yes to any of these questions, this book is for you.

QuickBooks Online and QuickBooks Online Accountant are web-based accounting
solutions from Intuit. Don’t be fooled; they are not the desktop product migrated
to the web. They’ve been built from the ground up to function on the Internet.

About This Book

Intuit’s web-based accounting product is really almost two products: end users
who want to do their accounting on the web use QBO, whereas accountants use
QBOA, which enables the accountant to log in to a client’s books and make changes
and queries as needed. Although much of QBO and QBOA look and behave alike,
QBOA incorporates tools that an accountant needs while working on a client’s
books. And accountants need to manage multiple client companies, whereas end
user clients typically do not.

QBO and QBOA are not for everyone. Before you commit to Intuit’s web-based
solution, you need to explore the available editions and examine the requirements
for the products.

Because these products are both similar and different, I’ve divided this book into
three parts. In the first part of the book, I examine what QBO and QBOA are — and
what they aren’t — and I describe what you need to be able to use QBO and QBOA. I
explain the various editions available and the product costs at the time I wrote this
book, and I describe the features available. And in Chapter 1, you’ll find some
information about the available interfaces for QBO and QBOA (you can work with
the products using a browser or using an app).

Introduction 1
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REMEMBER

The second part of the book focuses on using QBO and is aimed at the end user;
but, the accountant who opens a client’s company via QBOA will be able to use the
same tools that the end user uses to manage lists, enter transactions, and print
reports.

The third part of the book is aimed at the accountant and covers using QBOA.

I don’t pretend to cover every detail of every feature in QBO or QBOA. Instead, I
focus on covering the tools I think most users will need as they navigate QBO and
QBOA.

As I discuss in Chapter 2, there are different versions of QBO; I used QBO Plus as I
wrote this book because it contains the most features. Users of other versions
might find references in this book to features they don’t have because they aren’t
using the Plus version.

Before we dive in, let’s get a few technical convention details out of the way:

¥ Text that you're meant to type as it appears in the book is bold. The exception
is when you're working through a list of steps: Because each step is bold, the
text to type is not bold.

3 Web addresses and programming code appear in monofont. If you're
reading a digital version of this book on a device connected to the Internet,
note that you can tap or click a web address to visit that website, like this:
www . dummies.com.

¥ You can use QBO and QBOA from the Windows app for QBO and QBOA or
from Chrome, Firefox, Safari, or Internet Explorer; at the time | wrote this
book, you could use QBO and QBOA with Microsoft Edge, but you could not
use Edge to export to the QuickBooks desktop product. In my experience,
QBO and QBOA function best in Chrome. For that reason, I've devoted The
Part of Tens chapters in this book to Chrome so that, if you aren’t familiar with
Chrome, you can get up and running more quickly.

3 When | discuss a command to choose, I'll separate the elements of the
sequence with a command arrow that looks like this: . For example, when
you see Chrome Menu = Settings, that means you should click the Chrome
Menu button (on the right side of the Chrome screen — see Chapter 16 for a
description of Chrome's screen elements) and, from the drop-down menu
that appears, click Settings.

QuickBooks Online For Dummies


http://www.dummies.com

Foolish Assumptions

I had to assume some things about you to write this book. Here are the assump-
tions I made:

3 You know that you need to manage the accounts for your business, and you
might even have some sort of setup in place to record this information. | don’t
assume that you know how to do all that on a computer.

3 You have some interest in managing the accounts for your business using a
web-based product.

3 You are probably but not necessarily a QuickBooks desktop edition user.

3 You have a personal computer (that you know how to turn on) running
Microsoft Windows Vista, Windows 7, Windows 8.1 or Windows 10. | wrote this
book using Windows 10.

¥ You might have purchased an edition of QuickBooks Online, but not
necessarily.

Icons Used in This Book

Think of these icons as the fodder of advice columns. They offer (hopefully) wise
advice or a bit more information about a topic under discussion.

TIP

This icon points out juicy tidbits that are likely to be repeatedly useful to you — so
please don’t forget them.

REMEMBER

& Danger, Will Robinson, danger! Well, okay, it’s really not life-threatening. In this
book, you see this icon when I’m trying to help you avoid mistakes that can cost

money.
WARNING

Beyond the Book

In addition to the content in this book, this product also comes with a free
access-anywhere cheat sheet that gives you keyboard shortcuts for QBOL and

Introduction 3



QBOL Accountant and some handy tool buttons in QBOL. To get this cheat sheet,
simply go to www.dummies.com and search for “QuickBooks Online For Dummies
Cheat Sheet” in the Search box.

Where to Go from Here

Simply turn the page. Seriously. You can dive in anywhere you want and come
back as often as you like. You don’t have to read through this book cover to cover,
because each section stands alone and provides step-by-step instructions for
common tasks. You should consider this book a reference that you use when you
need it.

That said, if you’re just getting started with QBO or QBOA, you might want to turn

the page and follow, in order, the chapters in Part 1. Then feel free to explore any
topic you like, using the table of contents or the index to help you find a topic.

4. QuickBooks Online For Dummies


http://www.dummies.com/

Getting Started
with QBO and
QBOA



IN THIS PART ...

Examine what QBO is and what it isn't.
Learn the requirements to use QBO.

Meet the QBO interface.



IN THIS CHAPTER

» Taking a first look at QuickBooks
Online and QuickBooks Online
Accountant

» Considering the cloud

» Meeting requirements to use QBO
and QBOA

Chapter 1

Introducing QBO
and QBOA

uickBooks Online (QBO) and QuickBooks Online Accountant (QBOA) are

web-based products you can use to manage your business’s accounting.

This chapter introduces these products and discusses whether you should
move into the cloud to manage your accounting. It also examines the system
requirements for these products.

QBO for the Client and
QBOA for the Accountant

QuickBooks Online offers you the ability to manage your business’s accounting in
the cloud. The software is divided into two products: one for end users and the
other for accountants. Interfaces for both products are available on multiple
platforms.

QuickBooks Online (QBO) is the cloud-based product for end users who need to

perform typical accounting tasks. QBO is based on the same principles as the
QuickBooks desktop product — that is, it uses lists to, for example, manage

CHAPTER 1 Introducing QBO and QBOA 7



TIP

FIGURE 1-1:
An open
company in QBO.

customers and vendors, and it includes transactions similar to the ones found in
the QuickBooks desktop product. But, QBO is not simply a “rewrite” of the Quick-
Books desktop product for the web.

QuickBooks Online Accountant (QBOA) is the cloud-based portal that accountants
use to access client QBO companies, work in them, and communicate with clients.
QBOA also comes with one free company that accountants can use to track their
own businesses.

Comparing interfaces

QBO and QBOA were initially written and optimized to be used in the major web
browsers — Chrome, Firefox, Safari, and Internet Explorer. Later, Intuit added
QBO apps that you can use for Windows, Mac, and Android mobile devices. In this
section, you explore what QBO and QBOA look like in a browser and in the
Windows app.

In addition to using the QBO mobile apps for iOS and Android, you also can access
QBO from your mobile device’s browser at https://gbo.intuit.com.

In a browser, an open company in QBO looks similar to the one shown in Figure 1-1.
I cover the interface in more detail in Chapter 3, but for the time being, the most
important thing to notice is the Navigation bar that runs down the left side of the
screen. If you’ve been a QuickBooks desktop user and you’ve used the Left Icon bar
in that product, you might find the Navigation bar a familiar tool. The Left Icon
bar and the Navigation bar work the same way; you click a link in either of them
to navigate to a portion of the program.

« € A G httpsy//gbo.intuitcom/app/homepage Sl =
i apps @ 0ECSignln ) QB0ASignn [ Other boskmarks

B s Q 4+ | ® 6 [ Smpa Company| | (D

@ oo Craig's Design and Landscaping Services

Income Ghecking

_ _ B

$5,282 $1526 $3,136 —
OPEN INVOICES JVERDUE PAID LAST 30 DAYS

GConnect Reg -
Expenses Last 30 days v

Activities Al %
$2,1 86 *  Needs aitention

this firs.

®  June 29, 2016

8 PART 1 Getting Started with QBO and QBOA


https://qbo.intuit.com

REMEMBER

FIGURE 1-2:

The first view an
accountant

sees when he
opens QBOA.

Clicking the arrow in the Navigation bar enables you to collapse the Navigation bar
to view just the icons (and clicking it again expands the Navigation bar back to the
view in Figure 1-1). When you collapse the Navigation bar (you see an example of
it collapsed in Chapter 3), you have more screen real estate to view the right side
of the QBO interface.

At the time I wrote this, the arrow feature was being tested in QuickBooks Labs. I
include this feature in some of the figures because I want to give you an idea of
things that might make their way into the software. You, too, can turn on features
being tested in the lab; see Chapter 3 for details. And, in Chapter 3, I'll show you
the new navigation centers being tested for QBO — another feature currently
available via QuickBooks Labs.

At the top of the screen, you see tools that help QBO users create transactions,
search for existing transactions, and view recent transactions.

Figure 1-2 shows what an accountant sees immediately upon logging in to QBOA.
The Navigation bar changes to support an accountant’s needs; you can read more
about the QBOA interface in Chapter 11.
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Lamys Landscapiog gy 2 checks without payee
Norihside Company gy 8 unaccepled trarsacto. Lastdownkoad
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When an accountant opens a client’s company from within QBOA (see Figure 1-3),
the interface resembles what a client sees, with some minor differences. Compare
Figure 1-1 with Figure 1-3. First, you know you’re using QBOA because the top of
the Navigation pane shows QuickBooks Accountant. Second, the tools used to
search for a transaction, go to a report, and view recent transactions are combined
into one Search box near the right side of the screen. And third, the Accountant
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FIGURE 1-3:
An open
company
in QBOA.

©

REMEMBER

TIP

Tools menu (the briefcase icon) displays tools not found in QBO that help accoun-
tants manage client companies.

© QuickBooks - B8 X
« € # | & https;//qbo.intuit.com/app/homepage w| =
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Even though an open company looks a bit different depending on whether it is
opened using QBO or QBOA, the basic functionality doesn’t really change, other
than accountants having more options than end users have.

Because QBOA contains functionality that QBO doesn’t have, I've organized this
book so that QBO users can focus on Part 2 when using the product, and QBOA
users can use the information in both Parts 2 and 3 to work with a company online.

To browse or not to browse...

In addition to working in a browser, you also can work in mobile apps. Figure 1-4
shows QBO in the Windows mobile app, and Figure 1-5 shows QBOA just after
opening it in the Windows mobile app (but before opening any client company).

Mobile apps are also available for Macs and iPhone, iPad, and Android devices at
no additional cost to you. And, you’ll find Pinch and Zoom functionality now in
the mobile apps and in browsers on mobile devices.

If you compare Figure 1-4 to Figure 1-1 and Figure 1-5 to Figure 1-2, you’ll notice
that, once again, QBOA users have the same additional options in the Windows
app that they have in a browser. The menus at the top of the screen in the mobile
app are the biggest visual difference between QBO and QBOA in the mobile apps

PART 1 Getting Started with QBO and QBOA



FIGURE 1-4:
QBO while
working in the
Windows
mobile app.

FIGURE 1-5:
QBOA while
working in the
Windows app.

and QBO and QBOA in a browser. If you’ve been a QuickBooks desktop product
user, you know that you can use the menus to navigate. Under the hood, the Win-
dows app offers some options that you won’t find readily available in a browser,
such as the ability to work in multiple windows.
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So take your choice: Work in a browser, work in a mobile app, or work in both,
depending on your needs at the moment! You’re not limited; you don’t have to
choose between an app and a browser. Work in one or the other, as suits your
needs at the moment.
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Understanding the Cloud
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Just to make sure we’re on the same page here, I’'m defining the cloud as software
and data housed securely in remote data centers (not on your office premises) and
accessed securely using the Internet. Working in the cloud can increase your
efficiency by offering you the opportunity to work anywhere, communicate easily
with others, and collaborate in real time.

Regardless of whether you use QBO or QBOA in a browser or in an app, both the
software and the data are housed on servers controlled by Intuit and accessible via
the Internet.

In the traditional model of software use, you buy software and install it on your
computer. Or you might buy the software and install it on a vendor’s server. QBO
and QBOA fall into the category of Software as a Service (SaaS). You typically don’t
buy SaaS software; instead, you rent it (that is, you purchase a subscription).

Because SaaS software is typically web-based software, you typically access SaaS
software over the Internet using a browser. A browser is software installed on your
local computer or mobile device that you use to, well, browse the Internet, looking
up cool stuff like what the stock market is doing today, what kind of weather can
you expect on Friday when your vacation starts, how to get to your boss’s house
for the party he’s having, and — oh, yes — to work with web-based software such
as QBO and QBOA. In the case of QBO and QBOA, you can work with these web-
based SaaS products using either a browser or an app you download to your
computer.

Using web-based software can be attractive for a number of reasons. For example,
using web-based software, you have access to that software’s information any-
where, anytime, from any device — stationary or mobile.

Some folks see the “anywhere, anytime” feature as a potential disadvantage
because it makes information too readily available — and therefore a target for
hackers. Intuit stores your data on servers that use bank-level security and
encryption, and Intuit automatically backs up your data for you. Other folks see
the “anywhere, anytime” feature as a disadvantage for exactly the reason that
they have access to the software’s information anywhere, anytime, and from any
device, offering the opportunity to work more than they’d like. You are in charge
of your life, so . . . no comment on this “disadvantage.”

In addition, web-based software like QBO and QBOA promotes collaboration and
can help you save time. Using QBO and QBOA, accountants, bookkeepers, and
clients can communicate about issues that arise, as described in Chapter 14.
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Then there’s the issue of keeping software up to date. Desktop software such as
QuickBooks is updated typically once each year. Unlike their desktop cousin, QBO
and QBOA are updated every two to four weeks.

published, things (and screens) might have changed. Actually, make that “probably

@ Because updating occurs so frequently to QBO and QBOA, by the time this book is
have changed.”

REMEMBER

Should You Move to the Cloud?

Before you make the move to the cloud, you should consider the needs of your
business in the following areas:

¥ Invoicing, point of sale, electronic payment, and customer relationship
management

¥ Financial and tax reporting

¥ Budgeting

¥ Time-tracking and payroll

3 Inventory, job costing, and job scheduling

¥ Managing company expenses and vendor bills

Beyond the advantages described in the preceding section, the particular needs of
a business might dictate whether you can use QBO. For example, QBO won’t work
for you if your business has industry-specific needs or is mid-sized and needs to
use ODBC-compliant applications. In addition, QBO won’t work for you if you
need to

¥ Track your balance sheet by class

¥ Process more than 350,000 transactions annually

¥ Track labor costs

3 Manage a robust inventory

3 Prepare and track progress invoices

Robust inventory means that you make and sell goods instead of selling finished
goods. If you sell finished goods, QBO will work for you.

REMEMBER
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In any of these cases, you would probably be better off with one of Intuit’s desktop
products.

When QBO and QBOA were first released, the US version didn’t support multiple
currencies. That feature has been added to both products. And, you can set a
“home currency” without enabling multicurrency support. See Chapter 3 for more
information.

Requirements

Using a web-based software product typically doesn’t require a lot of hardware
and software; in fact, the demands of QBO and QBOA aren’t extensive. In particu-
lar, you need

3 An Internet connection — Intuit recommends a high-speed connection
3 One of the four supported Internet browsers:

Chrome

Firefox

Internet Explorer 10 or higher

Safari 6.1 if your operating system is iOS 7 or higher

At the time I wrote this, you could use Microsoft Edge but not to export to the
QuickBooks desktop.

Although QBO and QBOA work in all the major browsers, they work best, in my
experience, in Chrome, with Firefox coming in a close second. Therefore, I use
Chrome throughout this book, and the Part of Tens chapters cover using Chrome
so that you can get comfortable with that browser. If you’re a Firefox user, give
QBO and QBOA a try in Firefox.

You also can use the QuickBooks Online mobile app, which works with Windows
phones and tablets, the iPhone and the iPad, and Android phones and tablets. The
requirements for the QuickBooks Online mobile app are the same as those out-
lined for the non-mobile versions: You need a browser on your device and an
Internet connection. Be aware that mobile devices do not support all features of
QBO and QBOA.

In this book, I use a Windows 10 desktop computer and the Chrome browser.
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Whether you work on a desktop computer or on a mobile device, the computer or
device should meet the basic requirements of the operating system you use on
that computer or device. For example, if you’re using a Windows desktop com-
puter, you need the amount of RAM (random access memory) specified by Micro-
soft to load Windows on the computer before you ever launch your browser. If you
don’t have sufficient RAM to run the operating system, you certainly won’t be
happy with the behavior of QBO and QBOA. You won’t be happy with the behavior
of the computer, either.

Basic requirements (and I stress the word basic) for a Windows 7, 8.1, and 10 com-
puter, as specified by Microsoft, are

¥ 1-gigahertz (GHz) or faster 32-bit (x86) or 64-bit (x64) processor
¥ 1 gigabyte (GB) of RAM (32 bit) or 2GB of RAM (64 bit)

¥ 16GB of available hard disk space (32 bit) or 20GB (64 bit)

¥ Adisplay that supports at least 800 x 600 dpi

¥ DirectX 9 graphics device with WDDM 1.0 or higher driver

These versions of Windows work with multi-core processors, and all 32-bit
versions of Windows can support up to 32 processor cores, whereas 64-bit
versions can support up to 256 processor cores.

And a word on the word basic. You’ll be a whole lot happier if your desktop computer
components have higher numbers than the ones listed above. If you have a com-
puter that’s fairly new — say, three to four years old — you might need only to add
some RAM or possibly hard disk space. If your computer is older than three or four
years, you should consider purchasing new equipment, simply because you’ll be
unbelievably happier with the computer’s performance. Technology continues to
improve dramatically in short spurts of time.

If you buy a new computer, you don’t need to worry about much to meet more
than the basic requirements. I’m pretty sure you can’t buy a new computer
containing a 1-gigahertz processor; most computers today come with at least
2.5-gigahertz processors and they support better graphics than the DirectX 9
graphics listed in the basic requirements. And most monitors available for
purchase today don’t support low resolutions such as 800 x 600; you most likely
own a monitor that supports higher resolution. In my opinion, 1GB of RAM is
insufficient; your desktop computer should have at least 4GB of RAM, and you’ll
be much happier if it has 8GB of RAM. On the hard drive requirement, if you don’t
have the 16GB or 20GB of available space specified, you probably should be
considering a hard drive replacement for your computer.
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The amount of RAM your computer can successfully use depends on the computer’s

'6_63 architecture — in particular, if your gomputer uses a 32-bit processor, as older

computers often do, your computer might not be able to “see” more than 4GB of

tecunicat  RAM. So, you could put 16GB of RAM in the computer and only be able to use

STUFF 4GB. And part of that 4GB goes to other stuff, like your video card; so, with most

32-bit processors (there are a few exceptions), your computer can use only 3GB of

RAM. Bottom line here: Newer computers use 64-bit processors and can take
advantage of much more RAM, which makes them much faster.
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IN THIS CHAPTER

» Understanding available QBO
subscriptions and their costs

» Examining ways to meet payroll
needs

» Taking a tour of the App Center

Chapter 2

Embracing the
QBO/QBOA Format

BO and QBOA are not traditional software that you buy and install on your

local computer. In this chapter, we explore the QBO/QBOA software for-

mat, and I assume that you’ve read Chapter 1 and evaluated whether QBO
can meet your needs.

It's All about Subscriptions

QBO and QBOA fall into the category of Software as a Service (SaaS). As such, you
don’t buy the software. Instead, you rent it; that is, you buy a subscription to use
the software for a time period specified by the seller.

Traditionally, you buy a license to use software that you install on your computer,
and typically, that license permits you to install the software on only one
computer.

REMEMBER

And, of course, a QBO user can pay varying amounts for a subscription, depending
on the subscription level purchased.
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QBO is available at four different subscription levels, and each subsequent sub-
scription level costs more and contains more functionality. The QBO subscriptions
available at this writing are

¥ Self-Employed
¥ Simple Start
¥ Essentials

¥ Plus

All versions of QBO share three attributes in common. First, you can use a tablet,
smartphone, or desktop computer to access your data. Second, your data is auto-
matically backed up online. And third, all versions of QBO use 128-bit Secure
Sockets Layer (SSL), the same security and encryption used by banks to secure
data sent over the Internet.

After you assess your needs as described in Chapter 1, use the following informa-
tion to identify the lowest subscription level that will meet your requirements. At
this point in time, you can upgrade to a higher level, but you cannot downgrade to
a lower level.

Accounting professionals signing up clients for QBO and creating client compa-
nies originally couldn’t switch client companies from one version of QBO to
another if the accounting professional created the client as part of the Intuit
Wholesale Pricing program. However, that’s no longer true. So, you no longer
need to anticipate your client’s requirements for more advanced features like the
ability to track inventory or prepare 1099s.

The Self-Employed version

This version of QBO is aimed at freelancers and self-employed individuals, basi-
cally, those who receive Federal Form 1099 to account for the money they’ve been
paid and pay their taxes using Schedule C of IRS Form 1040. Using the Self-
Employed version, you can

¥ Separate business from personal spending
¥ Calculate and pay estimated quarterly taxes

¥ Track mileage and IRS Form 1040 Schedule C (the IRS form that most self-
employed people must complete to determine business net income or loss)
information

PART 1 Getting Started with QBO and QBOA
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¥ Track income and expenses

¥ Download transactions from your bank and credit card accounts

Like the other versions of QBO, you can use a tablet, smartphone, or desktop com-
puter to access your data. In addition, the Self-Employed version uses the same
security and encryption as banks, and your data is automatically backed up online.
As you might expect, this version has the fewest reports available — only three —
and only one person can access QBO.

Be aware that, when I wrote this, the Self-Employed version of QBO didn’t link
with QBOA.

If you opt to include TurboTax in your subscription, you also can pay your esti-
mated quarterly taxes online and export Schedule C information from QBO to
Turbo Tax so that you can prepare your tax return more easily. With TurboTax as
part of your subscription, you receive one federal and one state electronic tax
return filing at no extra cost.

The Simple Start version

The Simple Start version of QBO is great for a new business with basic bookkeep-
ing needs. With Simple Start, you can

¥ Track your income and expenses

¥ Download transactions from your bank and credit card accounts
¥ Create an unlimited number of customers

¥ Send unlimited estimates and invoices

¥ Print checks and record transactions to track expenses

¥ Import data from Microsoft Excel or QuickBooks desktop

¥ Invite up to two accountants to access your data

¥ Integrate with available apps

Although the Simple Start version supports Accounts Receivable functions, you
can’t track bills due in the future in the Simple Start version because it doesn’t
include any Accounts Payable functions. And, one other important consideration:
The Simple Start version also has no general ledger.

Although the Simple Start version allows two accountants to work in the client’s

company, Simple Start is still designed for a single user. Therefore, the accountant
cannot create the client’s company for the client. At the time the company is
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created in QBO, whoever creates the company becomes, in QBO parlance, the
Master Administrator.

In addition to the single-user restriction, the Simple Start version offers more
than 20 reports. And Simple Start users can memorize report settings and produce
memorized reports.

For subscription levels that support multiple users, the accountant can create the
company for the client and then assign the Master Administrator role to the client.
And, if the accountant doesn’t make the client the Master Administrator when
creating the company, the accountant can, later on, transfer the Master Adminis-
trator role to the client.

The Essentials version

The Essentials version of QBO includes all the features found in Simple Start. In
addition, with the Essentials version, you can

¥ Set up invoices to automatically bill on a recurring schedule

¥ Take advantage of Accounts Payable functions, including entering vendor bills
and scheduling their payment for later

3 Compare your sales and profitability with industry trends
3 Compare your sales and profitably with industry trends
¥ Create and post recurring transactions

¥ Control what your users can access

The Essentials version permits three simultaneous users and two accountant
users. In addition, the Essentials version contains the reports found in Simple
Start and 20 additional reports.

The Plus version

The Plus version of QBO is the most full-featured version of QBO. It contains all
the features found in the Essentials version. In addition, you can

¥ Create, send, and track purchase orders.

¥ Track inventory using the first in, first out (FIFO) inventory valuation method.
QBO supports light inventory needs: If you sell finished goods, QBO should
be able to manage your needs. But if you need to assemble finished goods

PART 1 Getting Started with QBO and QBOA



to sell, QBO won't meet your needs on its own. You can look for an app to
supplement your inventory needs; | talk about apps at the end of this chapter.

¥ Track, create, and send 1099-Misc forms.
¥ Categorize income and expenses using class tracking.

¥ Track sales and profitability by business location. You can assign only one
location to a transaction, but you can assign multiple classes to a transaction.

¥ Give employees and subcontractors limited access to the QBO company to
enter time worked.

¥ Track billable hours by customer.

QBO supports light job-costing needs, but it does not allow you to automati-
cally cost labor.

REMEMBER ¥ Create budgets to estimate future income and expenses, and create multiple
budgets per year, location, class, or customer.

fore users of other versions might find references in this book to features they
don’t have. Accounting professionals: The company that comes with QBOA is a
rememBer  PlUs company.

@ I used QBO Plus as I wrote this book because it contains the most features, there-

The Plus version supports five simultaneous users and two accountant users and
can be scaled up to support 20 users. The Plus version also contains more than 65
reports: all the reports found in both the Simple Start and the Essentials versions,
and some additional reports.

Essentials and Plus with Payroll

If an end user signs up for QBO Essentials or Plus on his own and creates his own
company, he can create the company using the Plus Payroll option, or later he can
sign up for QBO Payroll (QBOP) separately. An accountant also can create the
company that uses QBOP for a client. For details, see the section “Addressing Pay-
roll Needs” later in this chapter.

What Does It Cost?

The big question: What’s it cost? The price is dependent primarily on the QBO ver-
sion you choose.

If you are an end user who signs up on your own for a QBO subscription, the price
per month as of the date this book was written appears in Table 2-1.
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The prices shown in Table 2-1 are monthly subscription prices, and, at the time I
wrote this, the sale price was good for six months. In some cases, when you sign
up, you’ll be offered the option to pay for an entire year. And, paying for a full year
might turn out to be less expensive than paying on a monthly basis.

QBO Subscription Pricing

QBO Version Regular Price Sale Price
Self-Employed $10/month $5/month

Simple Start $13/month $10/month
Essentials $27/month $18/month
Plus $40/month $24/month

At the time I wrote this, Intuit offered a bundle for the Self-Employed version —
QBO and TurboTax for $12/month instead of the regular price of $17/month.

You'll receive a bill on a regular basis from Intuit. Intuit gives you a free 30-day
trial that includes payroll processing along with the rest of the subscription’s
features. If you opt to continue QBO Payroll after the 30-day trial, your subscrip-
tion fee increases. The free trial also includes the Payments app, which gives you
the ability to process online and mobile payments with rates per use as low as 1.75
percent + 25 cents per swipe and 50 cents per bank payment/ACH.

If you opt for a 30-day free trial, you won’t get the sale price for the subscription.
But, if you “buy now,” Intuit gives you a 60 day, money-back guarantee on your
purchase.

If you are an accounting professional, you can sign up for the Wholesale Pricing
program and use QBOA for free. If you create a client’s company as part of the
Wholesale Pricing program and you manage the client’s subscription, Intuit sends
you the bill for the client’s subscription. It is your responsibility to bill the client
for the QBO subscription. The bill you receive from Intuit is a single consolidated
bill for all the QBO subscriptions you manage. For a little more information on the
Wholesale Pricing program, see Chapter 11. But, for the complete skinny on the
Wholesale Pricing program, contact Intuit. Note that accounting professionals
might be able to get QBO for their clients at a reduced price.

If an accounting professional creates a company through QBOA, the company does
not come with a 30-day free trial. Instead, at the time the accounting professional
creates the company, he must provide a payment method to ensure uninterrupted
service.
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If your client initially sets up QBO with his or her own subscription, you can move
that existing QBO subscription to your consolidated bill at the discounted rate.
And, if your arrangement with your client doesn’t work out, you can remove the
client from your consolidated bill, and the client can begin paying for his own
subscription.

Addressing Payroll Needs

©

REMEMBER

©

REMEMBER

FIGURE 2-1:

If you sign up for
QBO on your
own, you can turn
on payroll from
the Employees
screen.

QBO can handle payroll regardless of whether an end user or an accountant cre-
ates the QBO company.

If an end user signs up for QBO Essentials or Plus on his own, he can create his
own company using the appropriate “with Payroll” option — Enhanced or Full
Service Payroll — or, after the fact, he can sign up for QBO Payroll from the
Employees screen (see Figure 2-1).

The distinction between the two options, besides price, is that you choose
Enhanced Payroll if you want to prepare payroll on your own; for details on pre-
paring payroll in QBO, see Chapter 9. Alternatively, you can subscribe to QBO Full
Service Payroll, which integrates with QBO, where Intuit prepares payroll for you.

It’s easy to get confused here . . . I know I was. Intuit also offers another payroll

product, Intuit Full Service Payroll, which is a standalone product that doesn’t
integrate with QBO.

Click here to turn on payroll.

@ Employees
« € A @& hitps/qbo.intuit.com/app/employees
i1 Apps @ QB0SgnIn @) QBOASign (3 Gtner bookma

b Home Employees

H Employees

§' Transactions &

NAME & PHONE NUMBER EMAIL ADDRESS ACTION
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Both Enhanced and Full Service QBO Payroll sport the following features:

¥ Paying employees with printed checks or by directly depositing paychecks
¥ Automatically calculating tax payments and paying them electronically

¥ Processing Federal and State quarterly and annual reports and preparing W-2
forms

¥ Processing payroll for employees in multiple states

¥ Keeping payroll tax tables up to date without having to install updates like you
do with the QuickBooks desktop product

¥ Using the QBO Payroll mobile app to pay employees, view past paychecks,
electronically pay taxes, and electronically file tax forms

If an accountant who is not enrolled in the Intuit Wholesale Pricing program
creates a QBO Essentials or Plus company for a client, the client company can turn
on QBO payroll (QBOP) from the Employees screen in the client’s company (refer
to Figure 2-1). Clients can prepare payroll for themselves or accounting profes-
sionals can manage all payroll functions for clients.

If the accountant is enrolled in the Intuit Wholesale Pricing program and creates
a QBO Essential or Plus company for a client as part of the program, the accoun-
tant can set up the QBO company to use QBO Payroll (QBOP).

Last, an accountant can add an Intuit Full Service Payroll subscription to a client
company subscription through QBOA, regardless of whether he or she is enrolled
in the Wholesale Pricing Program.

Switching from QuickBooks Desktop

24

At this point (or maybe earlier than now), you might have been wondering if you
can easily switch to QBO if you have been a QuickBooks desktop program user.
And, the answer is yes. Chapter 12 provides details on importing QuickBooks
desktop data into QBO. And, the import process doesn’t affect your original desk-
top company; it’s still available via the desktop product. After you import your
data into QBO, you should run the Profit & Loss report and the Balance Sheet using
the Accrual method for all dates from both QBO and QuickBooks desktop to ensure
both versions show the same information.

And, if you want some reassurance that you’ll get the same accurate information
from QBO that you got from QuickBooks desktop, you can “run in parallel” for a
time period you specify. For example, you might decide to enter all your transactions
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in both versions of the software for one month; at the end of that time, you can run
reports from both products and make sure you see the same information.

Although you can continue to use the QuickBooks desktop, once you make the
& switch to QuickBooks Online, be aware that no synchronization occurs between
QuickBooks desktop and QBO. So, changes you make in one are not reflected in the
warning  Other. Unless you’re temporarily running in parallel, continuing to use both prod-
ucts could really mess up your books, because you might accidentally enter trans-

actions into one product and not the other.

Where Add-On Apps Fit In

QBO doesn’t operate as a complete, standalone accounting solution. It has func-
tional limitations. The section “Addressing payroll needs” highlights one such
limitation — and shows how you can use Intuit add-ons to achieve more function-
ality in QBO. And, earlier in this chapter I briefly mention Intuit’s Payments app,
which supports electronic customer payment processing and integrates with QBO.

But those aren’t the only apps available for QBO; third-party developers have been
creating apps to enhance the functionality of QBO. And, over time, you can expect
more apps to be developed.

You can click the Apps link in the Navigation bar that runs down the left side of
QBO to visit the App Center and explore available apps (see Figure 2-2).
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Leamn m ut apps

Browse by category =

Apps Recommended For Larry’s Landscaping & Garden Supply

T 4 o <
FIGURE 2_2: a Apps EJ AGILIRON amazonzom

[F] Feme Uy You Gt
Take a trip to the
Ap p Center to < Shopify Integration by BlueVine Agiliron Amazon by Cloud Cart
< Pipemonk by Bluevine Capital Inc. vy Agiliron Connector
search for by ZapStich Technologies inc ot Flexible Funding for e Complete Mt Channe by M W Techniogs
it Gonnect your Snopiy store vatn Everyaay Meeas Commerce’ Suie for sync inventory, Oraers, Track
additional QuickBaaks Online QuickBaoks. Fees and Gross Profits
functionality
ek (4 ek (054, deddedkok (5 e e

for QBO.
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FIGURE 2-3:

When you click an
app in the App
Center, you

see details

for the app.

Click any app to navigate to a page that describes the app, provides pricing
information, and often provides a video about the app (see Figure 2-3).

@ Reports x - [=] X
« €& # | B httpsy//gbo.intuit.com/app/qboApp
12 apps @ 030Signin € QB0 Sign in

P rey| Receipt Bank
receipt Sync the data from your receipts and bills with QuickBoaks Online

Foddkdk s revews) () Prosowson ok
E L
g —

< n"' = >

Overview Reviews Pricing support

Re:etl Bank Client Submission

oy

Although add-on apps can provide additional functionality in QBO, some func-
tionality is still missing; no doubt, that functionality will appear over time. For
example, using QBO, you can’t

¥ Track your balance sheet by class
¥ Process more than 350,000 transactions annually
¥ Track labor costs

¥ Manage a robust inventory

¥ Prepare and track progress invoices

But apps are making inroads to eliminating these limitations. For example, Let-
tuce, an app that provided advanced inventory management features for QBO, did
such a fine job of handling inventory functions that Intuit acquired Lettuce for the
purpose of integrating it into QBO.
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IN THIS PART ...

Become familiar with the QBO interface.
Manage list information needed to use QBO.

Enter transactions in QBO to update your company’s
books.

Use reports to examine the condition of your company.



IN THIS CHAPTER

» Signing up for a QBO account

» Setting up a new QBO company
» Understanding the interface

» Working with company settings
» Updating the Chart of Accounts
» Working with multiple currencies

» Examining QuickBooks Labs

Chapter 3

Creating a Client
Company in QBO

fter you sign up for QBO, you log in. QBO then prompts you to set up your

company. With certain limitations, you can import a company if you’ve

been using a QuickBooks desktop product. Or, you can use the QBO Setup
wizard, as shown in this chapter.

For details on importing a company, see Chapter 12 (or ask your accountant to
help you with the import). And, don’t worry, if you don’t import your entire desk-
top company; you can import just the list information from that company, as
described in Chapter 4. Importing lists will still save you a lot of time and setup
work.

Signing Up for QBO

After you complete the sign-up process for a QBO account, Intuit, by default, logs
you in to your account and walks you through the process of setting up your QBO
company. The process is short — much shorter than the one you go through when
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setting up a QB desktop product company — and you need the following
information:

3 Your company’s name and address
¥ The industry in which your company operates

3 Your company’s legal organization (such as S-Corp or Limited Liability
Partnership)

3 Whether you want to import company information from a QuickBooks
desktop product

¥ The types of payments you accept from your customers (that is, cash, checks,
and credit cards)

¥ The way you want to handle payroll

To sign up for a QBO account, follow these steps:

1. visit quickbooks.intuit.com/online.

2. scroll down the page until you find the three boxes describing each
version of QBO.

3. Inthe version of QBO that you want to try, click the Free 30-Day Trial link.

The Free 30-Day Trial link appears below the Buy Now button.

Be aware that the price you pay for QBO depends on whether you choose the
Buy Now option or the Free 30-Day Trial. If you opt to “buy now,” you pay less

for your subscription because discounts don't apply to the Free 30-Day Trial.
REMEMBER

. Fillin your name, email address, and a password (see Figure 3-1).
If you already have an Intuit user ID, supply that user ID and password.

Your password must be between 6 and 32 characters and consist of a mix of
letters and numbers. The password can also contain some special characters;
lincluded an exclamation point (!) in my password and it was accepted. The user
ID and password you supply are the ones you use each time you log in to QBO.

5. click the Sign Up button below the boxes you completed in Step 4.

At the time that | wrote this, a window appeared that offered the option to skip
the free trial and buy the product at a discounted rate. You can buy, but | opted
to click the Continue to Trial button.

QBO sets up your free trial, logs you in to QBO, and displays the Set Up
wizard . . . read on.
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FIGURE 3-1:

Fill in the
information
needed to start
the free trial.

@ Intuit QuickBooks Online X - @ X

€« € A | G httpsy/quickbooks.intuit.com/start/core_suizbc=USP-T7Q & =
2 Apps @ QE0Signin @ QBOASign o
nfurt Gall Sales: (800) 624-1377
QuickBooks

Start Eree Trial

Free 30-day trial includes:
* QuickBooks Online Plus (]
* QuickBooks Online Payroll

G = No credit card needed
After trial, continue using:
ey + QuickBooks Orline Pius for $40/manth
+ QuickBooks Orline Payroll starting at an
additional $31/menth (s )
Offer details
Last name
Click hera if you have a referral code.
Phene (recommended]

Password

Setting Up a New Company

FIGURE 3-2:
Provide basic
company
information.

When you first sign up for a QBO account, Intuit logs you in to your QBO account
and, by default, displays the set up wizard. The first screen of the wizard, shown
in Figure 3-2, asks for basic company information.

@ Weicome to QuickBooks X

« € # | & httpsy/qbo.intuit.com/app/setupZinitial=true
2 Apps @ QBOSignin ) GBOA Sign In 1 Other bookmarks

Welcome to QuickBooks.

Let's get started with your contact info

Werll use this to Greate professional-looking recelpts and involoes for you,

Business name Logo
Landscaping Heroes.

Address
1234 Maln Strest

city State * zp

Phosnix Az + 85000

Business phone Website

(123) 456-7890
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about the stuff

TIP

FIGURE 3-3:
Provide
information

you sell and

your company'’s

32

industry.

REMEMBER

As you supply address information, QBO automatically prepares an invoice form
that contains the information; you’ll use this form (or a variant of it) to prepare
the invoices you send to customers.

If you have a basically square company logo in JPG, GIF, BMP, or PNG format, you
can upload it to include it on your invoice. Just click the Logo button to navigate to
your logo.

When you finish providing address information, click the Next button in the lower
left corner of the screen.

On the next screen, shown in Figure 3-3, you provide more information about
your company so that Intuit can customize QBO to suit your needs: Supply your
industry, the type of things you sell, and, if you have the information handy, your
business type and age. Then click Next.

@ Weicome to QuickBooks X - 0
« C # | B https//qbo.intuit.com/app/setupZinitial=true x| =
22 Apps @ QBOSignin ) QBOA Sign n (3 Other bookmarks

Welcome to QuickBooks.

Tell us a bit more about your business
We'll use what we know about businesses |ke yours 10 jumpstart your setup
Industry *

Landscs

What do you Business type
Products and services ] Limited lability partnership

Business age

| Less than 1 year 0

Lehetiini

Only your industry and the type of stuff you sell are required. Supplying your
business type helps QBO set up your Chart of Accounts more accurately.

If you’re keeping track of your business information now, supply the method you
currently use on the next screen. You can choose from the following:

¥ Excel
¥ Google
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3 Pen and paper
¥ QuickBooks Desktop
3 Online banking

¥ Other software

The answer you provide determines the screen you see next. For example, if you
select QuickBooks Desktop, you then answer questions about importing informa-
tion from the QuickBooks desktop product. For this book, I chose “pen and paper,”
which assumes you have nothing in electronic form to import.

If you opt not to import desktop information, you can change your mind later, as
long as you do so within 60 days of starting your QBO subscription. If you decide
that you want to import data after 60 days, you must cancel your subscription and
start a new one.

When you click Next, the wizard then asks you to select the elements that matter
to you most; you can choose all of the following that apply to you:

¥ Invoicing

¥ Expense tracking
¥ My accountant
3 Mobile

¥ Point of sale

¥ E-commerce

¥ Sales tax

3 My employees

For my trial company, I chose invoicing, expense tracking, sales tax, and my
employees. If something matters to you later (like working with an accountant),
you can set that up in your company when it suits you. So, don’t worry if you don’t
select something that you later determine you should have selected.

Click Next, and QBO searches online for businesses similar to yours and estab-
lishes appropriate options and settings; when QBO finishes the search, you see a
message that your QuickBooks is ready and you click the Let’s Dive In button to
get started.
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FIGURE 3-4:
Your QBO Home
page just after
creating your
company.

When you click Next, QBO displays your company’s Home page and displays links
to options you might want to set up to get started. In my case, I see boxes contain-
ing options to use Bill.com to easily pay bills online, along with options to set up
sales tax and payroll (see Figure 3-4).

<« C # | 6 htpsy/gbo.intuit.com/app/homepage

12 Apps @ 080Signin @ QBOASignn
ab QuickBooks QL+ ©
@ o

(3 Gther bookmarks

Landscaping Heroes

Bank accounts

Customers

Your trial ancls in 30 days!
Feel fres 1o keep testing CrickBooks, Subscribe No

Easily Pay Bills Online Set up sales tax

Automatically sync. Choose how you pay. Charge sales tax and run reperts to see what you
owe

¢ July 6, 2016

ToDAY

Take a tour of the home page

We’ll examine the Home page in the next section, but essentially you’ve just com-

pleted most of the initial setup work; I'll cover other program settings later in this
chapter.

Understanding the Home Page

34

When you first see your QBO company, your Home page contains boxes with links
to options you can use to set up features in QBO that are important to you (refer
back to Figure 3-4). You can use those links and set up those options now, or, you
can wait until later. To hide the options, slide your mouse over any item, and an X
appears in the upper right corner of the box (see Figure 3-5).

When you click the X, QBO offers you the option to permanently dismiss the box
or to see it later (see Figure 3-6). Click your choice. If you choose to see the option
later, the box will reappear the next time you log in to your QBO company.
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FIGURE 3-5:

You can close the
boxes that offer
to help you
perform some
QBO set-up work.

FIGURE 3-6:

The QBO Home
page after closing
the boxes.

Q

TIP

Q

TIP

@ QuickBooks x
& 2 C A G htpsy/gbo.ntitcom/app/ho
2 Apps @D 0BOSignin @ CBOA Sign hn

@b QuickBooks

@ rome Landscaping Heroes
Customers

Vendors

Your trial encis in 30 days!
Feelfree 1o keep testing GuickBooks. Subseribe New
Employees
Trans
Pay employees

Run payroll in minutes and get axes done right

Got started with payro!

Add 1099 contractors

Go mohil

- 8 %

(3 Other bookmarks

£ Landscaping Haross | (2) Help
Bank accounts

Connect accourt

Activities Al 0

¢ Needs attention
‘Get set up by a pro

Let your accountant access your books and neip

CulciBsoks for
you get set up B

¢ July B, 2016
i Tooar

Take a tour of the home page

@ QuickBocks x

€ 3 C A G https//gbo.intuit.com/app/homepage

H: Apps @ 020Signin ) GBOASign In

ab QuickBooks

@ rome Landscaping Heroes
Customers

Vendors

Employees

Close.

Show me later

[ Otner bookmarks

Bank accounts

Gonnest account

e Activities Al +

¢+ Needs attention
Pay employees

QuickBooks
Read this first.

Windows or Mac usar?

Run payroll in minutes and get taxes done right

¢ July 8, 2016
TODAY

Take a tour of the home page

Don’t worry; you can still set up the options associated with any of these boxes.
And, be aware that each box you dismiss is replaced by another associated with the
list of options that matter to you that appear at the end of the preceding section.

Once you close the boxes, your Home page displays information specific to your

company.

You can click the Take a Tour of the Home Page link in the Activities section to let
QBO show you, interactively, the things I’'m about to show you.
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FIGURE 3-7:
Examining Home
screen elements.

Q

TIP

36

In Figure 3-7, I’'m using a company that already has some data in it to try to make
things a bit more meaningful. In the center of the screen, using most of the Home
page real estate, you find information that changes depending on what you have
clicked while using QBO. For example, when you initially open QBO, the informa-
tion is overview company information. If you click an entry in the Navigation bar
(on the left side of the screen), the information in the center of the Home page
changes to information related to the entry you click. If you select a setting on the
Gear menu (discussed later in this section), the information is related to the set-
ting you select.

Private mode button

Navigation bar Transaction-related buttons Gearicon Help
@ QuickBooks [ | - @
€ 5 C A | & huphy/gbo.intitcom/app/homepage =
12 apps @ Q80 Signin @) CBOA Signin o
Q + & 6% Sample Compa

b QuickBooks

@ Homo Craig's Design and Landscaping Services

Private mode  OFF

Income

ast 365 Days
_ _ P

$5,282 $1,526 $3,136 — v
P NVC v L PAID LA DAYS
Registers v
Expenses Last 30 days ¥
Activities All &
$2_'| 86 *  Nesds attention
ASEA0DAYS &7 Read
e July 6, 2016

Main portion of the Home page Bank accounts and Activities list

You might have noticed the Private Mode button in Figure 3-7. This button appears
after you have entered at least one transaction, and you can use it to temporarily
hide financial information on your Home page. For example, you might want to
turn Private Mode on if you’re using QuickBooks in a public place or even in your
office when you’re not alone. Once you turn Private Mode on, it remains on until
you turn it off again.

As I just mentioned, the Navigation bar runs down the left side of the screen. You
use the Navigation bar the same way you’d use a menu; click an item in the
Navigation bar to, well, navigate to that part of QBO. For example, you can click
Transactions in the Navigation bar to see the available transactions in QBO and
then click one to use that type of transaction.
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REMEMBER

FIGURE 3-8:
The Help menu.

The highlighted entry in the Navigation bar does not always change to match the
information shown in the main portion of the Home page. You use the Navigation
bar to navigate to a portion of the program, not to determine the portion of the
program you are viewing. In other words, don’t depend on the Navigation bar to
“tell you” how you got to what you’re viewing.

On the right side of the screen, you find a list of the bank accounts you’ve set up
as well as the Activities list — a list of things that QBO thinks need your attention.
The list is interactive, so you can click items in the list to take various actions.

When you click the Help button, you see a menu of common topics related to the
area of QBO you are currently viewing, and you can type in the search box to find
help on a particular topic (see Figure 3-8).

Help

Top help topics

more help?

Get some expert advice from an acc
Find an ac ntant. ACA your acce

For example, when you click the Home page overview link, QBO displays the QBO
Welcome Guide, which provides a brief overview of the Home page along with a
list of topics you can use to help you further configure QBO (see Figure 3-9).

In the center of the top of the screen, you see three transaction-related buttons
that display lists you can use to work with transactions. Figure 3-10 shows what

you see when you click the leftmost transaction button, the Search button.

Figure 3-11 shows the Create menu that appears when you click the center trans-
action button.
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FIGURE 3-9:
Asample
Help topic.

FIGURE 3-10:
Click the leftmost
button to

search for past
transactions.

FIGURE 3-11:

Click the center
button to create a
new transaction.

Welcome Guide

Welcome to the Intuit QuickBooks Home page! The Home page is where you go
for an overview of your company and primary activities

From the Home page, you can:

« Get going quickly! Create your first invoice, add your first expenses, and
connect your bank and credit card accounts

» Use the Create (+) menu to do typical tasks

+ See a simple snapshot of your finances

« View recent activity and transactions

When you're ready to go beyond the basics, you can
« Configure company settings

= Search for transactions

» Manage users and their access
Was this helpful? | Yes || No
Have a Question?

Submit your question to the Small Business Community
or Contact Us.

Search Transactions

| A

Create

Customers

Employees

nvoice

Receive Payms Check
Estimate Bill W
Credit Memo Pay Bills

Sales Re

Refund Re: Vendor Ci
Delayed Credit Credit Card Credit
Delayed Charge Print Cheoks

Other
Bank Deposit
Transfer

Journal Entry

Statement

» Show
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REMEMBER

FIGURE 3-12:
Click the right
button to display
a list of recently
entered
transactions.

FIGURE 3-13:

Use this menu to
work with
settings, lists,
tools, and your
QBO account.

The Create button appears as a plus sign (+) when the menu is closed and an X
when the menu is open; compare Figures 3-7 and 3-11.

When you click the third transaction button — the one that looks like a clock —
you see a list of recently entered transactions; you can click any transaction in the
list to open that transaction (see Figure 3-12).

)

-

Recent Transactions

Card Expense
Card Expense

ard Expense

ard Expense
ard Expense Bob’s Burger Joint
Sgueaky Kleen Car Wash
Bob's Burger Joint

Sgueaky Kleen Car Wa

Bob's Burger Joint

More

To the right of the three transaction-related buttons, you see the Gear button fol-
lowed by your company’s name. If you click the Gear button, you see the menu
shown in Figure 3-13, which you use to look at and change QBO company settings;
view lists; work with tools such as import and export, reconciliation, and budget-
ing tools; and view information about your QBO account. Note that the Gear menu
is divided into four columns that organize related commands.

Craig's Design and Landscaping Services

Your Company Lists Toals Profile

User Profile

and Settings

and Services Feedback

Custom For curring Transactions

Privacy

Chart of Acc

2 cion Out
QuickBooks Labs @ Sign Out

Checks
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Establishing Company Settings

Review company

40

(= =)
T
TECHNICAL
STUFF

FIGURE 3-14:

settings.

After you set up your company, you should review the default settings Intuit
established and make changes as appropriate. To examine and make changes to
payroll settings, see Chapter 9.

Examining company preferences

Choose Gear= Account and Settings to display the Company tab of the Account
and Settings dialog box (see Figure 3-14).

At the time I wrote this, QBOA users working in client companies were still seeing
older Gear menu options — and so would see Gear= Company settings instead of
Gear=> Account and Settings. I use the newer interface options throughout Part II
of the book, so, QBOA users, be aware: When I say choose Gear > Account and Set-
tings, you’ll be choosing Gear= Company settings.

@ Sewings x - =] B3

« €& # | B htpsy//gbo.intuit.com/app/accountsettings
i apps @ 0ECSignin () GBOASign [ Other boskmarks

Account and Settings ® X

Gompany
Company name

Billing & Subscription

Address

On this tab, you can make changes to your company name, address, and contact
information.

To change any setting, click anywhere in the group where the setting appears.
When you finish making changes, click the Save button that appears in the group
of settings. You can then move on to other settings on the page.

If you make changes, click Done in the lower right corner of the screen to
save them.
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FIGURE 3-15:
Review QBO
billing and
subscription
settings.

Examining billing and subscription settings

To review the settings related to your QBO billing and subscription, choose
Gear= Account and Settings to display the Account and Settings dialog box. Then
click Billing & Subscription in the pane on the left.

QBOA users choose Gear= Your Account.

This page, shown in Figure 3-15, shows you the status of your QBO, Payroll,
and Payments subscriptions. From this page, you can convert your trial version of
QBO and of the QBO Payroll product to a regular subscription; converting cancels
your trial. You also can use this page to order checks and supplies, should you
need them.

The subscription Payments product that Intuit offers enables you to receive online
payments from your customers. If you already have a subscription to the Payments
product, you can connect to it from the Billing & Subscription page of the Account

and Settings dialog box. If you don’t have a subscription, you can (naturally)
subscribe from the Billing & Subscription page.

@ Sewings x - =] B3
€ > @ f | @ hipsy/qbo.ntuit.eom/app/accountsettingsTp=qbo_selfservice._billin el =
52 Apps @ 0BOSignin () CBOASignin 3 Gther bookmarks

Company ID; 1935 1433 1818 217
Billing & Subscription
Accounting Subscription status 0 days
Plan details QuickBooks Plus

Expensas Next Charge Free through August 5, 2016
il Payroll Subscription status Trial ends in 30 days!

e Plan detalls Enhanced Payroll

Next Charge Free through August 5, 2016
Alre: ing Payments account with Intuit?
Checks Checks and supplies

Setting sales preferences

To review the Sales preferences of your QBO company, choose Gear= Account and
Settings to display the Account and Settings dialog box. Then click Sales in the
pane on the left.
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FIGURE 3-16:

The Sales page
of the Account

42

and Settings
dialog box.

At the top of the page that appears (see Figure 3-16), you can click the Customize
Look and Feel button to customize the appearance of the invoice you send to cus-
tomers. We’ll return to the customization process at the end of this section; first,
let’s examine the settings available to you.

@ semnze x - 8 x

« C # | G httpsy/gbo.intuit.com/app
2 Apps @ QBOSignin ) QBOA Sign n (3 tiver bookmarks

Account and Settings ® X
Campany
Customize Gustomize the way forms look to your Gustomers Customize look and fesl

Sales form content

Biling & Subscription

Preferred invoice terms: Net 30

Sales
d delivery method Print later

on
on
on
of
on
on
Products and services on

on

Examining sales settings

You can set a variety of options related to sales:

¥ In the Sales Form Content section, you can define the fields that appear on
the form you complete to prepare invoices, sales receipts, and other
sales forms.

3 Inthe Products and Services section, you can make changes to the product-
and service-related fields that appear on sales forms. If you're using QBO Plus,
this is where you turn on inventory tracking.

¥ In the Messages section, you can control the default email message sent to
customers with sales forms and the default message that appears on those
sales forms.

¥ If you scroll down the Sales page, you can set, in the Online Delivery section,
email delivery options for sales forms such as attaching the sales form as a
PDF, showing a summary or details of the sales form in the email, and email
formatting options for invoices.

¥ In the Statements section, you can specify whether to show the aging table at
the bottom of the statement.
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FIGURE 3-17:
Use this page to
edit an existing
form style or
set up a new
form style.

Customizing form appearance

To customize forms that your customers receive, click Customize Look and Feel at
the top of the Sales page in the Account and Settings dialog box to display the
Custom Form Styles page shown in Figure 3-17.

&« C # | B https//qbo.intuit.com/app/formstyles W=
52 Apps @ 0BOSignin ) QBOA Signin

Custom Form Styles New style
< AllLists

AW FORM TYPE LAST EDITED ACTION

standara Master 07/06/72016 gt -

The Custom Form Styles page lists any form styles you have already created.
By default, QBO creates one form style for you when you sign up; that form style
is named Standard and is used by default for invoices, estimates, and sales
receipts.

If you are satisfied with the appearance of the majority of the form style, you can
edit it instead of creating a form style. Alternatively, you can create separate cus-
tomized forms for invoices, estimates, and sales receipts. To do so, click New Style
in the upper-right corner of the Custom Form Styles page. Whether you edit or a
create a new form style, QBO displays the Customize Form Style dialog box, whose
appearance varies only slightly, depending on whether you are editing or creating
a new form style. In particular, if you opt to create a form style, the dialog box
gives you the option to select the type of form style (see Figure 3-18).

You use the tabs that run down the left side of the dialog box to establish form
style settings:

3 From the Style tab, shown in Figure 3-18, you can select a style for the form:
Airy, Modern, Fresh, Friendly, or Bold. The preview shown in Figure 3-18 is the
Fresh form style.
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The dialog box

customize sales

L4

Use this list to select the type of form style you want to create.

&«

FIGURE 3-18:

you use to

forms.

Customize form style

jeader Sales Recelpt

Activity Table s oz e

i - . 1w s
- & - D || |

e X - a8 X

A | & httpsy//qbo.intuit.com/app/fustomizefo
Apps @ 020SignIn (@ QEOA Sign In

Value

44F90BB

Cancel Preview or print Save

¥ From the Appearance tab, you can modify the appearance and placement of
your logo; set the form's font, line height, and page margins; and specify
whether to print your form to fit in a standard window envelope. You also can
opt to show an account summary table, which shows your customers how
much past due they are in paying you.

3 From the Header tab, you can define the names used for each form and the
fields that appear in the header area of the form — such as your company
name, address, contact information, payment terms, due date, and form
number. You also can opt to show your customer’s terms, due date, shipping
and payment methods, as well as set up custom fields.

3 From the Activity Table tab, you can control the appearance of the body of the
invoice, determining whether to display, in columns, information such as the
quantity, rate, and description for each item — and the order in which the
elements appear. For each row of information, you also can specify whether
to display billable time and markup on billable expenses (most people don't
display markup on billable expenses), and you can choose whether to show
the employee’s name and the hours and rate. You also can choose the way
you want to group activity (by day, week, month, or type), and, if you group
activity, you can choose to subtotal by group. You also can combine rows that
show the same rate and description and omit the dates for those rows.

PART 2 Managing the Books for the End User



TIP

©

REMEMBER

©

REMEMBER

Chapter 6 contains an example of customizing the Activity Table so that you
can include subtotals on an invoice.

¥ From the Footer tab, you can control the information that appears in the
footer portion of the form, along with messages to your customer.

You can click the Preview or Print button to preview your invoice in a browser
window but in PDF format.

Click the Save button to save changes you make to the appearance of your forms.

Importing form styles

At the time I wrote this, importing form styles was a feature “under construction”
in QBO and is therefore not available unless you enable it using QuickBooks Labs.
For details on using QuickBooks Labs, see “Working with QuickBooks Labs,” later
in this chapter. For purposes of this discussion, I have enabled the feature.

If the form templates supplied with QBO don’t meet your needs, you can use
Microsoft Word 2010 or later to create a form style and then upload it into QBO. As
part of the import process, you map fields you’ve identified on your Word docu-
ment form style to QBO fields.

The tricky part of this process is getting the form correctly designed in Word. But,
luckily, Intuit anticipated the challenge and provides sample forms and instruc-
tions to simplify the process. To download the samples and instructions, you need
to pretend you’ve already created your form style in Word. If this feels like I’'m
putting the cart in front of the horse, well . . . I am, sort of.

To get the sample information and instructions, enable the Import Form Styles
feature through QuickBooks Labs. Then click Gear=> Custom Form Styles. On the
Custom Form Styles page, click the down arrow beside New Style, and choose
Import Style. QBO displays the page shown in Figure 3-19.

To download the sample information, click the Download a Sample Invoice link.
A Zip file downloads, containing two sample forms you can use as starting points.

The Zip file also contains detailed instructions that describe what to do and what
not to do when creating a form style. For example, the instructions list the fonts
QBO will recognize and also describe the best way to use Word tables. Suffice it to
say, use these instructions and save yourself some pain.
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FIGURE 3-19:
Use the Import
Form Style page
to download
sample forms
and instructions
to create your
own form style.

FIGURE 3-20:
Place information
that QBO should
replace in
brackets.
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@ Import form style x

€ = C fi & hipsy/gbo.intuitcom/app,
i Apps @ QE0Signin () QBOASignin (3 Otner bookmaris

Import form style ™™ X

UPLOAD FILE MATCH FIELDS

Import your own form style

John Smith > <John Smith>
123 reet

<123 Main Street>

Foodback

Click here to download sample files and instructions.

Open either of the sample files to see how a customized form style should look in
Word (see Figure 3-20). Note, for example, that you simply type information that
won’t change, but you place less than and greater than brackets around fields you
want to replace with QBO data, such as your customer’s billing and shipping
addresses and item information.

Invoice-Airy-Pro-Us - Read-only

Insert  Draw  Layout

Your company name

Your address

Your phone number
bite

<Date:
<DueDate>

<ShipDate> <ShipVia> <Tracking No> <PaymeniMethod>

<Customerhame> <Custom1> <Custom2> <Cuslom3>

<AccountSummaryAmount=

<Hem>
“NemDescrption:

“essaer <Subtotal>

<DiscountBeforeTax>
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When you’re ready to upload your form style, follow these steps:

1. choose Gear=> Custom Form Styles to display the Custom Form Style page.

. Click the arrow beside the New Style button and choose Import Style to
redisplay the page shown earlier in Figure 3-19.

2
3. Click the Browse button and navigate to the Word document you created
for your form style.

4

. Click Next.

QBO uploads the document and scans it for fields you placed in brackets. If
you successfully upload the Word document, you'll see a message telling you
that you succeeded in uploading. If this process is not successful you will see
errors; review the instruction document included with the sample files for
details on errors and how to correct them.

Assuming your document uploads successfully, a page appears where you can
map the fields on your form style to fields in QBO.

5. Match the fields on your form style to QBO fields; when you finish, click
Next.

A preview of the new form style appears on the Confirm Style page.

6. i you're happy with what you see, click Save and supply a name for your
form style. It's now ready to use.

If you're not happy, click Back and correct any problems.

Taking a look at expense preferences

From the Expenses tab of the Account and Settings dialog box, you can control
expenses related to purchase orders, bills, and payments you make to vendors (see
Figure 3-21). Choose Gear= Account and Settings=> Expenses.

In the Bills and Expenses group of settings, you can opt to display a table on expense
and purchase forms so that you can itemize and categorize the products and ser-
vices you buy. If you purchase goods and services for your customers, you can

3 Add a column to the table so that you can identify the customer for whom you
made the purchase.

3 Add a column where you identify expenses and items for which you want to
bill customers.
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FIGURE 3-21:
Expense

preferences you

48

can control.

TIP

@ semnze x - 8 x

&« C' # | B https;//qbo.intuit.com/app/accountsettings?p=Expenses W=

2 Apps @D 0BOSignin @ QBOA Sign n [ Other bookmarks
Account and Settings ® X
Campany

Bills and exp urchase forms. on
Bllling & Subscription on
on
Expenses.
Purcha: ders o
Payment: o
Advanced

You also can set default bill payment terms.

In the Purchase Orders group, you can opt to use purchase orders and you can opt
to copy estimates to purchase orders. For more information about converting an
estimate to a purchase order, see Chapter 6.

Examining options to receive
customer payments

The Payments tab of the Account and Settings dialog box offers you a way to con-
nect with Intuit Merchant Services via a QuickBooks Payments account. If you
don’t have a QuickBooks Payments account with Intuit and you want one, click the
Learn More button. If you already have a QuickBooks Payments account, you can
click the Connect button to connect your QBO account with your QuickBooks Pay-
ments account.

QuickBooks Payments is the name Intuit uses to describe the service it offers
that enables you to accept credit cards or bank transfers from your customers
and email invoices that contain a Pay Now button so that your customers can
pay you online. You might also know this service as GoPayment or Merchant
Services.
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FIGURE 3-22:

The Advanced tab
of the Account
and Settings
dialog box.

Reviewing advanced preferences

The Advanced tab of the Account and Settings dialog box enables you to make
changes to a variety of QBO settings (see Figure 3-22). Choose Gear+> Account and
Settings=> Advanced to view and update these settings:

@ settings x = = *
« € # | G https;//qbo.intuit.com/app/accountsettin

2 apps @ 020Signin (@ QBOASign n

Gompany

Accounting irst month of fiscal year January

nth of income tax: year same as fisoal year

F
Billing & Subscription Fi
Accounting method Accrual
e

see Glose the books ot

Company type Tax form Limited abiity
Chart of accounts Enable account numbers off
ot

Categories

on

Automation tent O
o
on

o

o

¥ Inthe Accounting group, you can control fiscal year settings and the accounting
method your company uses (cash or accrual).

¥ Use the Company Type group to establish the legal organization of your
company.

¥ In the Chart of Accounts group, you can turn on account numbers — something
most accountants prefer you do.

3 Depending on the version of QBO you use, you can use the Categories section
to opt to track information using classes, locations, or both. You also can opt
to have QBO warn you if you don't assign a class to a transaction, and you can
opt to assign classes individually to each line of a transaction or assign one
class to the entire transaction. For locations, you can choose from seven
different labels; one of these choices might better describe your intended use
of the Location category.

¥ In the Automation group, you can control some of QBO's automated behavior.
For example, if you don't want QBO to prefill new forms with information
from forms you entered previously, feel free to turn that setting off.

¥ In the Time Tracking section, you can control the appearance of timesheets.
For example, you can opt to add a service field to timesheets so that you can
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WARNING

»

»

select services performed for each time entry. By default, QBO includes a
customer field on timesheets so that you can optionally charge work per-
formed to a customer.

Use the Currency section to turn on multicurrency tracking and to set your
company’s Home Currency. If you change the home currency symbol, QBO
changes the symbol for future transactions; existing transactions will still be
calculated at the original currency value. For more information about
Multicurrency and Home Currency, see the section “Working with Multiple
Currencies” later in this chapter.

Turning on multicurrency eliminates your ability to change your home
currency. Further, you can't turn multicurrency off after you turn it on.

In the Other Preferences group, you can make changes to a variety of settings,
such as date and number formats, whether QBO warns you if you reuse a
check number or bill number you used previously, and how long QBO should
wait before signing you out because you haven't done any work. And, if you
prefer to call your customers something other than Customer (such as Client,
Patron, or Shopper), you can change the label you use to refer to those who
buy stuff from you.

CATEGORIES, CLASSES, AND
LOCATIONS ... OH, MY!

Don't confuse the options you see in the Categories section of the Account and Settings
dialog box (QBO classes and locations) with QBO categories. The QBO Category feature
is entirely separate from the class and location features shown in the Categories section
of the Account and Settings dialog box.

If you turn on the Class and Location options shown here in the Account and Settings
dialog box, you can then assign classes and locations to transactions to help you further
break down financial data beyond the account level. To create classes and locations,
first enable them in the Account and Settings dialog box. Then choose Gear => All Lists.
Then click Classes to create new classes and click Locations to create new locations.

QBO categories, NOT shown in the Account and Settings dialog box (and no need to

turn them on), replace sub-items and are available to users of QBO Plus to help orga-
nize item information for reporting purposes; see Chapter 4 for details.

PART 2 Managing the Books for the End User



Working with Multiple Currencies

REMEMBER

The Plus version of QBO supports using multiple currencies. Typically, you use the
Multicurrency feature when you sell products and services to customers or buy
products and services from vendors whose base currency is different from your
home currency. If you don’t need to record transactions in multiple currencies,
don’t turn on this feature because you can’t turn it off again.

Also be aware that the multicurrency feature in QBO doesn’t support customer- or
currency-specific pricing. If you need either of those features, you need to use
QuickBooks desktop.

Because you can assign only one currency to each account, customer, or vendor,
you need to add new asset and liability accounts, customers, and vendors for each
different currency that you will use in transactions; as you create these new
elements in QBO, you assign to them the currency you want to use. Be aware that,
once you’ve posted a transaction to an account, a vendor, or a customer, you
cannot change the currency of the account, vendor, or customer.

Income and expense accounts continue to use your home currency — the currency
of the country where your business is physically located.

So, if you’ve decided to use the Multicurrency feature, do these things in the order
listed:

1. Turnonthe Multicurrency feature.

2. set up the currencies you intend to use.

3. Add customers, vendors, and necessary asset and liability accounts for each
currency you expect to use. Note that QBO automatically creates Accounts
Receivable and Accounts Payable accounts in the foreign currency after you
create one foreign sales and one foreign purchasing transaction, so you don't
need to set up those accounts.

4. Enter transactions.
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DO | NEED THE MULTICURRENCY FEATURE?

You need the Multicurrency feature only if you work with customers or vendors whose
base currency is different from your own base currency. Suppose that your home coun-
try does not work in U.S. dollars but you only buy and sell using your home country’s
currency. In this case, you work in a single currency and you don't need the
Multicurrency feature. Instead, you need to use the International version of QBO and
set your home currency to the proper denomination — and you'll find steps to set your
home currency in the section “Turning on the Multicurrency feature.”

WARNING

If you turn on the Multicurrency feature, you cannot change your home currency.

How the Multicurrency feature
changes QBO

After you turn on the Multicurrency feature, you will see new fields in QBO.
Specifically, you’ll see changes on these screens:

3 When you open the Gear menu, you'll see the Currencies option at the bottom
of the Lists column. You use the Currencies list to establish the foreign
currency you want to use, along with the exchange rate. I'll describe using this
option after | show you how to turn on the Multicurrency feature.

3 When you view the Chart of Accounts, you'll find a Currency column that
shows the currency assigned to each account. You'll also find a new
account — an Other Expense account called Exchange Gain or Loss.

3 When you view Bank and Credit Card registers, the currency of each transaction
appears in brackets in the Payment, Deposit, Sales Tax, and Balance Due columns.

¥ Sales and purchase forms use both your home currency and the foreign
currency; QBO does all the conversions for you on the screen.

3 On QuickBooks reports, you find that QBO converts all foreign currency amounts
to home currency amounts, automatically reflecting exchange rate changes.

Turning On the Multicurrency feature

You can change your home currency from the same place that you enable the
Multicurrency feature. Follow these steps:
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& Once you turn on the Multicurrency feature, you cannot change your home
currency.

WARNING

FIGURE 3-23:
Turning on
Multicurrency.

REMEMBER

Click Gear > Account and Settings.

QBO displays the Account and Settings dialog box.

Click Advanced.

Scroll down to the Currency section.

Set your home currency by clicking the Home Currency list box.

Choose the currency of your country. If you're not in the United States, don't
set the United States as your home currency.

Select Multicurrency (see Figure 3-23).
QBO warns you that, once you turn on the Multicurrency feature:
a) You can't turn it off, and

b) You can't change your home currency.

@ semnze x - 8 x
<« C # | B httpsy//qbo.intuit.com/app/accountsettings?p=Advanced W=
H: Apps @ 0205ignin € QBOASign In (3 Other bookmarks
Account and Settings ®
Gompany Time tracking Add Ser id to timeshests on . 9
Make Single-Time Activity Billable to Customer Oon
Biling & Subscription
Gurrency Home Currency U ot et
Sales . o .
| Multicurency & on
Expenses Mutticurrency may be right for you if you have financial
transactions in more than ona currency.
Ne about mullicurrency?
Advanced =

Onca you tum on Multicurrency;
» You can't tum it off
* You can't change your home currency
+ Extra fields, columns and more are added 1o
QuickBooks

[#] 1 understand I can't undo Multicurrency

Other prefarences Date format MW/dalyyyy
Number format 123,456.00
Customner label Customers

6.
7.
8.

Select | Understand | Can’t Undo Multicurrency.
Click Save.
Click Done.

You can’t turn off the Multicurrency feature because it affects many accounts and
balances in QBO.
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FIGURE 3-24:

The Currencies

54

page.

Setting up currencies

After enabling the multicurrency option, you’ll find an option to display the Cur-
rencies list if you click the Gear button; the Currencies option appears at the bot-
tom of the Lists section on the Gear menu. Follow these steps to set up the
currencies you need to use:

1 . Click Gear = Currencies.

QBO displays the Currencies page (see Figure 3-24).

@ Cumencies x - =] B3
« €& # | B htpsy//gbo.intuit.com/app/currencycentet
H2 apps @ 00Signin € QB0ASign

@b QuickBocks Q + &

. < Alllists
Currencies

CURRENCY =

CAD - Canadian Dallar 0.7586

EUR - Euro 1107 071272016 at 12:01 Ph Pacific Daysgnt Time Edit currency exchany

2. Inthe upper right corner of the page, click Add Currency.

QBO displays a drop-down list.
3. Sselecta currency you want to use.
4. click Add.

QBO redisplays the Currencies page with the new currency added.
QBO always records exchange rates, shown on the Currencies page, as the number
of home currency units needed to equal one foreign currency unit. QBO downloads
exchange rates every four hours from Wall Street On Demand, but you can, if you

want, provide your own exchange rate. Click the Edit Currency Exchange link
beside the rate you want to edit and supply the rate you want to use.
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REMEMBER

FIGURE 3-25:
Assigning a
foreign currency
to a new
customer.

REMEMBER

Using multiple currencies

Let’s examine, briefly, the effects of creating an invoice that uses multiple cur-
rencies; creating a purchase transaction for a foreign vendor works in a similar
fashion.

Suppose that you have a customer whose base currency is the Canadian dollar and
your home currency is the U.S. dollar. So, in this example, when I refer to the
“foreign currency,” I mean the Canadian dollar.

At this time, QBO doesn’t support letting either your employees or contractors
record time entries (using either the Weekly Timesheet or the Single Time Activity)
associated with a foreign currency customer.

First, create the customer: Click Customers= New Customer. Fill in the window as
you usually would with the following addition: Click the Payment and Billing tab.
Then open the This Customer Pays Me With list and select the customer’s cur-
rency. In Figure 3-25, my customer, uninspiringly named Foreign Currency, uses
the Canadian Dollar.

Customer Information

Title  First name Middle name Last name Suffix Email
Foreign Currency

Company Phone Mobile Fax

* Display name as Other Website
Foreign Gurrency s
Print on check as + Use display name Is sub-customer

Foreign Gurrency Bill with parent %

Address | Notes Taxinfo Paymentand billing Attachments
Preferred payment method Terms

Preferred delivery methad This customer pays me with

Print later % CAD Canadian Dollar s

il e m

You'll find a similar setting available when you create a new vendor.
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Once you save the customer, if you look at the Customer list page, you’ll see the
customer listed, and, in the Currency column, you’ll see the foreign currency.
Your home currency customers display your home currency.

Next, in the Invoice window, select your “foreign transaction” customer. QBO
automatically displays, below the customer’s name, the two currencies (first the
foreign currency and then your home currency) associated with the transaction
(see Figure 3-26).

Foreign currency followed by domestic currency

@ Invoice x - B X
« C i & httpsy/qbo.intuit. A
£ Apps €D Q20Signin ) QBOA Sign n 3 Other bookmarks

Foraign Currency = — $O . U O

canBl=| 0.7686¢ |USDES ——

g
E}

app/invoice?nameld=58 =

Billing address Terms Invoice date Due date

Forsign Currency

Net 30 4| orzeoe 08/11/2016

# | PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT (CAD) TAX

FIGURE 3-26:
Creating an
invoice for a
customer who
uses a foreign
currency.

Add sublota Subtotal 0.00

Taxable subtotal $0.00

4 8%

PrintorPreview  Makerocuming  Customize

Once you add products or services to the invoice, as shown in Figure 3-27, the
amounts for each line appear in the foreign currency, and totals appear in both
currencies. The Balance Due on the transaction appears in the foreign (customer’s)
currency so that your customer knows how much to pay.

Saving your first sales or purchase document for a customer or vendor using a
foreign currency makes QBO automatically establish a foreign currency-related
Accounts Receivable and Accounts Payable account.

REMEMBER
Reports in QBO show values in your home currency. Figure 3-28 shows the A/R
Aging Summary; the customer who uses a foreign currency is the third customer
on the list.
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FIGURE 3-27:

An invoice for a
foreign currency
customer shows
values in both the
home and foreign
currency.

FIGURE 3-28:
Values on reports
appear in your
home currency.

@ Inuoice x - a8 X
€ = C fi B hipsy/gbointuitcom/app/inv

i Apps @ QB0SignIn @ QBOASign (1 Other bookmarks
& Invoice @
# | PRODUCT/SERVICE DESCARIPTION ary RATE AMOUNT (CAD) TAX
1 DesgnDesign Gustom Design 1. 975674984 o757 [i}
2 ]
Addlines Clear ol lnes Add subtstal Subtotal 97.57

Taxable subtotal $0.00

Meesage displayed oninveice

Califoria 4+ 8% 0.00
Thank yau for your business and have a graat day! "
Discount percent & 0.00
Total (CAD) 87.57
Statement meme Total [USD) 75.00
—1— Balance due (CAD) 97.57

)) Attachments  Maximum size: 2508

Printor Proview  Makerecuming  Customize

Totals appear in both currencies.

The Balance Due appears in the customer’s currency.

Craig’s Design and Lands: X - @ E
<« C # | 8 htips;//qbo.intuit.com/app/report?rptld=AR_AGING& W=
3 Apps @) QBOSignIn @ QBOASign b e

© = e @ Help
y 8% Sample Company o
@b QuickBooks

Homa m [EMNSTIEISIN ) o i newy redesigned AR Aging Summary report

Customize Collapse

Vendors Transaction Date: | Today v| asof[o7n2206 MW RunRepart

Employees

Craig's Design and Landscaping Services

AR AGING SUMMARY
As of July 12,2016

CURRENT _ 1-30 _ 31-60 _ 61-90 _ 91ANDOVER _ TOTAL _

Amy’s Bira sanciuary e00 fain00
Bil's Windsurf Shop 8500
Foreign Currency 7500
Freeman Sporting Goods
0969 Ocean View Road ATT50 47750
55 Twin Lane 400 B100 585.00
Total Freeman Sporting Goods. 477.50 4.00 81.00 0.00 000 $562.50
Geeta Kalapatapy 62910 $620.10
JefPs Jalopies 8100 sa1.00
Jonn Melton 450.00 $450.00
Kookies by Kathy 7500 5
Mark Cho 31428
Paulsen Medical Supplies 95475
Red Rock Diner 7000 156.00
Rondonuwu Frait and Vegi 7860
shara Barnett

Figure 3-29, the Balance Sheet, shows the multiple Accounts Receivable accounts
QBO uses when you’ve enabled the Multicurrency feature and created a sales
transaction using a foreign currency; the values on the report appear in the home
currency.
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FIGURE 3-29:
QBO establishes
separate
Accounts
Receivable
accounts for
transactions
involving foreign
currency
customers.

@ Crog Dengr snd anee. x B
€« € A | & httpsy/qbo.intuit.com/app/report?rptid=BAL_SHEET&L L=

#2 Apps @ Q30Signin € QBOASign (3 Giner bookmarks

® QuckBooks : 2

Customize Collapse

Transaction Date: | This Yeario-date v From: (01012016 |8 To: (071222016 B | RunRepon

Craig's Design and Landscaping Services
BALANCE SHEET
Reporis As of July 12,2016

, TOTAL

ASSETS
Current Assets
Apps Bank Accounts
Checking 1201.00
savings 800 00
Total Bank Accounts

5200100

Atcounts Recenvabie
Accounts Receivable
Accounts Recelvable

528152
75.00
T T

Other current assets.
Inventory Asset 59625
Undepositsd Funds. 206252

52,656.77

Total Current Assets $10,016.20 -

Multiple Accounts Receivable accounts
when you use the Multicurrency feature

Updating the Chart of Accounts

REMEMBER

On the Advanced tab of the Account and Settings dialog box, you see that you can
turn on account numbers for the accounts in your Chart of Accounts. To make
changes to those accounts, choose Gear+> Chart of Accounts or Transactions = Chart
of Accounts. On the page that appears (see Figure 3-30), you can perform a variety
of functions. For example, you can print a list of your accounts if you click the Run
Report button, which is at the top of the page.

If you’ve enabled the Multicurrency feature, you’ll see a Currency column on the
Chart of Accounts page.

For individual accounts, you can perform a few actions. Balance Sheet accounts
have registers; you can view the transactions in the account by clicking View
Register in the Action column. You can identify Balance Sheet accounts by looking
in the Type column. Balance Sheet accounts display one of the following account

types:
¥ Bank
¥ Accounts Receivable
¥ Other Current Assets

¥ Fixed Assets
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FIGURE 3-30:
The Chart of
Accounts page.

A

WARNING

@ Chartof Accounts x - 8 x

&« C # | B htips;//gbo.intuit.com/app/chartofaccounts w| =
2 Apps @D 0BOSignin @ QBOA Sign n (7 Other bookmarks
Q 4+ & i6% [ Sampla Company | | (D
Chart of Accounts Run Report
< Al Lists
=
NAME TYPE & DETAIL TYPE QUICKBOOKS BALANCE | BANK BALANCE, ACTION

Employees

Crecking R Bank % Cnecking 120100 282198 View ragister | =
Transactions

savings % Bank % savings 800.00 20000 View register | ¥

Accounts Recei

Other Current Assets Inventory 596.25

Otner Current Assets Prepaia Expense

Other Current Asssts Other

Undzpasited Funds Other Current Assets Undeposited Funds 2,082.52

Truck

Vehicies 13,495.00

Depreciation

Accumulated Depreciation 0.00 View register | v

Original Cost Fixed Assets Vehicies 13.485.00 View register | ¥

3 Other Assets

¥ Credit Card

3 Other Current Liabilities
¥ Long Term Liabilities

3 Accounts Payable

¥ Equity

For other accounts — the ones without registers — you can run reports for the
account by clicking Run Report in the Action column.

You also can edit any account and you can delete an account you have not yet used.
Click the down arrow in the Action column (at the right edge of the account’s row)
to display a short menu of the actions you can take for the account.

If you edit an account, don’t change its type unless you’re sure you know what
you’re doing. Consider consulting your accountant before you make a change to an
account’s category or detail type. You also can identify if the account is actually a
sub-account of another account.

If you decide to turn on account numbers, you can click the Batch Edit icon (it
looks like a pencil and appears just above the Action column). The appearance of
the Chart of Accounts page changes to enable you to quickly assign account num-
bers (see Figure 3-31).
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FIGURE 3-31:

The Chart of

Accounts page in
Batch Edit mode.

60

Chart of Accounts
€ Al Lists

QUICKBOOKS BALANCE ~ BANK BALANCE

1,201.00

A FEW NOTES ON PAYING OWNERS

Many small business owners wonder about the accounts they should use to pay them-
selves. Owners and partners typically are not considered employees and therefore are
not paid through payroll. To pay an owner or partner, use the Chart of Accounts page to
set up a Draw account (Owner's Draw, Partner's Draw, whatever is appropriate; if you
have multiple partners, set up draw accounts for each partner) and use it to pay
owners. The Draw account is an equity account. Similarly, owners and partners some-
times put their own money into the business; to account for these contributions, set up
equity accounts (again, one for each owner or partner) called Owner's Contribution,
Partner's Contribution — again, whatever is appropriate.

Note that you use the Draw account not only to pay the owner but also to account for
personal items an owner might buy using the business's money. You record the with-
drawals using the appropriate bank account and the appropriate Draw account. Note
that these transactions don’t show up on your Profit and Loss report because they are
not business expenses. To find out the total amount paid to an owner, run a report for
the Draw account.

And, finally, housekeeping about the Draw and Contribution accounts: At the end of
your fiscal year, you need to enter a journal entry, dated on the last day of your fiscal
year, that moves the dollar amounts from the appropriate Draw or Contribution
account to Retained Earnings — another equity account. If | just lost you, talk to your
accountant about how to handle closing the year.
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REMEMBER

Q

TIP

FIGURE 3-32:

The dialog box
you use to create
an account.

If you’ve enabled the Multicurrency feature, the Chart of Accounts page in Batch
Edit mode also contains a Currency column.

Type a number for each account; when you finish entering all the numbers, click
the Save button at the top of the page. QBO displays the account number as part of
the account name on the Chart of Accounts screen.

You also can establish budgets for accounts; see Appendix A for details.

The screens you use to add or edit an account look almost exactly alike. Because
you’ll need a Bank account for your company, we’ll examine the screens as you
create your Bank account. If you plan to connect your QBO Bank account to its cor-
responding account at a financial institution, don’t follow these steps; instead,
see Chapter 8 for details on creating the account. And, if you decide now that you
don’t want to connect and later you decide that you do want to connect, all isn’t
lost. Once again, see Chapter 8 for details on merging the Bank account you create
here with an online version.

To ensure an accurate bank balance in QBO, reconcile your bank account before
you set up the account in QBO. Follow these steps to create an account in QBO:

1. click the New button on the Chart of Accounts page to open the Account
dialog box (see Figure 3-32).

Account
Category Type *Name

Bank 3 Checking-Chase Bank
* Detail Type Number

Cash on hand 10000
Checking
Mo Aarket

Description

Chase Checking Account]

Trust account
Is sub-account

Use Checking accounts to track all your
checking activity, including debit card
fransactions. Balance as of
Each checking account your company 07/06/2016
has at a bank or other financial institution

should have its own Checking type

account in QuickBooks Online Plus.

Cancel Saveand Close v

2. Open the Category Type list and choose Bank.
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3. Click the entry in the Detail Type list that most closely matches the type
of account you want to add.

QBO uses the choice you make in the Detail Type list as the account's name,
but you can change the name to something else. For my example, | chose
Checking, changed the account name to Checking-Chase Bank, and supplied
Chase Checking account as the description.

4. you're using account numbers, supply a number for the new account.
You can, optionally, supply a description for the account.

If you've enabled the Multicurrency feature, the dialog box you use to create a
bank account — or any type of asset or liability account except an Accounts
Receivable (A/R) or Accounts Payable (A/P) account — also contains a list box

REMEMBER from which you select the currency for the account. QBO automatically creates
currency-related A/R and A/P accounts when you create transactions for
foreign customers and vendors.

5. Youcan enter your account’s balance as it appears on the last statement
you received from your bank.

My example company is just starting out and has no opening balance yet, so
I'm not entering an opening balance. See the sidebar, “Proper account
balances,” for details on what to do here.

6. Click Save.

QBO redisplays the Chart of Accounts page and your new account appears in
the list.

PROPER ACCOUNT BALANCES

If you've been in business for a while, transactions have occurred. To ensure accurate
account balances, you need to account for these transactions in QBO.

To make sure that you start your work in QBO with correct account balances, begin by
deciding on the first date you intend to use QBO. This date determines the “as of” date
of historical information you need to collect. Try to start using QBO on the first day of an
accounting period — either on the first day of your company’s fiscal year or on the first
day of a month. If you start using QBO Payroll (QBOP) on January 1, you do not need to
enter any historical payroll information.

Although it might seem like more work, | suggest that the easiest way for you to ensure
proper account balances is to enter $0 as your Bank account's opening balance in

Step 5 in the preceding steps for creating a Bank account. Then enter all transactions
that have occurred so far this year.
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If you've been in business since before the beginning of the year, enter $0 for your Bank
account’s balance and ask your accountant for opening amounts for your Balance Sheet
accounts as of December 31 of last year. Enter these amounts by entering a journal
entry: Click the plus sign (+) icon at the top of QBO and choose Journal Entry from the
Other column in the list.

The transactions you enter for the current year will ultimately affect your bank balance
(for example, a customer eventually pays an invoice), and, when you finish entering the
transactions, your QBO Bank account balance should agree with the one your financial
institution has. So, | suggest that you enter transactions for all customer invoices (and
corresponding payments customers made) and all vendor bills (and corresponding pay-
ments you made) during the current year.

If you choose to ignore my suggestion and enter an opening amount for your bank bal-
ance in Step 5, you need to then enter all transactions that have affected your bank
account since the last statement.

QBO posts balances you enter while creating an account to the Opening Balance Equity
(Equity) account, an account created by QuickBooks. Most accountants don't like this
account and will want to create journal entries to move the balances to proper
accounts.

That second approach sounds like a lot less work and, if you don't use payroll, or you
make payroll payments from a separate bank account, you can safely ignore my sugges-
tion and enter an opening amount for your bank balance in Step 5 and then enter out-
standing customer invoices and unpaid vendor bills.

But, if your company does prepare payroll, has prepared one or more payrolls so far
this year, and you use only one bank account, | strongly urge you to take my suggestion
because you need accurate annual information to successfully manage payroll. The eas-
iest way to ensure that you have accurate annual payroll information is to enter all pay-
rolls you've completed this year so far — and these payrolls will affect your Bank
account, so, entering a Bank account balance in Step 5 will lead you into trouble. Yes,
you can try to do a mix of both approaches and subtract payroll amounts from the bank
balance you previously entered in Step 5, but that approach is seriously error-prone.

If you use one bank account for everything and you feel that entering all transactions
that have occurred so far this year is just too much work, | suggest that you enter your
bank account's balance as of your last bank statement, enter outstanding invoices and
unpaid vendor bills, and then contact Intuit technical support for help entering historical
payroll information.
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Taking Advantage of QuickBooks Labs

REMEMBER

FIGURE 3-33:
Use this page to
turn on features
not yet available

by default in

QuickBooks.

Q

TIP

You might be wondering about the QuickBooks Labs option on the Gear menu (you
can see it if you refer back to Figure 3-13). Intuit calls QuickBooks Labs its “high-
tech playground.” If you’re adventurous, check out the lab and turn on experi-
mental features to see how they work.

In most cases, features you find in QuickBooks Labs eventually become part
of QBO.

For example, when I wrote this, the Import Style feature discussed earlier in this
chapter was a QuickBooks Labs feature and therefore didn’t appear by default.
Here’s how you turn on a QuickBooks Lab feature:

1. Log in to your company.

2. Click Gear => QuickBooks Labs.

The QuickBooks Labs window appears (see Figure 3-33).

@ rezens x E—
= C #i | B htps;//gbo.intuit.com/app/plugins/qbolabs_setti ;
2 Apps @ QE0Signin @ QBOASign b 3 Other bookm:

QuickBooks Labs

Come play in our high-tech playground

Be the first o Iry our best QuickBooks experimental plug-ins. Check back often o see whal's new!
Note: Sometimes experiments break of disappear. (And someti s

X

& m

X

Have ideas for new features? \e'd love to hear them
Tell us!

WE o Alternate Navigation with Centers [ OFF

Note that you can provide feedback on QuickBooks Labs features. The more
positive feedback a feature receives, the more likely that feature will become a
standard part of QBO.

3. Check out the features available and, for any you want to try, click the
Off button.

The Off button changes to the On button.
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REMEMBER

Signing

FIGURE 3-34:
Use this page to
sign in to your
QBO company.

4. When you finish turning on features, click Done.

Your QBO company reappears, with the features you selected enabled.

You might need to refresh the browser page to see the new features you choose
to make available. Click your browser’s Refresh button or press F5 on your
keyboard.

In to and Out of QBO

If you followed the process in this chapter to sign up for QBO, you’re currently
signed in to QBO. But, obviously, you don’t sign up for QBO every time you want
to use it. And then, of course, there’s the question of how you sign out of QBO each
time you finish using it.

To sign out of QBO, click the Gear button and, from the menu shown earlier in
Figure 3-13, click Sign Out (at the bottom of the list of commands under Your
Company).

To sign in to QBO in the future, visit gbo.intuit.com (you get redirected to a long
web address you don’t need to type) and supply your username and password (see
Figure 3-34). I suggest you bookmark this page to make signing in easy.

@ QuickBooks Oniine Logi X - 0 =
< C A | B httpsy//qbo.intuitcom/qbo23/login?webred
2 Apps @ 080 Signin | @ QBOA Sign ln (7 ther bookm

ab QuickBooks

Next time, skip this sign-in Sign in
Downioad ine \WIndows app 1o run QuickBOOks 2x faster

v suysgneaim ..
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IN THIS CHAPTER

» Adding new list entries by typing or
importing

» Searching lists for people
» Changing settings for lists

» Displaying other lists

Chapter 4
Managing List
Information

ike its cousin the QuickBooks desktop product, QBO relies on lists to help you

store background information that you’ll use again and again. For the most

part, you enter information about the people with whom you do business —
customers, vendors, and employees — and the stuff you sell or buy. But you also
store other background information in lists, such as the accounts your company
uses and the payment methods your company accepts. In this chapter, you’ll find
information that all QBO users need about setting up customers and vendors. And,
QBO users will be interested in the portions of this chapter that focus on setting
up items you sell or buy. Finally, at the end of the chapter, you learn where to find
other lists you might need.

Importing People into a List

If you’ve been running your business for a while, you probably have lists of cus-
tomers and vendors. If they’re stored electronically, you might be able to save
yourself some setup time in QBO if you import them. And, because most people
tend to worry about accounting “later,” after they’ve been running the business

CHAPTER 4 Managing List Information 67



68

©

REMEMBER

TIP

OLAOD,
TECHNICAL
STUFF

for a bit, I’ll start this chapter by assuming you do have lists stored in some elec-
tronic form. In the Adding New People to a List section of this chapter, I'll show
you how to manually set up a customer or vendor. That will be important to those
of you who don’t have anything already in electronic form, and to all of you as
your business grows and you add new customers and vendors.

If you’ve been using the QuickBooks desktop product, you can import your list
information from it into your free trial of QBO, which can help you become accus-
tomed to QBO using list information you already recognize.

Importing list information is not the same as importing a QuickBooks desktop
company. For details on importing a company, see Chapter 12 in Part 3.

Even if you haven’t been using QuickBooks desktop, be aware that you can import
list information from an Excel file or a CSV file. CSV stands for comma-separated
values; most programs, including QuickBooks desktop, enable you to export infor-
mation to a CSV format. Coincidentally, Excel can open and save CSV files. So you
can open a CSV file, edit it in Excel as needed, and then resave it as a CSV file. Or,
after editing, you can save the file as an Excel 97-2003 workbook.

You can create a CSV file by saving an Excel file in CSV format. With the Excel file
open, choose Filer>Save As. In the Save As dialog box, change the Save As Type list
below the filename from Excel Workbook to CSV (Comma Delimited).

You use the same process to import customers or vendors from a QuickBooks desk-
top product. QBO is more obvious about encouraging you to import customers, as
you can see from Figure 4-1, which appears when you click Customers in the Navi-
gation bar before you’ve added any customers. Because the screens for importing
customers or vendors are the same dfter the first screen, I'll show you how to
import vendors (QBO is less obvious in its encouragement to import vendors).

Follow these steps:

To successfully import information into QBO from a CSV file or an Excel work-
book, the information must conform to a specific format. And, luckily, QBO gives
you the option to download a sample file in Excel format so that you can view the
required format for importing list information; you can use this sample as a
guideline for setting up the data in your own file.

The steps that follow assume you have installed Excel on your computer. If you
don’t own a copy of Excel, you can use Excel Mobile, the free app from Microsoft.
To make editing changes to your files in Excel Mobile, you need to sign in to Excel
Mobile with your Microsoft account email and password.
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FIGURE 4-1:

QBO is very
encouraging
when it comes to
importing
customers.

FIGURE 4-2:

Start from the
appropriate page
when you want to
create a list entry
for a new person.

Customars x

& > C A A& hups
2 Apps @D 0BOSignin @ CBOA Sign hn

‘qbo.intuit.com/app/customers

- 8 %

(3 Other bookmarks

« C A B hups
2 Apps @D 0BOSignin @ CBOA Sign hn

ab QuickBooks

Vendors
Employees

Transactions.

‘qbo.intuit.com/app,

[| Bawchacions »

VENDOR «  /

COMPANY

@b QuickBooks §8% Landscaping Heroes | (2) Help
Customers
4G Customers
Employecs
Transactions
Add your customers
Enter your customer info so we can start aute-filling your invoices and sales receipls.
You can also add custemers manually
To download and view the sample file for vendors, follow these steps:
1. click Vendorsin the Navigation bar to display the Vendors page (see
Figure 4-2).
D e x - B %

(3 Other bookmarks

o + ® . Vanaiivee risaal] (3) s
Paid
$0 $0
oovERDUE OPAID LAST 30 DAYS
~
Q o
& L®
PHONE EnaL OPEN BALANCE scTion
There are no vendors Matching the criterda.
0-0
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2. Click the down arrow beside the New Vendor button in the upper-right
corner of the screen.

3. click Import Vendors.
QBO displays the Import Vendors page (see Figure 4-3).

If you're working on importing customers, skip Steps 1 to 3 and instead, click
@ Customers in the Navigation bar and then click the Upload Excel or CSV File

button to have QBO display the Import Customers page. From this point on,

REMEMBER the steps to import customers and vendors are identical.
@ Vendors x —> =
€& - @ fi | & htpsy/gbo.intuit.com/app/importdataZentity=Vendors L=
£i% Apps () QE0SignIn ) CBOASignin r——
o

UPLOAD

Select a CSV or Excel file to upload

The Import

Vendors page. Click here.

4. Click the Download a sample file link.

Once you click the link, QBO downloads the sample file and displays a button
in the Windows taskbar for it.

5. Cclick the sample file's button in the Windows taskbar.
The sample file opens in Excel (see Figure 4-4).

6. Examine the file's content by scrolling to the right to see the information
stored in each column.
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FIGURE 4-4:

A file showing the
format you need
to successfully
import list
information.

REMEMBER

Home Insert Draw Fermulas

4 A B c D E F G H

1 Name Company Email Phone  Mobile Fax Website Street

2 Byran Tublin RDP Inc lloveQBO@hotmail.com 555-5555 555-555-1234 555-5556 http://wwyv.rdpinc.co 123 Accounting Lai

3 Adam Saraceno InnoVate LLC Bigtimer @gmail.com 555-5556 555-555-2345 555-5557 hitp://wwyr.innovate.45 Chart of Accoun
4 Kristen Berman Heavyinvoicer LLC  Startupright@billingmanager.com 555-5557 555-555-3456 555-5558 hitp://wwyr.heavyinv 67 Invoiceme

5 Aaron € Berhanu Maple Leaf Inc. Theboss@yahoo.com 555-5558 555-555-4567 555-5559 http:/fwwyr.maplelea 6789 Expenserenar]
6 Tommy Leep TimeCatcher LLC Timeismoney @aol.com 555-5559 555-555-5678 555-5550 htto://www.timecatcl 56 Money

7 Nicholas Anderson i Inc.  Upforstuff il.com 555-5560 555-556-6789 555-5561 http://www. mountair 689 Billit

8 Jennie Tan WordSmither Simplicity@aol.com 555-5561 555-556-7890 555-5562 http://www.wordsmil89 salesreport

9 Bridget O'Brien Customersius LLC  OBCrocks@yahoo.com 555-5562 555-556-8901 555-5563 hittp://www.customer 4890 easy

10 Jon D Fasali Account-dracula Inc. Accounts ahoo.com 555-5563 555-556-9012 555-5564 http://www.sccount-123 Accounts Reciel
n

All data is
12 for sample purposes only

Sheetl Sheet2 Sheet3 + Sum: 0

7. create your own file, modeling it on the sample file.

If you've been using QuickBooks desktop, you can export lists to CSV or Excel
files; see QuickBooks desktop Help for details.

You'll find that importing your data works best if you can match the headings
in your data file to the ones found in the sample data file. Also, your data file
cannot contain more than 1,000 rows or exceed 2MB in size. Don't forget to
save your data file as either an Excel 97-2003 workbook or as a CSV (comma-
delimited) file.

THE DATA FILE'S LAYOUT IN EXCEL

Excel stores the information in the sample file (and you'll need to store the information
in your data file) in a table format, where each row in the Excel file contains all the infor-
mation about a single vendor or customer (each row is referred to as a record), and each
column contains the same piece of information for all customers and vendors (each
column is referred to as one field in a record). For example, in Figure 4-4, all the informa-
tion about Adam Saraceno appears in Row 3, and all vendor email addresses appear in
Column C. Also note that Row 1 contains a label that identifies the type of information
found in each column; don't forget to include identifying labels in your data file.
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FIGURE 4-5:

Match the fields
in your data file

72

to QBO fields.

After you have created an Excel file or a CSV file containing your list information,
you can import it. Follow these steps:

1. Make sure your data file is not open.

. Follow Steps 1 to 3 to display the Import Vendors page shown previously
in Figure 4-4.

2

3. Click the Browse button.

4, Navigate to the folder where you saved the file containing your list
information.

5

. Select the file and choose Open.

QBO updates the Import Vendors page with the name of the file you selected.
6. Cclick Next.

QBO uploads your file and displays the Map Data screen shown in Figure 4-5.

D vendor: x — 5 x
« C # | & httpsy//qbo.intuit.com/app/importdata?entity=Vendors =
2 Apps @D 0BOSignin @ CBOA Sign n (7 Other bookmarks
Import Vendors ® X

MAP DATA

Map your fields to QuickBooks fields

QUICKBOOKS ONLINE FIELD YOUR FIELD

Name

00000000

s

7. Make sure that the fields in your data file correctly match fields in QBO.

As needed, open the list box beside each QBO field name and match it to the
labels in your data file.

8. Click Next.

QBO displays the records it has identified (see Figure 4-6).
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FIGURE 4-6:

The records QBO
will import from
your data file.

FIGURE 4-7:

The Vendors page
after importing
vendors using an
Excel file.

@ vendor: x - 0
<« € # | B https;//qbo.intuit.com/app/importdata?entity=Vendors W=
HH2 Apps @ QB0 Signln € QBOA Sign in (3 Gther bookmarks

Import Vendors ® X

AD AP DATA MPORT
10 records are ready to be imported
| | NAME COMPANY  EMAI PHONE MOBILE FAX WEBSITE  STREET oy STATE 2P COUNTRY  GPENING BAI OPENING BAl
¥ BpanTu | RDPInc. | |NoveQBC | 665-056! | 555-555. | 005655 | hupdwv | | 123 Acec | SanFran |  CA 12345 United §1 | | 234000.1 | 198812
v AdamS: | | Innovate | | Bigimen |  555.555( | 555.555. | 555.555) |  hmpiiwy | | 45Chat | Seamie WA 12345 United S1 100067 | | 2015.09.
¥ KistenE | Hoawin | | Startupr | 555-555 | 555555 | 555:6551 hupdwy || 67 Iwoic | | | Antioch [ 12345 Unitod §1 | | 2357880 | | 2015-09
v AaonEl | Maplele | |Theboss | 555555 | 555555 555-655( |  hupdwy | | 6789Ex | Chicago | IL 12345 United 81 | | 1234 2015-09
o Tommyl | TimeGat | Timeisw | 555555 | 555.555.  555.555(  hupuwv | | S56Mone | Nashwile | TN 12845 United S1 | | -1234567 | 2015-00-
| MNicholas | Mountair | | Upforst | | 555-556( | 555556 | 555556 | hipdwy | | 089 BIR || Knoxvile | TN 12345 United S1 || 10889 2015-09-

9. Review the records QBO proposes to import to make sure the informa-
tion is correct.

You can make changes to the information in any field by clicking that field and
typing. You also can uncheck any row to avoid importing the information in
that row to QBO.

10. when you are satisfied that the information is correct, click the Import
button in the lower right corner of the screen.

QBO imports the information and displays a message that identifies the
number of records imported. The list you imported appears on the appropri-
ate page (see Figure 4-7).

@ Vendors x [
« € # | G httpsy//qbo.intuit.com/app/vendors =
12 apps @ QB0SignIn @ QBOA Signn o
% Lands @ Help

caping Heroes

ab QuickBooks

Vendors pe——
Unpei D Faid
$20,000,249,024 $0
5 OVERDUE 0 PAID LAST 30 DAYS:
Batoh actions v Q w
L & e b @
VENDOR / COMPANY FHONE EMAL OFEN BALANCE ACTION
Aaron EBerhanu [ 5555559 Theposs@yanco.oom §123400 Wake payment |

Ma’"si‘f‘“"" 555-5556 Bigimer@gmail.com 5-1,00088 Greate bil | w
e = sss.5082 a8Ocks@yanco com $19.999.999.999 Wake payment v
f?;’f‘T“"‘i" = 555-5555 lloveQBO@hotmail.com §234,000.12 Wake payment | v
Jernis Tor (2] 535-5561 Smpicity@asl com $1,004.00 Wake payment | v
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Adding New People to a List

REMEMBER

FIGURE 4-8:

Start from the
appropriate page
when you want to
create a list entry
for a new person.

Q

TIP

You use the Customers, Vendors, and Employees links in the Navigation bar to
work with, well, your customers, vendors, and employees. In this section, I'll
show you how to set up a new customer. The steps are the same to set up a new
vendor or a new employee; you just start by clicking the appropriate link in the
Navigation bar. Follow these steps to set up a new customer in QBO:

If you have determined that your company needs to use the Multicurrency feature,
turn it on before you start creating people so that you have available the fields you
need to establish each person’s currency. See Chapter 3 for details on the Multi-
currency feature.

1. click Customersin the Navigation bar to display the Customers page
shown in Figure 4-8.

@ Costomers x - B8 x
« € A | B https;//gbo.intuit.com/app/customers
H: Apps @ 020SignIn @ GBOASignn

Q + © ) Landscaping Haross | (D el

ab QuickBooks

Home Customers

bilod Loat 3¢5 Day Unpad Last 368 Daya Paid
QESTIMATE OUNBILLEDACTIVITY. 0 OVERDUE 0 PAID LAST 30 DAYS

Batch actions v

CUSTOMER » /  COMPANY PHONE OPEN BALANCE ACTION

If you see the page shown earlier in Figure 4-1, you can, for Step 2, click the You
Can Also Add Customers Manually link at the bottom of the page.

2. Cclick the New Customer button in the upper right corner of the page.
QBO displays the Customer Information dialog box shown in Figure 4-9.

3. Type the requested information.
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FIGURE 4-9:

Use this dialog
box to enter
information for a
new customer.

TIP

Customer Information

Title  First name Middle name Last name Suffix Email

dhjones@example.com

Company Phone Mobile Fax
Jones LTD (999) 888-7777 | ‘

* Display name as Other Website
Jones LTD #

Print on check as + Use display name Is sub-customer
Jones LTD Bill with parent %

Address | Notes Taxinfo Paymentand biling Attachments
Billing address map Shipping address map | Same as billing address

5678 Main Street

Phoenix AZ

85000

4. Click Save.

QBO saves the customer and displays a page showing information specific to
that customer, such as the customer’s transactions. If you click Customers in
the Navigation bar, the Customers list page reappears, and the new customer
now appears in the list.

You can make any list entry inactive. Click that entry in the appropriate list, and
then click the Action down arrow at the right edge of the list. In the list that opens,
click Make Inactive.

WHAT'S A SUB-CUSTOMER?

Sub-customers are a way for you to create a hierarchy for customers, and you can
use sub-customers pretty much any way you want. For example, if you're an architect,
sub-customers might represent jobs or projects. If you're an attorney, sub-customers
could represent cases.

If you set up sub-customers, you can choose to bill either the parent or the sub-
customer. Sub-customers’ balances are included in the parent customer’s balance.
Transactions for sub-customers appear in the sub-customer’s register as well as the
parent customer's register.

You can create as many sub-customers as you want, but, for any given customer, you
can assign sub-customers up to five levels deep, including the parent customer.

CHAPTER 4 Managing List Information 75



Searching Lists for People

FIGURE 4-10:

To find a
particular person
on a list, use the
search box that
appears above
the names

on the list.

76

You can use the Customers, Vendors, and Employees pages in a variety of ways.
From the Customers, Vendors, or Employees pages that list all the people in those
categories, you can sort the people in the list, export the list to Excel, and perform
actions on a selected group of people on the list.

Working with a particular person

You can select a particular customer, vendor, or employee and view the transac-
tions associated with that person as well as the person’s details, and you can
attach files to the person. For this section, I'll work with customers.

To search for a particular person, type some characters that match the person or
company name in the search box that appears above the list of people (see
Figure 4-10).

Type here.
@ Cusomers x - & x
€ - C fi | & hipsy/gbointuit.com/app/customers
£ Apps @ QB0 SignIn @ QBOASignn
@b QuickBooks Q
Customers
$0 $750
OESTIMATE 3 UNBILLED AGTIVIT ¢

CUSTOMER » / ¢ Freaman Sperting Gooos(Freem

Amy's Bird Sanctuary

55

Bill's Windsurf Shop  Mark Cho

Rsd Rock Diner(Risd Rock Dinsr}
Gool Cars

Disgo Rodriguoz <] (850) 555-4477 000 Greata invoice | v

Dukes Basketball Camp

When you select any person from the list, QBO displays the page specifically asso-
ciated with that person. The page has two tabs; in Figure 4-11, you see the Trans-
action List tab, and in Figure 4-12, you see the Customer Details tab.
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FIGURE 4-11:
The Transaction
List tab shows
transactions in
QBO associated
with the selected
person.

FIGURE 4-12:
The Customer
Details; all detail
tabs show, well,
details for that
person.

© Cosmomers x - 8 x

« C # B https//gbo.intuit.com/ap|
52 Apps @ 0BOSignin ) QBOA Signin

(3 Other bookmarks

al+|® & | ©
@b QuickBooks

Mark Cho = & Edit New transaction v

36 Willow Rd, Menlo Park, CA 94304 T

$314.28
Add notes N
I $000
Transaction List Customer Dstails

r Baichacions ¥ Filter w 0~
hd = Lz ©
pate+ | Tvee no. | DuepaE BALANCE TOTAL | STATUS AcTION
0612/2016 - Invoice 1035 07/122016 331428 £31428  Open Receive payment v

From either tab, you click the Edit button to edit information on the page; you also
can click the New Transaction button to add a transaction associated with that
person.

63 | sample Company| | (D He

>z MarkChoe @ & Edit

w Rd, Menlo Park, GA 94304

@b QuickBooks

36 W

B Gustomer Details
Edit
Customer Mark Cho Billing address
Emait Mark
Prone a9 Shipping address
Mmobile
Terms.
Fax
Payment method
Website
Preterrea aelivery Prin
Notes method
Tax resale no.
Mttachments  Madmun size: 25h5

From the details page of a person, you can attach files to keep track of important
financial information. For example, you can attach a vendor’s 1099 document, a
customer’s contract, or an employee’s receipts. You’re not limited to text docu-
ments; you also can attach photos. Simply drag and drop the item into the Attach-
ments box at the bottom left side of the appropriate details page; if you prefer, you
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FIGURE 4-13:
Adding the
Attachments
column to the
table on the

Transaction List.
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TIP

can click the box and a standard Windows Open dialog box appears so that you can
navigate to and select the document you want to attach.

The attachment size is limited to 25MB. To view documents you’ve already
attached, click the Show existing link below the Attachments box.

While viewing the Transaction list of a particular person, you can add the Attach-
ments column to the table. Display the person’s Transaction List page and then
click the Gear button. From the list that appears, click Show More (see Figure 4-13).
Show More changes to Show Less and a check box for Attachments appears; click it
and the Attachments column appears as part of the table grid. You can identify it as
the column heading with a paper clip.

Table gear
Attachments column
@ Customers x = o X
« € A & httpsy/gbo.intuit.com/app/customerdetail?’nameld= =
£2 Apps @) QE0SignIn ) QBOA Sign in [ omner bokmarks
ab QuickBooks a4+ 0 o B i
Mark Cho @ & Edit

Rd. Menlo Park_ CA 94304 10
331428

I $000

DATEY  TYPE NO. DUE DATE BALANCE TOTAL STATUS

06122018 Invoice 1035 07/12/2016 531428 $31428 Opr

7
H
_m_l; 58
< -

Split View button Click here.

Displaying the Attachments column for one person displays it in the Transaction
List table for all persons in that category.

When you finish working with one person, you can easily switch to another in that
list using the list’s Split View. You can click the Split View icon, shown earlier in
Figure 4-13, to display the people stored in the list (see Figure 4-14).
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FIGURE 4-14:
Displaying a list's
Split View.

Close Split View button

@ Cosomers - @8 x
€ = @ fi |8 hipsy/qboinwiteom/app/customerddiaiznameld= =
£2 Apps @ 00Signln € QBOASign b (53 Otner bookmaris
N 3% ple Compar (@ He
ab QuickBooks Q + O ' .
< Cus + Mark Cho = Edit

36 Willow Rd, Menio Park, CA 94304

Kate Whelan
20,00

Kookies by Kathy
§75.00

Mark Gho
$312.28

Paulsen Medical Supplies
s9s4.

kkkkkk

Rondonuwy Frult and Vegi
7360

Shara Barnett
27250

Barnelt Design

From the Split View, you can scroll down to find a person, or you can type a few
letters of the person’s name or company name in the search box at the top of the
list to find that person in the list. Or, you can sort the list by name or by open
balance. Click a person to switch to that person’s page.

To add a new person to the list, click the plus (+) symbol at the top of the list to
see the dialog box shown earlier in Figure 4-9. To display the Customers page
shown earlier in Figure 4-7, click Customers at the top of the Split View list or
click Customers in the Navigation bar.

To close Split View, click the Close Split View button (refer to Figure 4-14).

Sorting a list

In addition to sorting in Split View, you can sort the lists on the Customers and
Vendors page by name or open balance. By default, QBO sorts the entries on these
pages alphabetically by name in ascending order.

To change the sort order for either of these lists, click the Customers or Vendors
link in the Navigation bar to display the appropriate page; for this example, I use
the Customers page.

Next, click the heading for the column by which you want to sort. If you click the
Customer/Company column heading, QBO displays the customers in descending
alphabetical order. If you click the Open Balance column heading, QBO sorts the
list in Open Balance order, from lowest to highest.
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FIGURE 4-15:
Exporting a
vendor list to
Excel.

Once you turn on payroll, you can sort the employees that appear in the payroll list
alphabetically in ascending or descending order by clicking the Name column
heading.

Exporting a list to Excel

You can export a list of your customers or vendors to Excel.

In this section, I assume you have a copy of Excel on your computer; otherwise,
downloading your list to an Excel file wouldn’t make much sense. If you don’t
have a copy of Excel on your computer, you can download and use the free mobile
version of Excel.

Click the appropriate link in the Navigation bar to display either the Customers
page or the Vendors page; I use the Vendors page in this example. At the right edge
of the page, just above the list, three buttons appear. Click the middle button, and
QBO exports the list to an Excel file; a button for the file appears at the bottom of
the screen (see Figure 4-15).

Click here to export the list.

@ Vendors x - a X
€« - € A & hitpsy/qbo.intuit.com/app/vendors
H Apps @ Q20Signin @ QBOASignn

ab QuickBooks Q + 0O

Vendors

VENDOR a / COMPANY PHONE EMAIL

Bob's Burger Joint $0.00 Creat bill |+

Baoks by Bessle (650) 555-7745 Books@intuit.com $0.00 Create bl | v

e
2
‘r

* Showalldownioads., ¥

Click here to open the Excel file.

Click the button at the bottom of the screen, and Excel opens the file. You can edit
the file if you click the Enable Editing button in the yellow bar at the top of the
window.
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If you’re using Excel mobile, you need to sign in using your Microsoft account to
edit the file.

REMEMBER

Working with a batch of people

When you work with customers or vendors, you can take certain actions simultane-
ously for a group of people. For example, you can select specific vendors by clicking
the check box beside each name and then send the same email to those vendors.

For customers, in addition to sending email, you can send statements to them.

To use one of these actions for a group of people, click the appropriate link in the
Navigation bar to display the associated page. For this example, I used the Cus-
tomers page.

Next, click the check box beside the names you want to include in your action and
then click the Batch actions button (see Figure 4-16). Select the action you want
to take, and then follow the prompts onscreen to complete the action.

@ Customers x - =] B3
« €& A | G https;//gbo.intuit.com/app/customers Sl =
H2 apps @ 00Signin € QB0ASign (3 Gther bookmarks

$0 $750 $1526 $3136
0 ESTIMATE 3 UNBILLED ACTMITY 10 OVERDUE 12 PAID LAST 30 DAYS

COMPANY FHOME OPEN BALANGE ACTION
et (650) 555-3311 $239.00 cerve payment | v

Bill's Windsurf Shop [

Cool Cars
FIGURE 4-16: :
Performing an
action for several
customers.

| Diego Rodriguez

Dukes Basketball Camp

Changing Settings for People Lists

You can, to some extent, control the appearance of the lists on the Customers
page, the Vendors page, and the Employees page. For example, you can opt to
show or hide street address, email, and phone number information, and you can
opt to include or exclude inactive entries in the list. You also can control the
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FIGURE 4-17:
Controlling

the information

82

that appears
in the list.

Q

TIP

Q

TIP

number of entries displayed on each page, as well as adjust those entries’ column
widths.

Click the appropriate link in the Navigation bar to display the associated page; for
this section, I worked on the Vendors page.

To control the information displayed in the list, click the Gear button at the right
edge of the page just above the list’s labels (see Figure 4-17). Then select or
deselect check boxes to display or hide information. Click outside the list when
you finish.

Click this gear.

%

© Vendors x —
€ = C fi |8 hupsy/qbo.intuitcom/app/endors
£ Apps @) QB0Signin ) QBOASignn

@b QuickBooks

Vendors

VENDOR & / COMPANY PHONE EMAIL OPEN BALANGE
Bob's Burger Joint $000

| Emai
Bocke by Reasle (650 555-7745 BookseinuiL.oom $000

When you click outside the list, I suggest that you click in the empty area at the
bottom of the Navigation bar (below the Apps link) so that you don’t accidentally
navigate away from the current page.

To adjust the width of any column, slide the mouse pointer into the row of column
heading labels above the list and place it over the right edge of the column you
want to adjust. Drag the mouse when the mouse pointer changes to a pair of verti-
cal lines and a pair of horizontal arrows pointing outward, (see Figure 4-18). A
vertical bar appears to guide you in resizing the column. Release the mouse button
when you’re satisfied with the column width.

QBO remembers column width adjustments you make in registers and on pages
like the Customers and Vendors pages, even after you sign out of QBO and then
sign back in again.
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FIGURE 4-18:
Adjusting the
width allotted to
the vendor’s
name on the
Vendors page.

@ Vendors x - a6 x
€ = C fi |8 hupsy/qbo.intuitcom/app/endors
i Apps @ QBOSignIn @ QBOA Sign

@ QuickBooks Qi+ | O G | ©

Vendors

VENDOR = / COMPANY PHONE EMAIL OFEN BALANCE ACTION

Bob's Burger Joint

Books by Sessis (850) 555-7745 Books@intui.com 5000 Create ol | v

Brosnahan Insurance Agency

Cal Talaphone

Use the vertical line to guide resizing a column.

Working with Products and Services Items

REMEMBER

Inventory tracking is available in the QBO Plus edition, and you need to turn on
the feature. Click Gear = Account and Settings. In the Account and Settings dialog
box, click Sales and, in the Products and Services section, click Track Inventory
Quantity On Hand.

QBO Plus can support inventory tracking capabilities, but, if you’re looking for
inventory capabilities to support manufacturing, you’ll be happier in QuickBooks
desktop.

The Products and Services list, shown in Figure 4-19, is the QBO equivalent to the
QuickBooks desktop product’s Items list.

TAKING ADVANTAGE OF SKUs

You can control whether SKU information appears on the Products and Services list and
on transaction forms from the Account and Settings dialog box. Click Gear = Account
and Settings = Sales. Click in the Products and Services section and check or uncheck
the Show SKU column. Click Save and then click Done. Using a custom form style (see
Chapter 3 for information on creating custom forms), you can add the SKU to your
invoice form.
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FIGURE 4-19:

The Products and

84

Services list.

REMEMBER

REMEMBER

X

@ Prosuc nasences | x E—

<« C # | B htpsy/qbo.intuit.com/app/items
ti2 Apps @ 030Signin € QBOASign by [ Gther bookmarks

@ QuickBooks A +

Home Products and Services Run report Menage categories “
Cust ers.

< Alllists

(]

NAME « SKU TYPE SALES DESCRIPTION NCOME ACCOUNT =~ SALESPRICE COST TAXABLE[ ary ACTION

~J concrele sanice Goncrats for fountain ins._..  Lanascaping Ses 0 v dit v

| RockFountain  R154-88 ventory Rock Fountain Sals of Product L. 7E 125 v 2 Edit|w

? | Ugning senice Garden Lignting
AN

You use the Products and Services list pretty much the same way you use the Cus-
tomer and Vendor lists; for example, you can search for an item by its name, SKU,
or sales description. You can identify the columns you can use to sort the list if you
slide your mouse over the column heading; if the mouse pointer changes to a hand,
you can click that column to sort the list using the information in that column.

Enabling the Multicurrency feature, described in Chapter 3, has no effect on
inventory item valuations; QBO assesses and reports inventory item values in
home currency units, regardless of the currency used by the vendor who sold you
the items. For that reason, the Products and Services list shows no distinctions
related to currency.

You can import and export items using an Excel or CSV file, the same way you
import and export people information. See the sections “Importing People into a
List” and “Exporting a list to Excel” earlier in this chapter.

The importing and exporting processes include the information about the item’s
taxability.

You also can print a basic report by clicking the Print button on any list page; the

Print button appears just above the Action column. And, you can print a more
detailed report for a list entry by selecting it and then clicking the Report button.

Establishing categories

Categories replace sub-items for QBO Plus users in all regions except France. You
can use categories to organize what you sell and, using various Products and
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Services reports, hopefully help you better understand what people are buying
from you. Categories do not affect your accounting or your financial reports and
you cannot assign categories to transactions.

Use classes and/or locations to help further catalog transactions and financial
information. See Chapter 3 for more information.

TIP . . . .
You can create new categories as you create items or, if you prefer, you can click
the Manage Categories button and create categories so that they are available as
you create items. Yes, you can do both.

From the Product Categories page shown in Figure 4-20, you can click the New
Category button to add a category; the Category Information panel appears on the
right side of your screen and you simply supply the category name. If the category
is a sub-category of an existing category, check the Is a Sub-Category box and
select the name of the existing category. Click Save at the bottom of the panel to
set up your category.

You can create sub-categories up to four levels deep. That is, you can create a

@ category called Clothing and then create a sub-category of Clothing called Shoes.

For the Shoes sub-category, you can create a sub-category called Women’s Shoes,

TIP and, for the Women'’s Shoes category, you can create one last sub-category called

Sneakers. You can’t create a sub-category for Sneakers, but you can create another
sub-category for Women'’s Shoes called Dress Shoes.

@ produat Catagories x - 0

&« € # | B https//qbo.intuit.com/app/categaries =

ti2 Apps @ 030Signin € QB0ASign b [ Otner bookmarks
Q + ® '

Product Categories New category
< Products and Services

FIGURE 4-20:
The Product
Categories page.

If necessary, you can edit an existing category; click the Edit link beside the cat-
egory you want to modify in the table on the Product Categories page. Once again,
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REMEMBER

FIGURE 4-21:
Select a type of
item to create.

the Category Information panel appears, displaying the category’s current infor-
mation. Make changes and click Save; alternatively, you can click Remove to
remove a category.

The effect on items of removing a category depends on whether you remove a
sub-category or a category. If you remove a sub-category, QBO moves the items
assigned to it up one level. If you remove a category (with no sub-categories) QBO
reclassifies the items as uncategorized.

Adding service and non-inventory items

You can create inventory, non-inventory, and service items, and you can edit
batches of items to change their type; I’ll show you how to change an item’s type
after I show you how to add an item to the list.

1. 1o display the Products and Services list, click Gear~>Products and Services.

2. Click the New button.

QBO displays the Product/Service Information panel on the right side of your
screen (see Figure 4-21) where you select whether you're creating an inventory
item, a non-inventory item, or a service.

@ Products and Services X - =] E3

€ > @ A B hupsy/gbointitcom/app/items =
2 apps @ 0B0Signin @ CBOASign e

X
Product/Service information

Select a type:

Inventory
Herns you buy andior sell and that you track quaniities of

n-invento
@ Uy andor seil, but don't need to (or can't) track
quantites of. For example, nuts and bols used in ar
nstallation.
é i
fan

hat you provide to customers. For example,
ing or tax preparation services.

3. clicka type to select it.

For this example, | chose Non-inventory item. You create a service item the
same way you create a non-inventory item, supplying the same kind of
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FIGURE 4-22:
Use this window
to create a
non-inventory
item.

Q

TIP

information shown in these steps. See the next section, “Creating an Inventory
Item,” for details on the additional information you supply when creating an
inventory item.

QBO then displays the panel for the type of item you chose; Figure 4-22 shows
the Non-inventory panel.

Non-inventory change typ

Name*

Fertilizer

SKU

Category

Landscaping $

Sales information
« | sell this product/service to my customers.

Lawn and garden fertilizer

Sales price/rate Income acoount

1.89 Landscaping Services 2
« Is taxable

v SHOW MORE

4, Supply a name for the item and, if appropriate, a stock keeping unit (SKU).
You also can select the item’s category.

You can upload a picture of the item by clicking the Upload button and
navigating to the location where you store the picture.

5. In the Sales Information section, you can:

a. Select the I Sell This Product/Service to My Customers check box and
supply a default description,

b. Supply the price you charge when you sell this item,

c. Select the income account associated with the item, and

d. Select the Is Taxable check box if appropriate.

QBO uses this information when you select this item on sales transactions.

6. click the Show More link at the bottom of the window to display the
Purchasing Information section (see Figure 4-23).
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7. i appropriate, place a check in the | Purchase This Product/Service From
a Vendor check box. Then, supply a default description, the cost you pay
when you purchase the item, and the expense account associated with
the item.

QBO uses this information when you select this item on expense transactions.

Category

Landscaping $

Sales information
« | | sell this product/service to my customers.

Lawn and garden fertilizer

Sales price/rate Income account

1.89 Landscaping Services ¥
+ Is taxable
Purchasing information
« | purchase this product/service from a vendor.

LGF-0265 fertilizer

Cost Expense account

»

.74 Purchases

FIGURE 4-23:

the item.

8. Click Save and Close.

QBO saves the item and redisplays the Products and Services list; the new item
appears in the list.

Creating an inventory item

Creating an inventory item has a few additional types of information you need to
supply. As you can see in Figure 4-24, in addition to the other information you
supply when you create a service or non-inventory item, for an inventory item
you supply quantity on hand information as well as the inventory asset account
that tracks your inventory items.

Supply the quantity you have on hand and the date on which you determined the
quantity on hand. Remember, before you can sell an item, you must own some of
it. If you don’t own any at the time you create the item, you’ll probably buy some
of it using an expense transaction, and that will update your quantities for you.
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Product/Service information

@ Inventory change type

Name*

Pump

i
SKU
P461-17

Category

@

Initial quantity on hand* As of date”

Inventory asset account

Inventory Asset =

FIGURE 4-24:
Supply quantity
on hand and v SHOW MORE
inventory asset r———
account
information for
inventory items.  Supply this additional information.

Sales information

Changing item types

You can change a service or non-inventory item’s type individually or you can
select several items and change their item types simultaneously.

TYPES OF CHANGES YOU CAN MAKE

Be aware that you can change item types with some limitations. Specifically, you cannot
change Inventory items to any other item types. You can make the following types of
changes:

® Non-inventory and Service items to Inventory items,

® Service items to Non-inventory items or Inventory items, and

® Non-inventory items to Service items

When changing item types, you change several items at one time only if you are chang-
ing Non-inventory items to Service items or Service items to Non-inventory items. If you
need to change either a Service item or a Non-inventory item to an Inventory item, you
can make the change only one item at a time.
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To change any single item’s type, edit that item by clicking Edit in the Action
column of the Products and Services list; QBO displays the item in the Product/
Service information panel (refer to Figure 4-21). Click the Change Type link at the

top of the panel above the item’s name.

QBO displays a panel very similar to the one shown in Figure 4-20; the only dif-
ference you’ll notice is that current item type contains a check. Click the new item
type, and QBO redisplays the Product/Service Information panel using the new

item type. Make any other necessary changes and click Save and Close.

Changing the type of a single item using the method just described works well
when you only need to change one or two items. But, when you need to change
multiple items, use a different approach to save time when changing items of the

same type to a different type; follow these two steps:

1. onthe Products and Services page, select the check box that appears to

the left of each item you want to change.

Make sure that you select either service items or non-inventory items, but
not both.

REMEMBER QBO displays two buttons above the table of items (see Figure 4-25).

@ Products and Senvices
€ - € fi @ hipsy/gbontuiteom/app/items
i Apps @ QE0Signin () QBOASignn

S 25
@ QuckBooks Sh
Products and Services Run repart Manage categories m
< Allists
7~ tegory v - i
- NAME & SKU TYPE SALES DESCF INCOME ACC( SALES PRICE COST | TAXABLE
Desigr
ke
NE CustomDs...  Desig 5
Fountair
v >< Conseete Concrerz o Lana v -
7
| Pump Pas FountainP . Saies of P v N
i / N Rock Fountain R154-88 Inventory Rock Fount... - Sales of Pr... 275 25 s 2 v
FIGURE 4-25:
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the type of

multiple items
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2. Click the Batch Actions button and select the new type for the selected
items.

QBO whirs a bit and then redisplays the Products and Services list, showing the
new item types for the items you selected in Step 1.

Note the Assign Category button at the top of the Products and Services list; this
button appears when you select multiple items, and you can use it to simultane-
ously assign the same category to multiple items.

Adjusting inventory item information

On occasion, you might need to make adjustments to inventory item information.
Specifically, you might need to adjust inventory item quantities on hand or start-
ing values.

You can edit any item to change descriptive information, such as its name or
description; just click the Edit link in the Action column beside its name on the
Products and Services page to view the item’s information in the panel shown
previously in Figures 4-22, 4-23, and 4-24. In this section, I’m talking about
adjusting inventory item information, which encompasses more than editing
descriptive information.

Adjusting inventory quantities

You might discover, particularly after physically counting inventory, that you
have a different number of an inventory item than reported in QBO. In this case,
you need to adjust the quantity in QBO to match what you actually have in stock.

Remember to use the Physical Inventory Worksheet report in QBO to record item
quantities on hand as you count inventory. The report information can help you
determine the adjustments you need to make. See Chapter 10 for details on work-
ing with QBO reports.

To create an adjustment for a just a few inventory items, follow these steps:
1. Click the Create menu (+ at the top of the QBO window) and choose

Inventory Qty Adjustment (see Figure 4-26).

Don't forget that the Create menu plus sign changes to an X when the menu
is open.

QBO displays the Inventory Quantity Adjustment window (see Figure 4-27).

2. If necessary, change the adjustment date and the Inventory Adjustment
Account.
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FIGURE 4-27:
You can use this -
window when
you have just a
few adjustments -
Cancel Clemr [

to make.

3. Inthe table, click the Product field, click the drop-down arrow that
appears, and select an inventory item.

QBO fills the inventory item’s SKU, description, and quantity on hand. QBO also
suggests the Qty On Hand value for the New Qty value.

If you've enabled class and location tracking, you can supply information for

those fields as you complete the Inventory Quantity Adjustment window.
rememser 4. Enter either a new quantity or a change in quantity.

Suppose that the Qty On Hand field indicates you own 25 of your item and you
need to reduce the quantity you own by 5. You do either of the following:

a. Enter 20 in the New Qty field, or
b. Enter -5 in the Change in Qty field.
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FIGURE 4-28:
Selecting multiple
inventory items
to adjust.

5. Repeat Steps 3 and 4 for each inventory item you need to adjust.

6. Inthe Memo field, enter a description that explains why you made this
adjustment.

7. click save.
If you have a lot of inventory items to adjust, you can save some time by preselect-

ing them and adjusting them as a batch. Choose Gear=>Products and Services to
display the Products and Services page (see Figure 4-28).
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Then, select the inventory items you want to adjust by placing a check in the column
to the left of the item name. Click the Batch Actions button and choose Adjust Quan-
tity. QBO displays the Inventory Quantity Adjustment window shown previously in
Figure 4-27, but prefills the window with the information about the inventory items
you selected. Complete Steps 4, 6, and 7 above for each item in the window.

Editing an inventory quantity adjustment

If you need to edit an inventory quantity adjustment you previously saved
(hey . . . it happens), follow these steps:

1. click the Create menu plus sign (+)=>Inventory Qty Adjustment to display

the Inventory Quantity Adjustment window.

2. Inthe upper left corner of the window, click the Recent Transactions
button (see Figure 4-29).

QBO displays recent inventory adjustment transactions.
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FIGURE 4-29:
Searching for a
recent inventory
adjustment
transaction

to edit.
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@ Inventory Quantty Adjust X — B X
€ 3 € A | & htpsy/gbo.intitcom/app/inventory_quantity_adjTitemids= Zl =
£ Apps @) QB0Signin ) QBOASignn it b

S | Inventory Quantity Adjustment #1 ® X

&

. Re
Recent Transactions eference no.

QTY ON HAND NEW QTY CHANGE INQTY | CLASS

Click here to search for more inventory adjustment transactions.

3. Ifthe adjustment appears in the list, click it.

If the adjustment doesn't appear, click More to display the Search page, where
you can expand your search for the transaction. In most cases, changing the
date range will do the trick.

4. Make the necessary changes.

You can remove a line from an adjustment by clicking its Delete button at the
right edge of the row.

5. Click Save and Close.

Adjusting an inventory item'’s starting value

Suppose that you made a mistake when you set up the starting value for an inven-
tory item; you can edit the item’s starting value as long as you created the inven-
tory item after the November 2015 QBO release.

Changing an item’s starting value can have wide-ranging effects, and QBO will
display a warning to this effect when you start your inventory item starting value
adjustment. If you’re not sure about what you’re doing, ask your accountant. Please.

To adjust an inventory item’s starting value, follow these steps:

1 . Choose the Gear=>Products and Services.
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2. Inthe Action column beside the inventory item you want to adjust, click
the drop-down arrow and select Adjust Starting Value (see Figure 4-30).

QBO displays a warning explaining that changing an inventory item’s starting
value may affect the initial value of your inventory.

D seorr x —
« € A G https;//qbo.intuit.com/app/items o=
12 apps @ QB0SignIn () QEOA Sign In ey

& [Eeacen) | vew
Products and Services Run report e “

< Alllists

Customers

Vendors 7~ nssign eatogory v || Rateh actions v
R — ~ name- sku TveE SALES DESCH INCOME cost | TaaaLe o acmon
Design
/)( Desion Senice  CustomDe | Designinco s it | v
Fountains
O . - Make Inactive
2 conce Sevice  Gonoreteto. | Landsoapin 0 v
£ Aun report
FIGURE 4-30: 0N [ PRSPV L R P I R
. <N entor 2
Getting ready to — s—
adeSt the r 5’)(\ Pump PaG1-17 nventory FountainP... ~ Sales of Pr... 15 0 v 3~ |
starting value of
an inventory v ‘0( ! Fiosk Fountain F154-88 nvemory Aok Fount.. | Sales of Pr 275 125 2 Edit|w

item.

3. Assuming you've heeded the warning above and know what you're doing,
click Got it!

QBO displays the Inventory Starting Value window (see Figure 4-31).

@ Inventory Starting Value X = [=] X
« (] & https://qbo.intuit.com/app/ ‘tunld= 2=
£ Apps ) 080Signin (@ CBOASignin (3 Gther bookmarks
& Inventory Starting Value #START ® X
Design:Fountaina:Pump $ 160.00
Initial quantity on hand Adjustment date Class Reference no.
16 06/13/20 B START
10 s
m{)pm ing Balance Equ;;; &
Wemo
Opening inventory for Pump
FIGURE 4-31:
Use this window
to adjust an
inventory item’s
‘Cancel Transaction journal Audit history Save and close

starting values.
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REMEMBER

5.

Make the necessary changes.

Click Save and Close.

A Look at Other Lists

Just as QuickBooks desktop has other lists besides lists of people and items, QBO
also has other lists. To find them, click the Gear icon beside the company name
and, from the menu that appears, click All Lists in the second column from the
left. QBO displays the Lists page shown in Figure 4-32.

FIGURE 4-32:

The Lists page

contains links

to all available

96

lists in QBO.

If you've enabled class and location tracking, note that you can supply informa-
tion for those fields along with other fields that affect the inventory item’s
starting value.

You can't change an item’s inventory asset account from the Inventory Starting
Value window. To change the item'’s inventory asset account, display the
Products and Services page and click the Edit link for the item to display the
item'’s information in the Inventory Item Product/Services Information panel
shown previously in Figure 4-24.
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=

X

& https://qbe.intuit.com/app/lists

2 Apps @D 0BOSignin @ QBOA Sign n

Lists

Chart of Accounts

accounts. Balance shest accounts track your assets and liabilities, and

for reuse. From here, you can
er automatically or with reminders. You can also save
any time.

you sell. From here. you can edit information about a

Product Categories

A mear f classifying items that you sell to customers. Provide
ze what you sell and save you time when comples

Locations

You can us locations fo categorize your fransactions by different parts of your company.

- 8 %

(3 Other bookmarks

Payment Methods

and any other ways you categorizs payments you receive
can print deposit slips when you deposit the

dates for payments from
also specify discounts for early

at determine the
vendors. Terms
an add or edft te

Classes

Displays the classes you can use to categorize your accounting trans

Attachments

hments uploaded. From here you can add., edi
your attachments. You can alsc see alltransactions linked to

Click any list name to open that list and work with it. You can add new entries,
select and edit existing entries, and select and delete entries that have never been
used. The steps to create any new list element are pretty much the same as the
steps you’ve seen in this chapter to create people, items, and product categories.
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IN THIS CHAPTER

» Writing checks

» Entering expenses
» Using purchase orders

» Entering and paying bills

Chapter 5

Dealing with the
Outflow of Money

t’s always more fun to make money than to spend it, but paying bills is part of

life — unless you’re living in Star Trek: The Next Generation, where they have no

bills — but, I digress. This chapter explores the transactions you use in QBO to
meet your financial obligations.

To record most expense-related transactions, you can choose Transactionst
Expenses to display the Expense Transactions page shown in Figure 5-1. Click the
New Transaction button to select a transaction type.

If the transaction type you want to record isn’t available, click the Create plus
sign (+) icon at the top of QBO and choose the type of transaction you want to

record from the Create menu that appears; expense-related transactions show up
in the Vendors column (see Figure 5-2).

@ The Create icon changes to an X when you open the menu.

REMEMBER
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GETTING UP-AND-RUNNING

If you start using QBO after you've been in business for a while and have some outstand-
ing bills you haven't yet paid, you can use those bills as a learning tool and enter them as
described in this chapter. If you recorded an opening bank account balance back in
Chapter 3, be sure to enter into QBO the checks you've written that haven't yet cleared
your bank. If you didn't record an opening bank account balance back in Chapter 3, or
you recorded a bank account balance as of December 31 of last year, be sure to enter
into QBO all the checks you've written this year, even if they have cleared the bank.

D tipense Tansactons | x
& ch
2 Apps @D 0BOSignin € CQBOA Sign n

& https://qbe.intuit.com,

@b QuickBooks

Expense Transactions

+ 0

5

3 Other bookmarks

Sample Company  (2)

-

Filter v Last 365 Days
[ Beeh - o 2 &
Employees DATE ~ TYPE NO. PAYEE CATEGORY TOTAL ACTION
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Writing a Check

REMEMBER

FIGURE 5-3:
The Header
section of the
Check window.

Typically, you enter a check transaction when you intend to print a check to pay
for an expense. Suppose that the UPS guy has just made a delivery for which you
owe money and you want to give him a check: Use the Check transaction. You can
print the check immediately or at a later time.

Assigning a check to accounts or items

When you write a check, you need to assign the expense for which you’re writing
the check to either an account or an item, and you can assign one check to both
accounts and items. Follow these steps to enter and print a check:

1.
2.

(O]

On the Expense Transactions page, click the New Transaction button.
From the list that appears, click Check.

QBO displays the Check window, which is divided into four sections:

The Header section: Shown in Figure 5-3, this section displays the balance
in the selected checking account, the selected payee and the payee’s
mailing address, the payment date, the check amount and number, and
the option to print the check later.

The Account Details section: You use this table when the expense is not
related to an item you've defined.

The Item Details section: You use this table when you're writing a check
to pay for a product or service you purchased. If you don't see this table, its
preference isn't enabled. To display the table, choose Account and
Settings = Expenses = Bills and Expenses and edit the Show Items Table
on Expense and Purchase Forms option.

You typically write a check using either the Account Details section or the
Item Details section, but not both. However, you can use both sections. If
you won't be using a section, you can hide it by clicking the downward-
pointing arrow beside the section name.

The Footer section: Contains the check total, the Memo box, and the box
you use to attach an electronic document to the check.

Check #75

Chesking 4 | Balance $1.201.00 $22875

Payment date Check ne.
0B/15/2016

CHAPTER 5 Dealing with the Outflow of Money
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FIGURE 5-4:

The Account
Details and Item
Details sections
of the Check
window.

Q

TIP
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3. Choosea payee and an account from which to make the payment.

Along with the payee’s address information, QBO displays information from
previously entered transactions unless you haven't entered any transactions
for that payee yet, or you have disabled the setting to display previously
entered transaction information in Account and Settings.

If a pane appears on the right side, it displays transactions you might want to
link to the check you're writing — and, if that's the case, see the next section,
“Writing a check for an outstanding bill.” On the other hand, if the check you're
writing has nothing to do with any transaction that appears in the pane, just
ignore the pane; you can hide it as described in the next section.

4. Double-check the payment Date, and Check Number, and make an
appropriate selection in the Print Later check box.

5. Assign part or all of the check to an expense account or an item using the
Account Details section or the Item Details section (see Figure 5-4). To
assign a portion to an expense account:

@ cresk x - 8 x

&« C # | B htpsy/gbo.intuit.com/app/check?tinid=115
2 Apps @D 0BOSignin @ QBOA Sign n

& Check #75

(3 Other bookmarks

# | ACCOUNT DESCRIPTION AMOUNT | BILLABLE ~ TAX CUSTOMER

¥ ltem details

& | PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT | BILLABLE  TAX CUSTOMER

1 . Desir Fock Fountain 125 125.00 [i]

rsiSprink. Sprinkler Heans 15 07s 1125 [i]

6250 il

3 10 20.00 i

Total $228.75

a. Click in the Account column and select an appropriate expense
account for the check you are recording.

You can type characters that appear in the account name and QBO will help
you find the account.
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e.

. In the Description column, describe the expense you're paying.

. In the Amount column, supply the amount of the check that you want

to apply to the selected account.

. If you incurred the expense on behalf of a customer and you want to

bill the customer for the expense, check the Billable box — and, if
appropriate, the Tax box — and select the customer’s name in the
Customer column.

Repeat Steps a to d to add more lines to the check.

To assign part or all of the check to items or services you have defined,
use the Item Details section (also shown in Figure 5-4):

a.

e.

Click in the Product/Service column and select an appropriate item for
the check you are recording.

You can type characters in the Product/Service column and QBO will help
you find the item.

. Optionally, edit the Description column for the selected item.

. Use the Qty, Rate, and Amount columns to supply the quantity of the

selected item you are purchasing, the rate you're paying for each item,
and the amount you're paying.

When you supply any two of the Qty, Rate, and Amount values, QuickBooks
calculates the third value.

. If you purchased the item on behalf of a customer and you want to bill

the customer for the item, check the Billable box — and, if appropriate,

the Tax box — and select the customer’'s name in the Customer column.

Repeat Steps a to d to add more items to the check.

You can scroll down in the Check window to the Footer section, type a
message to the payee, and attach an electronic document (such as the
payee’s invoice) to the check.

To attach an electronic document to the check, click in the Attachments box; a
standard Open dialog box appears that you can use to navigate to the docu-
ment. Alternatively, you can drag and drop the electronic copy into the
Attachments box.

At the bottom of the window, you can

Cancel your action or clear the window and start again.

Click Print Check to print the check.

CHAPTER 5 Dealing with the Outflow of Money
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TIP

WARNING

The first time you print checks, QBO walks you through the process of
selecting the type of checks you use and aligning them for your printer.

Click Order Checks to visit the Intuit Marketplace and order check
stock.

Click Make Recurring to set up the check as a recurring payment you
intend to make on a schedule you specify.

Click More to see additional actions, such as voiding the check or
viewing its audit history.

Click Save and New to save the check and redisplay the Check
window so that you can write another check.

The Save and New button is a sticky preference. That means, if you click the drop-
down arrow to the right of the button and select Save and Close, the next time you
open the window to write a check, the default button will be the Save and Close
button.

Writing a check for an outstanding bill

You can use the Check window to write a check to pay a bill you previously
entered — something that you cannot do in the QuickBooks desktop product.

Don’t use the Check transaction if you’re planning on paying several bills. Instead,
see the section “Paying bills” at the end of this chapter.

If you select a payee for whom an outstanding bill exists, QBO displays a pane at
the right side of the Check window (see Figure 5-5) that shows all transactions
linked to the selected payee; each transaction appears as a separate entry. If noth-
ing in the pane applies to your transaction, you can hide the pane by clicking the
button shown in Figure 5-5.

If you’re writing the check to pay a bill that appears in the pane, click Add in the bill
transaction you want to pay. That way, QBO appropriately applies the check you’re
writing to the outstanding bill and correctly reduces your outstanding obligations.

If you write a check to pay a bill and you don’t apply the check to the bill, your
reports show that you continue to owe the bill amount to the payee, which really
messes things up.
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FIGURE 5-5:

If you select a
payee for whom
you previously
entered a bill, the
outstanding bill
appears in the
pane on the right
side of the Check
window.

FIGURE 5-6:
The Bill Payment
window.

Click here to hide the pane.
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£ Apps @ QE0Signin D QBOASign (3 Otner bookmarks

& Check #71

2 Add fo Check
Diego's Road Warrior Bodysho | & | | Checking| Balance $1,201.00 O OO

Add al
Mailing address Payment date Gheck ne.
Diege's Road Warrio ry——.
Bodyshop
Print later
Sada | oper
¥ Account details
# | ACCOUNT DESCRIPTION AMOUNT  BILLABLE | TAX | CUSTOMER
1 @
2 @
Add i Clearal lines
v Item details
# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  BILLABLE TAX = CUSTOMER

Print check Order checks: Make recuning  More

Click here to use the check to pay an outstanding bill.

When you click Add, QBO adds that bill to the check and switches to the Bill
Payment window, essentially converting the check to a bill payment transaction.
In Figure 5-6, you see the Bill Payment window after I added an outstanding
bill to a check in the Check window. If you compare Figures 5-5 and 5-6, you’ll
notice that the original check number was 71, and it’s still 71 in the Bill Payment
window.

@ il Paymen: x - B8 x
« € | @ httpsy//gbo.intuit.com/app/check o=
12 Apps @ QBOSIgAIn ) QEOA Sign In B
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Print check
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You complete the Bill Payment transaction the same way you complete a Check
transaction; follow Steps 7 and 8 in the preceding section.

If you add the wrong bill to a check, you can cancel the Bill Payment transaction
without saving it.

Creating an Expense Transaction

FIGURE 5-7:

You can use the
Expense
transaction
window to record
making a
payment without
writing a check.

You use an Expense transaction when you’re trying to record an expense without
printing a check. For example, you record Expense transactions in QBO to account
for a payment you make using a credit or debit card. And, you use an Expense
transaction if you have manually written a check that you now need to record in
QBO without printing it.

The major difference between the Expense transaction window and the Check
transaction window is the lack of any tools to help you print an Expense transac-
tion; compare Figures 5-4 and 5-7.

O brpense - B8 X

&« €' # | & https;//qbo.intuit.com/app/cashexpense?txnld=136
H: apps @ 020Signn @ CBOASignn (3 Other bookmaris

Squeaky Kiean Car Wash 4| cheoking 4 | Balance $1,201.00 $ 1 9 99

Mailing address: Payment date Payment method Ref ne.

Squedky Kieen Car Wash oo

¥ Account details
# | AGCOUNT DESCRIPTION S— AMOUNT  BILLABLE | TAX | CUSTOMER

1| Automobile 19.90

» Item details

Total $19.99

The Expense transaction window also contains a Payment Method list box that
you don’t find in the Check transaction window. Other than those two differences,
the windows appear and function the same way.
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QBO AND CREDIT CARD TRANSACTIONS

By default, QBO treats Credit Card account transactions as cash transactions, a conser-
vative approach that recognizes expenses as they occur. To account for credit card
transactions, set up both your credit card company as a vendor and a Credit Card
account for the credit card in your Chart of Accounts, and use Expense transactions to
record credit card purchases to the account as you make each purchase. If you need to
record a credit card return, use the Credit Card Credit transaction.

When the credit card bill arrives, you can pay it in a number of ways:

® To pay by check, use the Check transaction, select your credit card company as the
vendor, and, in the Account Details section, select your credit card account.

® To pay by transfer (where you transfer money electronically or manually from a
bank account to your credit card account, which reduces both accounts), use the
Transfer transaction, selecting the bank account you'll use to pay the bill as the
Transfer Funds From account and the credit card company/vendor you're paying as
the Transfer Funds To account.

® To pay the bill while reconciling the credit card account, follow the steps in
Chapter 8 to reconcile the account. When you click Finish, you'll be given the option
to write a check to pay the amount due, enter a bill to pay the bill later, or do noth-
ing about paying the bill now (and later, on your own, enter a check or a bill for the
amount due).

If you want to recognize credit card expenses when you pay your credit card bill (rather
than when you make a purchase using your credit card), do set up a vendor for your
credit card company, but don't set up a Credit Card account in the Chart of Accounts,
and don't enter Expense transactions or Credit Card Credit transactions in QBO for
credit card transactions as they occur. Instead, when you receive your credit card state-
ment, enter a Bill transaction, as described later in this chapter, and allocate each line
on the credit card statement to the appropriate account or item; record credit card
refunds as negative lines on the Bill transaction. QBO then treats your credit card
account as an Accounts Payable vendor. And when you're ready to pay the credit card
bill, you can write a check, transfer funds, or use the Pay Bills page to pay the credit card
statement. Remember, this is the less conservative approach to tracking credit card
expenses; if you are a heavy user of your credit card, do yourself a favor and use the
first approach so that you can effectively manage your credit card spending.

If you want to download credit card transaction information into QBO, see Chapter 8.
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Entering a Purchase Order

FIGURE 5-8:
The Purchase
Order window.

Businesses that order lots of stuff from vendors often use purchase orders to keep
track of the items on order. Purchase orders in QBO do not affect any of your
accounts; instead, they simply help you keep track of what you order. And, when
the order arrives, you can compare the goods that come in the door with the ones
listed on the purchase order to make sure they match.

If you plan to use purchase orders, then your ordering process typically happens
in the following way:

¥ You place an order with a vendor and you enter a purchase order in QBO that
matches the order you placed.

¥ You receive the items you ordered, typically along with a bill for the items; you
then match the items you receive to the purchase order and enter a bill for
the items. Note that sometimes you receive the bill without the items or the
items without the bill.

3 You pay the vendor's bill.

You enter a purchase order using the Purchase Order transaction window; you can
open this window either from the Expense Transactions page or from the Create
menu (the plus sign). A typical purchase order looks like the one shown in
Figure 5-8, and you’ll notice the window closely resembles the Check window
shown earlier in Figure 5-4.

@ Purchass Crcar — 5 x
« C' # | B https;//qbo.intuit.com/app/purchaseorder?tinid=45 W=
5 apps @ 0B0Signin @ QBOASign 3 Gher bookmarks
& Purchase Order #1002 ®

Tim Philip Masenry s $'I 2 5 OO

San Pablo, GA 87999

» Account details

¥ ltem details

# | PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT | CUSTOMER

1 Design:Fountains:Rock Fountal Rock Fountain 12500

2
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FIGURE 5-9:

The Check
window, with a
vendor selected
who has open
purchase orders.

As you fill in the Purchase Order transaction window, QBO assigns a status of Open
to the purchase order; the status appears just below the vendor’s name in the
upper left corner of the transaction window.

When you receive the goods, the vendor’s bill, or both, you record a bill as described
in the next section, or a check, an expense transaction, or a credit card charge as
described earlier in this chapter, showing what you paid (or what you owe) the
vendor.

When you select a vendor who has open purchase orders on any of these types of
transactions, a pane appears on the right side of the window, showing available
purchase orders. You add a purchase order to the transaction the same way you
add a bill to a Check transaction: by clicking the Add button. In Figure 5-9, I’ve
opened a Check transaction and selected a vendor who has open purchase orders.

Qo x -~ 8 x
« C # | B htips//qbo.intuit.com/app/check W=
# Apps @ CE0Signin @ GBOASign n (3 Giher bookmarks
& Check #71 ® X

> Addto Check
Tim Phiip Masonry C | Cheaking H Elanoe LA $O OO h

Add al

Payment date Gheck ne. Purchase Order #1002

07/11/2016

$125.00

e Print later ROGK Fountalr
94482

Gadd | open
¥ Account details

# | ACCOUNT DESCRIPTION AMOUNT  BILLABLE | TAX | CUSTOMER

¥ Item details

#  PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  BILLABLE | TAX | CUSTOMER

When I click Add to add the purchase order to my transaction, QBO adds the pur-
chase order lines to the first available line in the Item Details section of my Check
transaction. QBO also indicates, immediately below the vendor name, that the
Check transaction has one linked transaction (see Figure 5-10).

If you save the Check transaction and then reopen the purchase order, QBO has

changed the purchase orders status from open to closed so that you don’t acciden-
tally add the purchase order to another transaction.
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FIGURE 5-10:
A Check
transaction
after adding
a purchase
order to it.
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1 Design:Fountains:Rock Fountal Fock Fountain 125 125,00 P

If you add the wrong purchase order to a transaction, you can remove the pur-
chase order line in the Item Details section by clicking the Trash Can icon at the
right edge of the line.

QBO can’t add only part of a purchase order to a transaction. So, if you receive only
part of a purchase order, add the purchase order to your transaction and then
record a payment for the part of the purchase order you received by deleting lines
from the check for items you didn’t receive. To continue to track the outstanding
part of the purchase order, you can manually close the original purchase order and
create a new purchase order that contains the remaining outstanding items; when
you create the second purchase order — essentially a back order — try to assign a
number to it that helps you track it in relation to the original purchase order.

You can use your own custom purchase order numbers if you choose Gear=> Account
and Settings= Expenses. Then click in the Purchase Orders section to edit
purchase order settings, select the Custom Transaction Numbers check box, and
then click Save. You also can convert Estimate transactions to Purchase Order
transactions; see Chapter 6 for details.

When you need to identify open purchase orders, use the Open Purchase Order List
report. For more on reports, see Chapter 10.

Entering and Paying Bills

You use QBO’s Bill transaction to enter a bill from a vendor that you don’t want to
pay immediately. QBO tracks the bill as a payable, which is a liability of your
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FIGURE 5-11:
The Bill
transaction
window.

business — money you owe but have not yet paid. Most companies that enter Bill
transactions do so because they receive a fair number of bills and want to sit down
and pay them at one time, but they don’t want to lose track of the bills they
receive. They also want to be able to easily determine how much they owe; if you
enter Bill transactions, you can print the A/P Aging Summary and Details reports
to find that information.

Depending on the version of QBO that you use, the Bill transaction might not be
available to you,; if that’s the case, pay your bills using the Check or the Expense
transaction.

Entering a bill

To enter a bill you receive from a vendor, use QBO’s Bill transaction. Follow
these steps:
1. choose Transactions > Expenses.

2. Cclick the New Transaction button in the upper right corner of the
Expenses page and select Bill.

QBO displays the Bill transaction window shown in Figure 5-11.

@ il x - =] B3
& = @ A & hipsy/qbo.intuitcom/app/bil ==
332 Apps @) 080Signin ) QBOASign e
& Bil ® X

Norton Lumber and Bullding M | & $205 OU

Terms Bill date Due date Bill no.

07/11/2016 07/31/2016 [

> Account details

¥ ltem details

ary RATE AMOUNT  BILLAB! TAX | cusTOMER

3.  select the vendor from whom you received the bill.

QBO fills in the vendor’s mailing address information.

4. check and, if necessary, change the bill date and the due date.
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FIGURE 5-12:

A Vendor Credit
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transaction.

5. Use the Account Details section, the Item Details section, or both to
record information about the bill.

See the section “Writing a Check” for details on filling out the Account Details sec-
tion and the Item Details section. Be aware that | hid the Account Details section
in Figure 5-11 so that you could see the information in the Item Details section.

6. Optionally, scroll down to the Footer section (which isn't shown in
Figure 5-11) and enter information in the Memo field and attach electronic
documents to the bill.

7. Click Save.

Recording a vendor credit

You enter a vendor credit to record returns to vendors or refunds from vendors. A
vendor might supply you with a credit document that indicates you no longer owe
the amount stated on the document, or the vendor might issue a refund check to you.

If a vendor issues a credit document, you enter a vendor credit and then apply it
when you pay the vendor’s bill. If a vendor issues a refund check to you, you still
enter a vendor credit, but you also enter a deposit and then link the deposit to the
vendor credit.

Follow these steps to enter the vendor credit:

1. onthe Expense Transaction page, click New Transaction=>Vendor Credit.

QBO displays the Vendor Credit window shown in Figure 5-12.

@ Vendor Credit x - 6 x
€ = C i | & hupsy/qbointuiteom/app/vendorcredic ==
£ Apps @ 080Signin @ TBOA Sign b (3 Giher bookmarks
& Vendor Credit ® X

- s $10.00

Squeaky Kleen Gz

Mailing address Payment date Acf no.

Squeaky Kieen Car Wash

07/11/2016

¥ Account details

# | ACCOUNT DESCRIPTION AMOUNT  BILLABLE | TAX | CUSTOMER

1 | Automobile Car wash refund 10.00

» ltem details

Total $10.00
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TIP

Select the vendor who issued the credit.

Enter the date of the credit.

Enter the credit amount.

A WN

. Inthe Account Details section, select the account used on the
original bill.

If you received the credit because you returned items to the vendor, select the
items you returned in the Item Details section.

6. Youcan optionally scroll down and attach an electronic copy of the credit
to the Vendor Credit transaction.

7. Click the arrow beside Save and New and choose Save and Close.

The Save option referenced in Step 7 is called a sticky preference, which means
that after you select Save and Close, it will appear as the default Save option
the next time you display this screen.

If the vendor issued only a credit document, read the section “Paying bills” to
learn how to use the vendor credit you just entered to reduce the amount you owe
the vendor when you pay the vendor’s bill.

RECORDING A REFUND TO A CARD CREDIT

If a vendor issues a credit to your credit card, the way you handle it depends on how
you track credit cards in QBO.

If you haven't set up a credit card account and you wait to enter credit card transactions
when you receive and record the credit card vendor’s bill, enter a line on the Bill transac-
tion using the account associated with the refund and make the amount negative.

However, if you have set up a credit card account, record a Credit Card Credit transac-
tion, whether you manually record Expense transactions or download them; when you
record a Credit Card Credit, QBO lets you post the transaction to any of your available
credit cards. In the Account Details section, select the account associated with the
refund. Note that when you download transactions, you'll be able to match both
Expense transactions and Credit Card Credit transactions to downloaded information.
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When a vendor issues a refund check...

If the vendor issued a refund check to you, you need to complete the previous
steps to enter a vendor credit. Then, follow these steps to enter a deposit to record
the refund check in your bank account and then link it to the vendor credit:

1. click the Create plus (+) sign and, from the Other section of Create menu
that appears, choose Bank Deposits.
QBO displays the Deposit transaction window shown in Figure 5-13.

@ Deposit x - =] B3
<« €& A | B https/gbo.intuitcom/app/deposit ==
# Apps €D 0BOSignin @ QBOA Sign n (] Other bookmarks

Checking 4 | Balance $1,201.00 Date | 07/11/2016 $1 D .OU

FIGURE 5-13:
The Deposit
transaction
window.
REMEMBER 4.

Select Existing Payments

Add New Deposits

RECEIVED FROM DATE AYMENT METHOD MEMO REF NG,

AMOUNT

Total 2062.52

Selected Payments Totsl 0.00

# RECENED FROM ACCOUNT DESCRIFTION PAYMENT METHOD REF MO,

1 | Squeaky Kieen

At

In the Add New Deposits section, enter the following information:

® In the Received From column, select the vendor who issued the

check.
® In the Account column, select the Accounts Payable account.
® In the Amount column, enter the amount of the check.
Click the arrow beside Save and New and choose Save and Close.

The Save option functions as a sticky preference and you might not see Save
and New because you previously made a different choice.

Click the Create plus (+) sign and, from the Create menu that appears,
choose Expense.

Select the vendor whose refund check you deposited.

QBO displays available deposits, credits, and bills (see Figure 5-14).
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FIGURE 5-14:
Open transac-
tions for the
selected vendor
appear.

FIGURE 5-15:
Adding the
vendor credit and
the bank deposit
of the vendor’s
check results in a
$0 bill payment
transaction.

@ brpense x - 8 x
« C' # | B https//qbo.intuit.com/app/expense =
H: Apps @ 020Signin € QBOASign In (3 Other bookmarks
& Expense ® X
T > Ak
R Add to Expense
Squeaky Kieen Gar Wash 2| | Checking 4 | Balance 31 211.00 O OO
Add al
Payment date. Payment method Ref no.
w ay Deposit
07/11/2016 : Qrq 120y
510.00
Gadd | open
» Account details
Vendor Credit
# | ACCOUNT DESCRIPTION AMOUNT  BILLABLE | TAX | CUSTOMER s10.00
. & & add | Open
2 (]
Add lines. Clear al lines
> ltem details
Total $0.00
Memao

Make recurring Save

Saveandnew v

6. Click Add in the Deposit transaction.
7. Cclick Add in the outstanding Vendor Credit transaction.

When you add these two transactions, in this order, to the Expense, QBO
creates a Bill Payment transaction with a net value of $0 because QBO applies
the deposit to the vendor credit; Figure 5-15 focuses on the Details section of
the transaction.

8. Click the arrow beside Save and New and choose Save and Close.

@ Bill Paymen: x . =] B3
€ > @ # G hipsy/qbo.intuitcom/app/espense w| =
H apps @ 080Signin (@ OBOASign in (3 Other bookmaris
& Bl Payment 0]

Qutstanding Transactions
Fiter v Al .
B
| DESCRIFTION DUE DATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT
| Deposit (07/11/2016) 071172016 10,00 10,00 10.00
or1
Credits
Filter v Al i
&
| DESCRIPTION GRIGINAL AMOUNT OPEN BALANCE PAYMENT
| Vendor Credit (07/11/2016) 10.00 1000 10.00
1-10f1
Amount to Apply $10.00
Amount te Credit $0.00

Print check

Order checks Save

Saveand new
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FIGURE 5-16:

The Pay Bills page
lists bills you

owe but have

not yet paid.

REMEMBER
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Paying bills

If you’ve been entering bills from vendors, then, at some point, you need to pay
those bills. Most people sit down once or twice a month and pay outstanding bills.
To pay bills in QBO, follow these steps:

1. click the Create plus (+) sign and, from the Create menu that appears,
choose Pay Bills in the Vendors column.
QBO displays the Pay Bills page shown in Figure 5-16.
Overdue hills
@ Expense Transactions. = a X
« € A & htps;//qbo.intuit.com/app/paybills =
22 Apps (@ QB0Signin ) QBOA Sign n (3 Other bookmarks
&  PayBils ® X
e 1 - $0.00
PGEE 05312016 € Sa6.44 30.00
061152016 €Y $206.00 $0.00
06/152016 €@ S315.00 $0.00
Brosnahan h Age 08182016 4 s2a1.23 $0.00
Diego's Road Warrior Bod. 07/132016 ST58.00 $0.00
0 bills selected $0.00 o 0.0 $0.00
Total payment (USD) 0.00 150f
Saveand print ¥

Gancel

Overdue bills display a red flag.

2. Inthe Payment Account list, select an account to use to pay the bills.

3. Providea payment date at the top of the screen.

4. Enter the number of the first check you'll use to pay bills.
You can select the Print Later button to identify bills to pay and schedule them
to print later; at the time you print the checks, QBO lets you establish the
starting check number.

5. Inthe Filter list, select an option to specify the outstanding bills you want

to consider paying.

By default, QBO displays unpaid bills for the last year, but you can limit what
appears onscreen for your consideration by a variety of dates and even for
selected payees.
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REMEMBER

FIGURE 5-17:
QBO uses the bill
amount less any
vendor credits to
calculate a
payment amount.

TIP

6. By clicking the appropriate column heading, you can opt to sort the listed

bills by Payee, Reference Number, Due Date, or Open Balance.

7. select the check box in the column at the left side of each bill you want

to pay.

As you select bills to pay, QBO updates the Payment column using the bill
amount as the default payment amount (see Figure 5-17). You can change the
payment amount of any bill by typing in the Payment column.

If a vendor credit exists, QBO assumes you want to apply outstanding vendor
credits to reduce the amount you owe a particular vendor.

- &

*

@ Expense Transactions
« €& # | G httpsy//qbo.intuit.com/app/paybills

5 apps @ 020SignIn (@ QBOA Sign i [ O bockmaris

Payment account Payment date Starting check no.
s | | o206 b Print later $78267

Fiter v | Last 305 Days 5 open bills, 4 overdue @ 48
-] | Paves REFNO DUE DATE « OPEN BALANCE CREDIT AP DAYMENT TOTAL AMOUNT
7| Poae 055172015 @ So.a4 86.44 o644

06152016 @ S203.00 205.00 s205.00

0a/152016 €@ 1500 250,00 sas000

[¥]  Brosnanan msurance age 08182016 4 s2atz 24123
Disgo's Road Warrior Bog 07132016 srss.00

4 bills selected Sesr.e7

Total payment {USD) 782.67 15005

Cancel Saveandprint v

8. Click Save and Print, or click the arrow beside Save and Print to choose
either Save or Save and Close.

Click Save or Save and Close to mark the bills paid without printing any checks.
Click Save and Print to print checks and mark the bills paid.

If you choose to pay the bills using a credit card instead of a bank account, the
window looks the same except that no options appear related to printing checks,
just as you’d expect.

If you opted, in Step 4, to print checks later, you can print those checks by choos-
ing Creater> Print Checks. The Print Checks option appears in the Vendors column
of the Create menu.
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IN THIS CHAPTER

» Creating invoices, sales receipts, and
estimates

» Recording payments from customers
» Entering credit memos for customers

» Recording billable expenses

Chapter 6

Managing the Inflow
of Money

his is where the fun starts. “Why?” you ask. Because this chapter covers

stuff related to bringing money into the business, which, from any busi-

nessperson’s perspective, is the reason you started your business — and
therefore the most fun part!

To record most sales-related transactions, you can choose Transactions«=> Sales to
display the Sales Transactions page shown in Figure 6-1; then click the New
Transaction button. If the transaction type you want to record isn’t available on
the Sales Transactions page, open the Create menu by clicking the Create button —
the plus sign (+) icon at the top of QBO, which changes to an X after you click it.
Then, choose the type of transaction you want to record; sales-related transactions
appear in the Customers column (see Figure 6-2).
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FIGURE 6-1:
The Sales
Transactions

page.

FIGURE 6-2:

Sales transactions
appear in the
Customers
column of the
Create menu.

18

GETTING UP-AND-RUNNING

If you've been in business while when you start using QBO, and you have some invoices
you've issued but customers haven't yet paid, you can use those invoices as a learning
tool and enter them as described in this chapter. If you recorded an opening bank
account balance back in Chapter 3, be sure to enter into QBO the deposits you've made
since your last bank statement. If you didn't record an opening bank account balance
back in Chapter 3, or you recorded a bank account balance as of December 31 of last
year, be sure to enter into QBO all the deposits you've made this year, even if they have

cleared the bank.

Click here to start a new sales transaction.

CETL
« C fi @ https/gbe.intuit.com/app/sale:
B Apps D 080Sgal G QBOASEn I

@b QuickBooks

Last 365 Days

[ Batchactions ~

Sales Transactions

- 0 =

[ Other bookimarks

pAEr | Tvee wo. | customer DUE DATE
06162016 Invoice: 1035 Markono w6206
06162016 Fayment ool Car 067162018 000 167552
DEAE/2016  Payment Freeman Sportin... | 08/16/2016 5000 388700
061672016 Invoice: 1096 Froeman Sporin.. 07162016 547750 -
064162016 invoic 1047 SomnenscheinFa.. 07/162016 v
0152016 Payment Amys BraSinc..  0B/152016 s000 s22000
@ Sales Tansactions x - 8 X
€ > € A & hups//gbe.ntuitcom/app/s =
i1 Apps @D 080Signin @ QBOASignIn () Cther bookmarks
(] & [Sampecemsay) | () Hep
Qb QuickBooks Q h
Sales Transactions w
Create
Gustomers Vendors Employees Other
’ -
a = a7
Fiter ¥ | 56t 365 Days
Batch actions v )
£ &k®
DATE ~ TYPE P - ACTION
08162016 Invoice Receive payment |+
06/16/:2016  Payment Cool Cars 067162016 $0.00 $-167552 Closed
0616/2016  Payment Freeman Sporin... | 06/16/2016 $0.00 £387.00 Closed
067162016 Invoice 1036 Freeman Sporin, 07162016 $477.50 $477.50 Open Receive payment | v
06/16/2016  Invoice 1037 Sonnenschein Fa.. 07/16/2016 $362.07 $36207 Ope Receive payment | v
06/15/2016  Payment Amy's BraSanc...  06/152016 50.00 §22000 Closed
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Customizing Forms to Handle Subtotals

©

REMEMBER

FIGURE 6-3:
Turn on the
setting to enable
grouping on

the selected
sales form.

Before we dive into preparing various types of forms, you should address a house-
keeping task: setting up sales forms so that you can include subtotals on them. If
you have no need to subtotal information on your sales forms, you can skip this
section and move on to the next one.

You can subtotal lines on an invoice, an estimate, or a sales receipt. First, turn on
the feature; for this example, I turn on the feature for the Invoice form. Follow
these steps:

1. choose Gear = Custom Form Styles.

The Custom Form Styles page appears, which displays the form styles you have
set up.

In Chapter 3, you saw how to customize forms. If you opted not to set up any
custom forms, you might not see anything listed on the Custom Form Styles
page. In that case, click the New Style button and continue with these steps.

. Select a form to customize, and then click Edit in the Action column.
The Customize Form Style dialog box appears.
3. Onthe left side of the dialog box, click the Activity Table section.

4. Inthe More group, select the Group Activity By check box and make a
selection from the list.

For my example, shown in Figure 6-3, | chose Type.

© Cuttimize form s - 8 x
L c# qbeintuiteom =
i agpn @ GO @ S fgn ") G beckmaris

P —
' Cotmgory
o Deericsion

Acsivity Tabie

Mors v O ity by Type @

Check this box to enable subtotaling.

CHAPTER 6 Managing the Inflow of Money 119



You can select Subtotal Groups if you want QBO to group specifically by the
grouping type you select in Settings. Not selecting the option gives you more
TIP flexibility on the forms.

5. savethe settings.

You'll need to repeat the preceding steps for each type of form (invoice, estimate,
and sales receipt) on which you want to be able to subtotal information.

REMEMBER

Preparing an Invoice

120

You enter invoices in QBO to inform customers that they owe you money for goods
you sold them or services you performed for them. In QBO, you can prepare
invoices and send them using email or using the U.S. Postal Service.

When you prepare an invoice, you include information about what you’re selling
to the customer by including items on the invoice. You create items for both ser-
vices and products using the Products and Services list, as described at the end of
Chapter 4. To enter an invoice, follow these steps:

1. choose Transactions = Sales to display the Sales Transactions page.

2. Click the New Transaction button and, from the list that appears, click
Invoice.

3. Choose a customer.

QBO displays the customer’s mailing address, payment terms, invoice date,
due date, and Send Later option.

If a pane appears on the right side, it displays transactions you might want to
link to the invoice you're creating; you can see examples in the sections
“Preparing an Estimate” and “Creating Billable Time Entries.”

TIP

4. Double-check the Invoice Date, Due date, and Terms, and make an
appropriate selection in the Send Later check box.

If you want to send invoices via email, you can set up your preferences; from
the QBO Home page, click the Gear button beside your company name and
choose Account and Settings.

5. Fillinthe products and services the customer is buying:

a. Click in the Product/Service column and select an appropriate item for
the invoice you are creating.
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@ You can type characters in the Product/Service column and QBO will help
you find the item.

e b. Optionally, edit the Description column for the selected item.

c. Use the Qty, Rate, and Amount columns to supply the quantity of the
selected item you are selling, the rate you're charging for each item,
and the amount the customer should pay. When you supply any two
of the Qty, Rate, and Amount values, QBO calculates the third value.

d. If appropriate, check the Tax box.
e. Repeat Steps a to d to add more items to the invoice.
6. To add a subtotal in the proper place on the invoice:

a. Click the last line on the invoice that should be subtotaled; in Figure 6-4,
I clicked the third line of the invoice.

b. Click the Add Subtotal button, which appears below the lines on
the invoice.

QBO adds a line that subtotals the ones above it. You can continue adding
lines to the invoice, and you can add more subtotals.

7. You can scroll down in the Invoice window, as shown in Figure 6-5, and
select a sales tax rate and, if appropriate, a discount amount or percent.

You see the Sales Tax Rate option on invoices only if you have turned on the
Sales Tax feature by choosing Sales Tax = Set Up Sales Tax Rates.

Click the last line to include in the subtotal.

@ Invaice X — = =
« € # & httpsy/qbo.intuit.com/app/invoic =
2 apps @ QB0Signin @ QBOASignin S

& Invoice ® X

Billing address. Terms Invaice date Due dfte

Net 30 ¢ | orazoe 08/1p/2016

Middlef

# | PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT (USD) TAX

Rock Fountai Rock Fountain 1 275 27500

FIGURE 6-4:

Click the last line
that should be
part of the
subtotaled group,
and then click
Add Subtotal. Click here to add a subtotal. QBO adds the subtotal.

Sustotal 365.00

Printor Preview  Makerecuming  Customize
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Click here to control whether a discount is pre- or post-taxable.

@ Invoice x - a8 X
« € # | & https;/qbo.intuit com/app/invoic ve| =
£ Apps @ Q20 SignIn @ QBOASign n (3 Other bookmarks

& Invoice ® X

Clzaral lines Add sublota Subtotal 365.00

Tauable subtotal $200,00

Message displayed on invoice

: 0.00
Thank you fer you

siness and have a great day!

Discount percent & 0.00

Tatsl 365.00

Statement memo Deposit

Balance dus 365.00
FIGURE 6-5:

Use the bottom
of the Invoice
window to handle

Attachments  Maximum sz: 25MB

sales tax,
discount Show edsing
information,
messages, and P E—— ———————
attachments.
You can also apply a discount to the invoice if you have turned on the company
preference to display the Discount box; type a message to the customer; type
information in the Statement Memo box, which QBO transfers directly to any
statement you create in the future; and attach an electronic document to the
invoice.
You can control whether the discount is a pre-tax or after-tax discount by
@ clicking the switch that appears to the left of the Discount and Sales Tax Rate
boxes. Clicking the switch swaps the position of the two boxes; when the
P Discount box appears on top, the discount is pre-tax.

If, in the Account and Settings dialog box, you turn on the preference to display
the Deposit box at the bottom of the invoice, you can use it to reduce the
amount of the invoice by a deposit amount paid by the customer.

8. To attach an electronic document to the invoice, click in the Attachments
box and navigate to the document or drag and drop the electronic copy
into the Attachments box.

9. Atthe bottom of the window, you can
® Cancel the invoice or clear the window and start again.
® Click Print or Preview to print or preview the invoice.

® Click Make Recurring to set up the invoice as a recurring invoice you
intend to send on a schedule you specify.

® Click Customize to customize the invoice form as described in
Chapter 3.
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Click Save to assign an invoice number and save the invoice in QBO.

Click Save and Send to assign an invoice number, save the invoice,
and email a copy to the customer.

A window appears, in which you can write an email message and look at a
preview of the invoice. After you send your invoice, the email time and
date-stamp information appears in the header.

You can click the arrow beside Save and Send and then choose Save and New

to save the invoice and start a new one, or choose Save and Close to save the
invoice and close the Invoice window. The option you choose will appear the
TIP next time you display the Invoice window. In fact, in any transaction window,

the choice you make appears the next time you open the window.

Recording a Customer Payment

When you receive a payment from a customer, you record it in QBO. You can dis-
play the Receive Payment window in the following ways:

¥ You can click the Create menu and select Receive Payment.

¥ You can click the New Transaction button on the Sales Transactions page and
select Payment.

¥ Inthe Sales Transactions list, you can find the invoice for which you want to
record a payment and click Receive Payment in the Action column.

If you use either of the first two methods, QBO displays an empty Receive Payment
window. You then select a customer, and QBO displays all the customer’s open
invoices in the Outstanding Transactions section, at the bottom of the window
(see Figure 6-6).

If you choose the third method in the previous list, QBO displays the Receive Pay-
ment window, prefilled with the information for the invoice you selected in the
Sales Transactions list.

At the top of the screen, select a Payment Method and select the account in which
you want QBO to place the customer’s payment. In the Outstanding Transactions
section, place a check beside each invoice being paid by the customer’s payment.

So, what happens differently if you use the third method and opt to find the
invoice on the Sales Transaction list, shown in Figure 6-7, and click the Receive
Payment button in the Action column? If you work from the list, QBO automati-
cally fills in the customer name; displays and selects, in the Outstanding
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FIGURE 6-6:

The Receive
Payment window
after selecting a
customer with
open invoices.

FIGURE 6-7:

You can open the
Receive Payments
window from

the Sales
Transaction list.
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Transactions section, the invoice you chose in the Sales Transaction list; and fills
in a proposed payment amount. The window you see when you click the Receive
Payment button looks just like the window shown in Figure 6-6.

@ Recene rayment x - 58 X
« C # | B https;//qbo.intuit.com/app/recvpayment =
£i2 Apps @ 030Signin @ QBOASignin (3 Gher bookmarks

& Receive Payment ® X

Sonnenschein Family Stare ) Find by invoice no.

Payment date

07/13/2016

Payment method Reference no. Deposit 1o Amount recsived

<+ Add new
Checking
Outstanding Transactions Savings
Filter v | A1 Inventory Asset
= &
Invoice # 1038 (07/13/2016) 08/12/2016 365.00 365.00
1-2 of 2 bt
‘Cancel Clear Save and new -
Click here to open a blank Receive Payments window.
@ Sales Transaczions x

€ = € fi @& hipsy/gbo.intuitcom/app/sales
i Apps @ Q20Signin (@ QBOASignin

ab QuickBooks Q 4+ &

Sales Transactions

Unpsid Last 365 Days Paid
$750 $1526 $3.136 Estimate
2 UNBILLED ACTIVITY 10 OVERDUE 12 PAID LAST 30 DAYS

0 ESTIMATE
Sakes Recely
Emplayees aies Reoaipt
Memo
Transactions pempacrage N
Fiter v | ast 365 Days _
Time Actiity
[ | Baichactions ~ S B @&
DaTE~  TVPE NO. | CUSTOMER DUE DATE BALANCE TOTAL | STATUS ACTION
07132016  Invoice 1038  SomenscheinFa.. 0B/12/2016 365,00 £385.00 Open Receive payment | v
06/17/2016  Payment Coel Cars DEAT/2016 £0.00 $-1,675.52
6 Payment Freeman Sportin... | 08/17/2018 s000 $-387.00 | Closad
06/17/2016  Inveice 1028 Freeman Sportin... = 07/17/2016 $477.50 $477.50  Open Receive payment | v
08/17/2016  Invoice 1037 Somnens 0F/17/2016 $36207 £362.07  Open Recelve payment | ¥
0811772016 Inveice w3 Marcne omT2016 s31428 $31428  Oper Recews payment | v

Click one of these buttons to receive payment for a specific invoice.
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QBO interfaces with QuickBooks Payments, Intuit’s online merchant service offer-
ing, so that you can accept ACH and credit card payments from your customers.
Visit http://payments.intuit.com/ or contact Intuit for details.

At the bottom of the Receive Payment window, click Save and New to enter addi-
tional customer payments, or click the arrow beside Save and New and choose
Save and Close.

USING THE UNDEPOSITED FUNDS
ACCOUNT

If you receive more than one customer payment on any given day, you'll find the
Undeposited Funds account a convenient way to handle the money that comes into
your business. If you take several checks to your bank on a given day and deposit all of
them as a single deposit, most banks typically don't record the individual checks as
individual deposits. Instead, the bank records the sum of the checks as your deposit —
pretty much the same way you sum the checks on the deposit ticket you give to the
bank teller.

“And why is this important?” you ask. This fact is important because, when you receive
your statement from your bank, you need to reconcile the bank’s deposits and with-
drawals with your own version of deposits and withdrawals. If you track each customer
payment you receive as a deposit in the bank, then your deposits won't match the
bank’s deposits. And, if you don't use the Undeposited Funds account — and instead
record customer payments directly into your QBO Bank account — your deposits defi-
nitely won't match the bank's version of your deposits.

Herald the arrival of the Undeposited Funds account in QBO, which acts as a holding
tank for customer payments before you've prepared a bank deposit slip. If you place
customer payments in the Undeposited Funds account, you can then use the Bank
Deposit feature in QBO to sum up the payments you receive and intend to deposit at
your bank simultaneously — and, if you don't go to your bank daily to make deposits,
there's no problem. QBO records, as the deposit amount in your QBO Bank account,
the amount calculated in the Bank Deposit window, which will match the amount you
actually deposit at your bank. Then, your bank reconciliation process becomes quick
and easy — well, okay, maybe not quick and easy, but certainly quicker and easier
than if you were trying to figure out which customer payments made up various bank
deposits.

See Chapter 8 for details on preparing a bank deposit and reconciling a bank statement.
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Working with Estimates

You can use estimates to prepare a document that estimates what you need to
charge a client to complete a project; estimates don’t update your QBO accounts
but do enable you to keep track of proposals you make to customers. If a customer
decides to buy, based on your estimate, you can copy the estimate to a purchase
order to easily order the items needed to complete the job. You also can copy the
estimate to an invoice.

You can copy only those estimates with a status of Pending. Copying an estimate
& to an invoice automatically changes the estimate’s status from Pending to Closed.
Therefore, if you want to copy an estimate to both a purchase order and an invoice,

warning  make sure you copy the estimate to the purchase order first.

NON-POSTING TRANSACTIONS

Estimates and purchase orders are two examples of non-posting transactions. Non-
posting transactions don't affect your accounts in any way, but they are helpful because
they enable you to enter potential transaction information you don't want to forget. In
addition to the estimate and the purchase order, QBO Essentials and Plus also enable
you to record two other non-posting transactions: the Delayed Charge and the Delayed
Credit.

You can use a Delayed Charge transaction pretty much the same way you use an esti-
mate. The Delayed Charge transaction records potential future revenue, and you can
convert a Delayed Charge to an invoice in the same way you convert an estimate to an
invoice. For details, see the section “Converting an estimate to an invoice.”

The Delayed Credit transaction enables you to record a potential future credit memo.
When you prepare an invoice for a customer for whom you've entered a Delayed Credit
transaction, QBO displays the Delayed Credit in the pane on the right side of the Invoice
window, and you can add the credit to the invoice. A Delayed Credit transaction differs
from a Credit Memo transaction because a Credit Memo transaction updates your
accounts when you enter it, but a Delayed Credit transaction updates your accounts
only when you include it on an invoice.

You fill out both forms the same way you create an invoice; for details, refer to the
section “Preparing an Invoice.”
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FIGURE 6-8:
Creating an
estimate.

REMEMBER

Preparing an estimate

You prepare an estimate in much the same way you prepare an invoice. To display
the Estimate window, click the Create menu and choose Estimate. Or, if you prefer
to work from the Sales Transactions page, choose Transactions= Sales, click the
New Transaction button, and, from the menu that appears, click Estimate. QBO
displays the Estimate window (see Figure 6-8).

@ Esiimate x - =] B3
€ = € # | B hipsy/qbo.ntitcom/app/estimate %=
H apps @ 020Signin (@ CBOASignhn (3 Other bookmarks
(& Estimate ® X
ary RATE AMOUNT | TAX
1 ars 27500 ¥

Subtatal 3337.50

Tansble sublotal $337.50

Choose a customer, and QBO displays the customer’s address information and
the estimate date. You supply the estimate’s expiration date and optionally
select the Send Later option. Figure 6-8 also shows a Crew # field that appears
because the estimate was customized. You can read more about customizing forms
in Chapter 3.

QBO sets an estimate’s status as Pending as long as the estimate is open and has
not expired or been converted to an invoice. The status appears just above the
customer’s billing address.

To fill in the products and services the customer is considering for purchase, click
in the Product/Service column and select an item. You can type characters in the
Product/Service column and QBO will help you find the item. QBO fills in any
default information stored about the item. You can change the description, quan-
tity, rate, amount, and taxable status of the item. Repeat this process to add more
items to the estimate.

If you scroll down in the Estimate window, you see the additional fields shown in
Figure 6-9.
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Click here to control whether a discount is pre- or post-taxable.

@ Esimate
& = O # | B hips//qbointitcom/app/estimar =
£ Apps @ QBOSignIn ) QBOASignn T
& Estimate ® X
s $337.50
Taxable sublotal $337.50
Measage displayed on estimate N 000
Disat £0.00
Total 333750
Meme Estimate Total $337.50

Attachments  Maximum siz=: 2513

FIGURE 6-9:
The bottom of
the Estimate
window.

Print or Proview  Make recuri Customize

You can select a sales tax rate, apply a discount percentage or dollar amount to the
estimate if you have the company preference turned on to display the Discount
box, type a message to the customer, type information in the Memo box, and
attach an electronic document to the estimate.

To attach an electronic document to the estimate, click in the Attachments box
and navigate to the document or drag and drop the electronic copy into the Attach-
ments box.

You control whether the discount is a pre-tax or post-tax discount by clicking the

switch that appears to the left of the Discount and Sales Tax Rate boxes. Clicking

the switch swaps the position of the two boxes; when the Discount box appears on
rememser  top, the discount is pre-tax.

At the bottom of the window, you can

¥ Cancel the estimate or clear the window and start again.
¥ Click Print or Preview to print or preview the estimate.

¥ Click Make Recurring to set up the estimate as a recurring estimate you intend
to send on a schedule you specify.

¥ Click Customize to set up a custom form style for the estimate.

¥ Click Save to assign a number to the estimate and save it in QBO.
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WARNING

¥ Click Save and Send to assign a number to the estimate, save it, and email a
copy to the customer. A window appears, in which you can write an email
message and look at a preview of the estimate. After you send your invoice,
the email time and date-stamp information appears in the header.

You can click the arrow beside Save and Send and then choose Save and New to
save the estimate and start a new one, or choose Save and Close to save the esti-
mate and close the Estimate window.

Copying an estimate to a purchase order

So, you did a good job on your estimate, and now your customer wants to purchase
based on the estimate you provided. In this case, you often want to use the esti-
mate information to prepare a purchase order for a vendor. QBO Plus enables you
to copy an estimate with a status of Pending to a purchase order if you turn on the
feature.

An estimate’s status determines whether it can be copied. If the estimate is open
and has not expired or been converted to an invoice, the estimate’s status is Pend-
ing. Converting an estimate to an invoice automatically changes the estimate’s
status to Closed. So, copy an estimate to a purchase order before you convert the
estimate to an invoice.

Be aware that QBO includes on purchase orders only those items for which you
have selected the “I Purchase This Product/Service From a Vendor” option. If you
include items on the estimate for which you have not selected this option, those
items won’t copy to the purchase order. To solve this problem, you can edit your
items and make sure you select the option.

To give yourself the option of copying an estimate to a purchase order, follow
these steps:
1. click Gear= Account and Settings.
QBO displays the Account and Settings dialog box.
2. Cclick Expenses on the right side of the dialog box.
3. Clickin the Purchase Orders section.
QBO enables editing for the options in that section.
4. select the Copy Estimates to Purchase Orders option (see Figure 6-10).
5. clicksave.
6. click Done.
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FIGURE 6-10:
Enabling the
option to copy
estimates to
purchase orders.

FIGURE 6-11:
Getting ready to
copy an estimate
to a purchase
order.
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@ sewings x - & X
€ - C fi | & htpsy/gbo.intuit.com/app/accountsettin
i Apps @ QE0Signin () QBOASignin (3 Otner bookmaris

Account and Settings @

Gompany Default bill payment terms

Biling & Subscription

Purchase orders V| Use purchase orders @ on
Sales Custom fields (7 on
Crewe # v
Expensas
Sales Rep v
Advancad
on

Custom transaction numbers (&

Default message on purchase orders

[¥] Copy sstimates to purchase orders & on

Prvacy | Sscunty

ienms of Seies

Click here.

At this point, you’ll find you can copy any estimate with a Pending status to a
purchase order. Follow these steps:

1. create and save a new estimate using the steps in the preceding section,
“Preparing an estimate,” or open an existing pending estimate.

2.

At the top of the Estimate window, click the down arrow beside the Copy
to Invoice button and choose Copy to Purchase Order (see Figure 6-11).

Click here.

@ Estimate x
€ - € A | 8 hups//gbo.intiteom/app/estimate we| =
£ Apps @) QB0SionIn (@ QBOASign b (3 Other bookmarks
& Estimate #1002
Bill's Windsurt Shop & | surGinuiteom ~ . $33 7 50
Copy o involoa ¥
Pencing v Sena taer
Copy to purchase order
Billing addross Estimate date Expiration dts
Bill Lucchini STNo0I6
Bill's Windsurf Shop
12 Ocean .
Half Moon Bay, CA 84213 P
#  PRODUCT/SERVICE DESCAIPTION ary RATE AMOUNT | TAX
1| Design:Fountans:Rock Fountai Rock Fountain 1 275 27500 v @
2 DesignFauntainsPump Fountain Fump 1 15 [EC RV |
3 DesgnFountainsConcrte  Concrate for fountain instaliation 5 as0 750 v @
o
Add lines Glsar at ines Asd subtotal Subtotal $337.50
Taxable sublotal $337.50 -

Print or Preview

Make rocurring

Customize  More
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FIGURE 6-12:
A purchase order
QBO created
from an estimate.

REMEMBER

You might see the message that explains that some items on the estimate
might not carry over to the purchase order. The message appears because
some items on the estimate are set up without the “I Purchase This Product/
Service From a Vendor” option selected.

3. Ifthe message appears, click OK to dismiss it.

QBO creates a purchase order using the information from your estimate and
displays it in the Purchase Order window (see Figure 6-12).

© Purchaze Order x - B8 X
&« € A | G https;//gbo.intuit.com/app/purchaseorder?srcTenid="147&srcTxnTypeld=35 7=
H: apps @ 020Signn @ CBOASignn ot bocbai
& Purchase Order ® X

Ship via Sales Rep

» Account details

¥ ltem details

ary RATE AMOUNT | CUSTOMER

4. Editthe purchase order as necessary, selecting a vendor and adding any
more items to the purchase order.

5. savethe purchase order.

Converting an estimate to an invoice

When you’re ready to prepare an invoice for a customer based on an estimate you
previously created, save yourself some time and effort and convert the estimate’s
information to an invoice. You can, if necessary, make adjustments to such an
invoice by adding or removing lines. You can convert an estimate’s information to
an invoice using any of several approaches.

Converting an estimate to an invoice in QBO automatically changes the estimate’s
status from Pending to Closed.

First, you can open the Invoice window and select the customer with the open
estimate. QBO displays available documents you can link to the invoice, including
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any estimates (see Figure 6-13). Click the Add button at the bottom of an estimate,
and QBO automatically adds the estimate information to the Invoice window.

Click here to add estimate information to the invoice.

® voice x - & X
€« € A & httpsy/qbo.intuitecom/app/invoic ol =
£ Apps @) QB0Signin ) QBOASignn Bl
& Invoice ® X
> P L,
emily Stos 4| [F $O OD Add to Invoice

Add al

Terma Invoice date Dus date

Estimate #1001

Net 30 + 07/13/2016 08/12/2016

# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  TAX

FIGURE 6-13:
Converting an
estimate to an

invoice from the
Invoice window.

PrintorProview  Makerecuming  Customize

Second, you can filter the Sales Transactions page to display only estimates, and
click the Start Invoice link in the Action column beside the estimate you want to
convert (see Figure 6-14). QBO displays an invoice that contains all the lines
available on the estimate.

Third, from the Sales Transactions page, you can click the estimate to open it (and
review its content, if you want). In the Estimate window of any estimate with a
status of Pending, you’ll find a Copy to Invoice button, as shown in Figure 6-15;
click that button, and QBO displays the Invoice window containing all the infor-
mation from the estimate.

Regardless of the method you use, after you have converted an estimate on an
invoice, QBO changes the estimate’s status from Pending to Closed. Be aware that
QBO closes the estimate even if you don’t invoice the customer for all lines on the
estimate. Also be aware that you can change an estimate’s status from Closed to
Pending, but, if you do, you are making all lines on the estimate available for
invoicing — and you could then accidentally invoice your customer twice for the
same goods. So, if your customer buys only some lines on the estimate but intends
to buy other lines at a later point in time, your best bet to ensure that you have the
right information available for a future invoice is to let QBO close the original esti-
mate and create another estimate for only the lines the customer didn’t yet buy.
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Filtering to view only estimates

@ Seles Transaciions x — B X
€ - € fi & htpsy/qbo.intuitcom/app/sales
H2 Apps @ Q30'Signln @ QBOA Sign in (3 Other bookmarks

@b QuickBaoks &[S @ e
Home Sales Transactions Import Transactions ¥ N(.wll;}ns’.cl?nﬂ -

Unbilad Las . Unpaid st 365 Days. Pad
2 ESTIMATES 2 UNBILLED ACTMITY. 10 OVERDUE 12 PAID LAST 30 DAYS
~
Filter ¥ | Last365 Days Estimates
| Eetonactons ~ ap e
DATE ~ NO. CUSTOMER TOTAL | LAST DELIVERED "] STATUS ACTION
0IMY2016 1002 | Bilfs Windsur Shop Pending Start invoice |
07/13/2016 1001 Sonnenschein Family Store Pending Start invoice | »
07/13/2016 1003 Cool Cars £15.00 Closed Print| v
FIGURE 6-14: 0R/14/2016 | 1001 | Sonnenschein Family Store $a6207 Closed print [+
Click the Start 06/13/2016 1001 | Paulsen Medical Supplies $1.005.00 Closed Print | v
Invoice link to use PRI P oo oot | P+

estimate
information on
an invoice. Click this link to start an invoice based on an estimate.

Click here to copy estimate information to an invoice.

@ Estimate x - a8 X
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£ Apps @ QB0SignIn @ QBOASign I

& Estimate #1001
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Copy o involsa

Pending v Sena oter
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Billing address Estimate date Expiration date

Fuss Sonnenschein

oo P
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5647 Cypress Hill Ave.
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4 | Desgn:Fountains:Rock Fountai Rock Fountaim 1 275 21500 o i
FIGURE 6-15 2 Design:Fountains:Pump Fountain Pump 1 15 1500 ¢ i
. 3 DesgnFountansiConcrete  Concrete for fountain instaliation 5 950 750 ¢ i
Click Copy to
Invoice to display o
Clear af lines Sublotal $337.50

estimate
information on
an invoice.

Taxable subtotal -|

Saveandclose v
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Copying an existing estimate

Suppose that you have an existing estimate — even one you’ve already converted
to an invoice — and you want to create a new estimate using most of the informa-
tion on the existing invoice. You can make a copy of the existing estimate, edit the
copy as needed, and then save the new estimate. Making a copy saves you time
because you don’t need to reenter a lot of information.

On the Sales Transactions list, click the estimate you want to copy to open it in the
Estimate window. Notice that, in Figure 6-16, I've displayed an estimate with a

status of Closed.

At the bottom of the window, click the More button and, from the menu that
appears, click Copy.

The estimate’s status is Closed.

@ Estmate
« € A & fttpsy/gbo.intuit.com/app/estimate?txnld=10C
# Apps @ Q20 Sign 1| @ QBOA Sign n

(>  Estimate #1001

Familiystore@intuit.com $36207

Send ater

Billing addross. Estimats date Expiration date

DB/14/2016

56:
Middlefield. CA

Crewe

# | PRODUCT/SERVICE DESCRIPTION QY RATE AMOUNT = TaX

Design-Fountains:Rock Fountal Rock Founain 1 275 21500 v [

2 Desar

FIGURE 6-16:
CIICk .Copy to Print or Preview Make recurring
duplicate an
estimate, even if
it's closed. Click here to copy the estimate.

QBO opens a new estimate that already contains the information of the estimate
you copied. Just above the Billing Address information, you see a message that
explains that the estimate you’re viewing is a copy and you should make any
changes you need (see Figure 6-17). For example, change the customer, and QBO
updates the Billing Address information. Feel free to add or delete lines as needed.
When you finish making changes, click Save or Save and Send, as appropriate.
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FIGURE 6-17:
Edit the
duplicated
estimate and
save it.

The message indicating you're working in a duplicate estimate

© tetimate 5 x
&« € A | 8 httpsi//gbo.intuit.com/app/estimate?srcTxnld =1008isrcTknTypeld=35 =
2 Apps (@ QB0SignIn () QBOASign = g
(& Estimate ® X
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Working with Sales Receipts

You use invoices when you need to track money that a customer owes you but
hasn’t yet paid. But suppose that your customer pays you at the time you sell
goods or render services. In these situations, you don’t need to enter an invoice;
instead, you can enter a sales receipt. And, if you’re shipping the items to the
customer, you can print a packing list, which shows the quantities of the items the
customer purchased without price information.

Entering a sales receipt

To enter a sales receipt, click Create-> Sales Receipt or, from the Sales Transac-
tions page, click New Transaction Sales Receipt to display the window shown in
Figure 6-18.

The sales receipt form closely resembles other sales forms you’ve seen in this
chapter: You select a customer — QBO fills in customer billing address informa-
tion and assigns today’s date to the transaction — enter a payment method and
optional reference number, and select the account into which QBO should place
the funds. See the sidebar in this chapter, “Using the Undeposited Funds account,”
for information on selecting an account from the Deposit To list.
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FIGURE 6-18:
A sales receipt.

You fill out the rest of the Sales Receipt transaction the same way you fill out an
invoice transaction; if you scroll down in the window, you’ll find the same fields
at the bottom of the Sales Receipt window as the ones that appear at the bottom
of the Invoice window.

@ sales Raceipt x - 8 x
« C' # | B https;//qbo.intuit.com/app/salesreceipt w| =
332 Apps @ 080Signin @ GBOASignn (1 Other bookmarks
(& Sales Receipt #1040 ® X
Kate Whelan % | | Kate@MWhelan.com $’I 5 OU

Payment method Reference no. Deposit 1o

Subtotal §15.00

Printing sales receipts and packing slips

You can print both the sales receipt and, if appropriate, a packing list. To print
either document, click the Print or Preview button at the bottom of the Sales
Receipt window. Regardless of the document you opt to print, QBO saves the sales
receipt and then displays a preview window. If you opt to print the sales receipt,
QBO displays a preview window you can use to scroll through the appearance of
the sales receipt. But, a better preview appears when you click the Print button
(see Figure 6-19).

Notice that the sales receipt displays all pertinent information, including the
prices of items.

If you opt to print the packing slip, QBO again saves the sales receipt if you haven’t
already saved it. Then, QBO again displays a preview window you can use to scroll
through the appearance of the packing slip, but, a better preview appears when
you click the Print button (see Figure 6-20).

Notice that the packing slip identifies only what the customer bought and not how
much the customer paid.
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FIGURE 6-19:
The Print Preview
window for a
sales receipt.
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€ = C i | & hupsy/qbo.ntuitcom/app/salesreceipt
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Total: 1 shect of paper [ —
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Packing Slip

Change..

FIGURE 6-20:
The Print Preview
window for a
packing slip.

Giving Money Back to a Customer

It happens. It’s a bummer, but, it happens. Occasionally, you need to return money
you have received from a customer.

If a customer returns merchandise to you, issue a credit memo. Alternatively, if

you need to refund money to a customer — perhaps because goods arrived
damaged and the customer doesn’t want to reorder them — issue a refund receipt.
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FIGURE 6-21:

Entering a credit

138

memo.

Recording a credit memo

If a customer returns goods previously purchased or if you and your customer
agree that the customer’s outstanding or future balance should be reduced, record
a credit memo in QBO.

By default, QBO automatically applies credit memos to outstanding or future
invoices. If you want to change that behavior, open the Account and Settings dia-
log box (choose Gear menu=> Account and Settings) and click Advanced on the left.
Scroll down to the Automation section on the right, and click the Automatically
Apply Credits option.

You enter a Credit Memo transaction pretty much the same way you enter an
invoice; to display the Credit Memo window shown in Figure 6-21, you can click
the Create menu button and choose Credit Memo or, from the Sales Transactions
page, you can click the New Transaction button and choose Credit Memo.

© Credrt Hemo - 65 X
€ > @ # [B hips//qbointuitcom/app/credimemo =
£ apps @ 00SignIn € QB0ASign b (3 Other bookmaris
& Credit Memo ® X
Sennenschein Family Stove ¢ | | Familiystore@intuit.com $’I O OO
Billng oddress Gredit Memo Date
07132016
Crowe
+ | PropucT/SERVICE DESCRIPTION arv RATE AMOUNT | TAX
inkiers:Sprnkd. Sprnkler Hoacs s 2 1000 v
Addlnes Subtotal $10.00
Toxable sublotal $10.00

Select the customer, fill in the products or services for which you are issuing a
credit memo, fill in the bottom of the Credit Memo window with appropriate infor-
mation, and save the transaction. This transaction window is very similar to the
Invoice transaction window: Refer to the section “Preparing an Invoice” for details.

You can enter a credit memo for a customer even if that customer currently has no
outstanding invoices; when you enter the customer’s next invoice, QBO will apply
the credit memo to the invoice.

When you enter a credit memo for a customer who has outstanding invoices, QBO
applies the credit memo to an outstanding invoice; if you view the Sales
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FIGURE 6-22:
An invoice to
which QBO
has applied a
credit memo.

FIGURE 6-23:

By default, QBO
applies credit
memos to

an existing
outstanding
invoice.

Transactions list for that particular invoice, you’ll notice that its Status is Partial,
meaning that the invoice is partially paid (see Figure 6-22).

@ Seles Transactions x - 0 x

<« C A & hups//gbo.ntuitcom/a
§2 Apps @ QE0Signin (D QECASign

(53 Other beokmarks

@ ook G[SRpE) @ o
Home 07/13/2016  Credit Memo 041 Sonnenschein Family Store 07/13/2016 50.00 $1275 | Closed Pint v
o 071372016 | Payment Sonnenschein Family Store 07/132016 $0.00
. 071372006 | Invoice 1089 CoolCars 0811272016 $15.00 Reoeive payment v
05/1772016  Payment Cool Cars 06172016 000 167552

Employees
061772016  Payment Freeman Sporting GooCs:068 Ocea . | 08/17/2016 80,00 £-387.00

Transactions
0611772016 Invoice 1036 Freaman Sporting GooGx:0963 Ocea . | 07/17/2016 477,50 $47750 | Open Receive payment | v
081772016 Invcice 1087 Sonnenschein Family Store 0717206 342,32 $362.07  Partial — Receive payment | v
08/17/2016  Invoice 035 Mark Cho 07172016 831428 $31428  Ope Racsive payment | v
08/16/2016  Invoice 1084 | Rondonuwy Fruit and Veg 07/162016 578.60 §78.60  Oper Receive payment | ¥
06r1672016  Payment Trawis Wakkon 06/16/2016 $0.00 58100 Close
05/16/2016  Payment Amy's Bird Sanctuary 06/162016 50.00 §-22000 | Glose
06/16/2016 | Invoice 1083 | Geeta Kalapatapu 07162016 $629.10 $62910  Ope Recenve payment | v
061152016  Refuna 1020 Pye's Gakes 50,00 $8750 | Paia Prin
081572016  Payment Freeman Sporting Goods:S5 Twin Lane | 06/15/2016 $0.00 $5000 | Closed 4

Invoice with a credit memo applied

If you click the invoice to view it, you'll see the credit amount on the Amount
Received line at the bottom of the invoice (see Figure 6-23).
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The credit amount appears here.
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Issuing a refund to a customer

Use QBO’s Refund Receipt transaction if you need to refund money to a customer
instead of reducing an outstanding or future balance. In this example, I'm going
to issue a refund check to a customer, which will deduct the amount of the refund
from a Bank account and reduce an Income account. The customer didn’t return
any items.

To account for refunds you issue when a customer doesn’t return an item, first set
@ up an account called something like Returns and Allowances and assign this
account to the Category Type of Income and a Detail Type of Discounts/Refunds
TIP Given. Then set up a service on the Products and Services list and call it something
like Customer Refunds or even Returns & Allowances. Do not select Is Taxable for
the service. Assign the service to the Returns and Allowances account and don’t

assign a default Price/Rate.

Filling in the Refund Receipt window is very similar to filling in the Invoice win-
dow, so, if you need more details than I supply here, see the section “Preparing an
Invoice.” To display the Refund Receipt window shown in Figure 6-24, click the
Create button — the plus (+) sigh — and choose Refund Receipt in the Customers
column. Select a customer, and QBO fills in related customer information.

@ Refund Receipt x - =] E3
€ > @ A B hpsy/gbo.intuitcom/app/refundreceipt =
i apps @ 0ECSignln () QBOASign e
& Refund Receipt @ X

Amy's Bird Sanctuary & |  Birds@lnwit.com $25 OO

Refund Receipt dote:

32016

# | PRODUCT/SERVICE DESCRIPTION aty RATE AMOUNT  TAX

Refunds & Allowances Refund chack, n0 items retumed 25.00 25.00

FIGURE 6-24:
Issuing a
refund check.

Subtotal $25.00

Order checks Print or Preview  Make recuming

Select a payment method and an account; if you select a Bank account like I did,
QBO lists the Bank account’s current balance and the next check number associ-
ated with the account. If you want, click the Print Later check box.

In my example, the customer isn’t returning any items, so I selected the Refunds &
Allowances service. If your customer is returning items, select the item in the
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Product/Service column that the customer is returning in exchange for the refund
and don’t select the Refunds and Allowances service shown in Figure 6-24.

You can scroll down to the bottom of the Refund Receipt transaction window and
fill in all the same information available at the bottom of an invoice.

Creating Billable Time Entries

Your employees might work directly for you on activities needed to run your com-
pany (such as preparing customer invoices or entering accounting information
into QBO), and they might also perform work directly related to your customers.
In the latter case, you might want to track the time employees spend on client-
related projects and then bill your customers for your employees’ time.

To track time, you use either the Time Activity window or the Weekly Timesheet
window; regardless of the window you use, QBO tracks the time entered and,
when you prepare an invoice for a client for whom time was recorded, QBO
prompts you to add the time to the invoice.

In this section, you’ll learn to enter time using both the Time Activity window and
the Weekly Timesheet window, and you’ll see how QBO prompts you to include
the billable time on a customer’s invoice. Note that a time entry that you can bill
back to a customer is called, cleverly, billable time.

Entering a single time activity

Open the Time Activity window using the Create plus (+) sign menu at the top of
QBO. Follow these steps:
1. click the Create plus (+) sign button to open the Create menu.
2. Inthe Employees column, click Single Time Activity.
QBO displays the Time Activity window shown in Figure 6-25.
. From the Name list, select the employee or vendor who performed the work.

Enter the date the work was performed.

From the Customer list, select the customer for whom the work was
performed.

From the Service list, select the service that was performed.

NoO UhWw

. Place a check in the Billable box, which changes to the Bill At box, and
supply an hourly rate.
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FIGURE 6-25:

The Time Activity

142

window.

@ Time Activity x - I x
&« € # | B https//qbo.intuit.com/app/timeactivity7t=s w| =
2 Apps @D 0BOSignin @ QBOA Sign n (3 Other bookmaris

©  Time Activity ® X
Name | Emily Platt s Teme | 3.00

Datc | 077132016 Descripton | Garden Lighting

Design:Lighting s

v Bilats 1500 perhour

£
-

Summary 3 hours at $15,00 per hour = 45

Taxable

8. If the work performed is subject to tax, place a check in the Taxable box.
9. In the Time box, enter the amount of time spent on this activity.

You can enter start and end times, including any break time, by checking the
Enter Start and End Times box; QBO calculates the time spent and displays it
below the Description box.

10. enter a description of the work that will appear, by default, on an invoice.
You can change the description after adding the time entry to the invoice.

11. click save to save the entry or Save and New to enter another time
activity.

If you click the arrow beside Save and New, you can choose Save and Close.

Using a timesheet to record time

If you prefer to enter time in a grid format that shows the days and dates for a
week, then the Weekly Timesheet, shown in Figure 6-26, is for you. To enter time
using this window, follow these steps:

. Click the Create button — the plus (+) sign — to open the Create menu.

. In the Employees column, click Weekly Timesheet.

Select the name of the person whose time you're recording.

Select the week for which you want to record time.

TAWN=

. Inthe Details section, select a customer name, a service item, and, if
appropriate, supply a description.
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FIGURE 6-26:
The Weekly
Timesheet.

@ Wesky Timezhest x - 8 x

« C' # | B htips;//gbo.intuit.com/app/timetracking =
£ Apps @ Q20Signkn @ GBOA Signn (3 Other bookmarks

Emily Platt 5 TH1/201610 TATROTE & 9 4 5
S [

> Garden Lighting  Billale 1500 /Mr | Taxable 300 sz o0 ]

Copy kast timesheet

6. To bill the time back to a customer, select the Billable check box and
provide a rate at which to charge the time.

7. Fillin the time worked on the appropriate day.

8. Click Save, Save and New, or click the arrow beside Save and New and
select Save and Close.

Adding a billable expense to an invoice

You can add billable time entries to an invoice in a couple of ways. For example, if
you view any customer’s page, QBO displays a list of outstanding transactions, as
shown in Figure 6-27. In the Action column of any billable time entry, QBO dis-
plays a Start Invoice button that you can click to start an invoice to the customer
and include the billable expense on the invoice. To view a customer’s page, click
Customer in the Navigation bar and then click a customer’s name.

But you don’t need to go looking for billable time entries. QBO prompts you to add
them to any invoice you create for a customer for whom billable time entries exist.
Start an invoice (from the Create menu — the plus sign — click Invoice) and select
a customer. If the customer has billable time entries, they appear in the pane on
the right side of the screen (see Figure 6-28).

Click the Add button in each billable time entry that you want to add to the invoice.
Or, to add all the entries, click the Add All button at the top of the pane on the right.
QBO enters each billable time entry’s information on a line on the invoice, filling in
the service, description, quantity, rate, and total amount. You can edit any informa-
tion on the line as needed. Fill in the rest of the invoice as described in the section
“Preparing an Invoice,” adding other lines that might not pertain to time entries.
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FIGURE 6-27:
Viewing a
customer’s page
in QBO.

FIGURE 6-28:
Creating an
invoice for a
customer with
billable time
entries.
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Don’t forget that you can add a subtotal for time entries, if you choose. See
the first section in this chapter, “Customizing Forms to Handle Subtotals,” for

details.

Click here to display your customer list and select a different customer.

These lines contain billable expenses.

@ Customers x
€« C A 8 httpsy//ay
£ Apps @ QB0SinIn @ 080ASign In

intuit.com/aj tomerdetailznameld=21

- 6 %

(3 Gther bookmarks

o] {8 Sample Company felp
ab QuickBooks @
" s:—IRondonuwu Fruit and Vegi = 2 Edi
ome
847 California Ave., San Jose, CA 85021 N
$78.60
Add notes IPEN
I $0.00
Transaction List Customer Detalls
§ Batchactons v Fitter v )
DATE v TYPE NO. DUE DATE BALANCE TOTAL STATUS ACTION
07162016 | Tima Charge 07162016 s0.00 $30.00 | Opar Start inveice
07/16/2018 = Time Charge 071672016 $0.00 $45.00 Open
06/16:2016 | Invoice 1034 076016 57860 S78.60  Opar tlw
06/15:2016 | Time Charge o7r162016 5000 $30.00
06/15/2016 - Time Charge 0716206 $0.00 §45.00

Click here to add all entries to the invoice.

@ Invoice x
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# Apps @ Q20SignIn @ QBOASign b
& Invoice
Rondonuwu Fruit and Vegi 2 | | Tony@Rondonuwu.com $O OO
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#  PRODUCT/SERVICE DESCRIFTION ary RATE AMOUNT  TAX
1 ]
! ]
i Subotal s0.00
Tanable subiotal
Message displayed on invaics N
Thasik you for your business and have a great day! W
Discount percent & $0.00

Print or Preview CGustomize

Make resurring

Add al

Billable time
$30.00
Tree and Shrub Timming

Gada | open

Billable time
$45.00
Garden Lighting

CAdd | Oper

Click here to add a single entry to the invoice.
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IN THIS CHAPTER

» Examining registers

» Working with registers and
transactions

Chapter 7
Working in Registers

hapters 5 and 6 show you how to enter transactions such as checks, sales
receipts, invoices, and customer payments using various QBO transaction
windows. You also see ways to find and filter for certain transactions.

But transaction windows and lists aren’t the only way to work with transactions
in QBO. You can use registers. Some people are more comfortable entering
transactions, particularly checks, into a register.

And many people find it easy to use a register to quickly view the transactions that
affect a particular account and find particular transactions, as described at the end
of this chapter.

Understanding Registers

You use registers to see every transaction that affects a particular account.
Registers in QBO contain much of the same information you find in the paper
registers that banks give you along with handwritten checks. To view the register
for a particular account, click Gear=> Chart of Accounts. Then use the View
Register link in the Action column to display the register of a particular account
(see Figure 7-1).
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Click here.

@ Chart of Accounts, x — & X
€ = C i | B hupsy/qbo.intuitcom/app/charofaccounts =

£ Apps @ Q20 SignIn @ QBOASign n (3 Other bookmarks
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< Al Lists

o
NAME TYPE » DETAIL TYPE QUICKBOOKS BALANCE = BANK BALANCE ACTION
Chacking *; Bark & Checking 1,201.00 -3,621.93
Savings % Bark & savings 800.00 20000
Acoounts Racenable (A Acoounts ceiable (VF) | Accounts Receivabe (A) 528152
FIGURE 7-1: Uncategorized Asset Other Current Asssts Other Current Asssts 0.00 View register |
Use the Chart of
Undeposited Funds Other Current Assets Undeposited Funds 2,062.52 iew register | v
Accounts page to
. Tuck 18,495.00
open a particular
R Deprecatio Aceumuiatsa Deprecato 000 -
account’s
H Original Cos! Vehicles 13,495.00 .
register.

When you switch to a register, QBO assumes you want to enter a new transaction
and displays a new transaction window at the bottom of the register. In Figure 7-2,
I’ve closed that new transaction window so that you can see a Bank account
register in QBO as it appears by default.

D o x
« € A G https;//gbo.intuit.com/app/
12 Apps @ QBOSIgnIn () QBOA Sign in

[ Otner bookmarks

(o] imple Company | | () Help
ab QuickBooks A + € -
< Back to Chart of Accounts ENDING BALANCE
H, I Reconcile
ome . | Bank Balance
Bank Register | checking O\ e $1 ,201 .00
Customers
Goto: 1 of 1 144 of 44
Vendors
nonA
Employees Vv o B &
DaTE » REF NO. PAYEE MEMO PAYMENT DEPoSTT | o BALANCE
TYPE ACCOUNT (=]
07106120 ss0000 s1.20100

Mastercard

081252016 Tania's Nursery seasn s2,101.00
Cash Purc Job Expenses:Job Materials: Plants and S.

08/22/2015 7 Pam stz s75.00 52,12450

Legal & Pror
08/22/2015 7 Hicks Hardware 522875 52,109.50
FIGURE 7-2: Cheok
Atyplcal Bank 08/22/2016 6350.15 §242825

Deposit ~spit.

account register.

The register page displays the name of the account — in this case, Checking —
and its ending balance at the top of the register.
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TIP

Because the bank account register shown in Figure 7-2 is electronically connected
to its counterpart at a banking institution, you also see the balance in the account
as that financial institution reports it — and in this case, the balance at the bank
is negative.

One rule you need to remember about registers: They are not available for all
accounts. You’ll find that registers are available for all balance sheet accounts
except Retained Earnings. Balance sheet accounts fall into the following QBO
account category types:

¥ Bank

¥ Accounts Receivable

3 Other Current Assets
¥ Fixed Assets

3 Other Assets

3 Accounts Payable

¥ Credit Card

3 Other Current Liabilities
¥ Long Term Liabilities

¥ Equity

You see these account category types when you add a new account to the Chart of
Accounts or when you view the Chart of Accounts page in QBO.

If you use account numbers, then typically all asset accounts begin with 10000, all
liability accounts begin with 20000, and all equity accounts begin with 30000.
This numbering scheme is not carved in stone, but most accountants recommend
that you follow these guidelines when you assign numbers to the accounts in your
Chart of Accounts.

Within the register, you see column headings that identify the information
contained in each column for every transaction and, at the right edge of a register
page, you see a running balance for the account. All the transactions in a Bank
account register affect a Bank account — along with some other account, as
dictated by the rules of accounting (double-entry bookkeeping, a founding principle
of accounting, means that every transaction affects at least two accounts). The
amount shown in the Balance column is a running balance for the account as long
as the register is sorted by date.
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FIGURE 7-3:

A bank account
register in Paper
Ledger Mode.

REMEMBER

148

At the end of this chapter, in the section “Other Things You Can Do in a Register,”
you learn how to sort a register so that it appears in some order other than the
default transaction date order. Be aware that if you sort by any column other than
the Date column, the Balance column won’t display any information because the
information wouldn’t make any sense.

By default, the latest transactions appear at the top of the register, but, if you
prefer, you can change the appearance of the register to use Paper Ledger Mode,
as shown in Figure 7-3. In Paper Ledger Mode, QBO lists transactions from earli-
est to latest — similar to the way transactions appear when you use a paper bank
account register. In a paper register, you enter your transactions as they occur, so
the earliest transactions appear at the top of the register and the latest transac-
tions appear at the bottom of the register.

Click here.

@ Register x - fq x
€ - C fi |8 hupsy/qboinwiteom/app/registeraccountid=35
£ Apps @ Q20 SignIn @ QBOASign n 3 Otherp

$1.201,00 Hial

ab QuickBooks

< Back to Chart of Accounts

Bank Register | checking

1-44 of dd.

‘
i
[y}

MEMO PAYMENT

Q1 Payment 538.40 453205

Click here.

When you switch to Paper Ledger Mode, QBO assumes you want to enter a
new transaction, as described later in this chapter in the section “Entering a
transaction,” and automatically displays a new transaction window at the bottom
of the register page.

To switch to Paper Ledger Mode, follow these steps:

1. click the Table Settings gear above the Balance column.

Refer to Figure 7-3.
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TIP

2. Fromthe drop-down menu that appears, click Paper Ledger Mode to
select it.

QBO reorders the transactions in the register so that they appear in date order
from oldest to newest.

In addition, QBO displays a new transaction window at the bottom of the
register.

To switch back to the register’s regular appearance, repeat the steps above; when
you remove the check beside Paper Ledger Mode, QBO reorders the transactions in
the register in date order with the latest transaction at the top of the register page.

QBO remembers the setting you select for the register’s appearance; if you choose
to display the register in Paper Ledger Mode, the next time you display any regis-
ter, QBO displays it in Paper Ledger Mode.

In addition to using Paper Ledger Mode, you can control the appearance of a reg-
ister in a few other ways; you can

¥ Change the size of columns
¥ Control the number of rows on a page in your QBO company

¥ Reduce each register entry to a single line

QBO remembers adjustments you make in registers, even after you navigate away
from the register. Further, if you open a different register, QBO applies your adjust-
ments to that register.

To change the size of any column, slide the mouse pointer into the column head-
ing area on the right boundary of the column. In Figure 7-4, I’m resizing the Ref
No. Type column. When the mouse pointer changes to a pair of left- and right-
pointing arrows connected to a pair of vertical bars, drag the pointer. Dragging to
the left makes the column narrower, and dragging to the right to makes the col-
umn wider. As you drag, a solid vertical line helps you determine the size of the
column. Release the mouse button when the column reaches the size you want.

If resizing columns doesn’t satisfy your viewing needs, you can save space
horizontally by removing columns from the register. To do so, you use the options
on the Table Settings gear. Click the Gear button above the Balance column (see
Figure 7-5). In the Columns section, remove the checks beside any options you
don’t need to view; by default, QBO displays the Memo, Reconcile and Banking
Status, and Running Balance columns. Remove the checks beside these options
and QBO removes their columns from the register.
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FIGURE 7-4:
Resizing a
column.

FIGURE 7-5:
Options you can
use to control the
appearance of
the register.

REMEMBER
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To save space vertically, place a check mark in the Show in One Line box and
change the number of rows that appear on a page. You can display 50 rows, 150
rows, or 300 rows. Figure 7-6 shows a register displaying a single line for each
transaction.

By default, if you opt to show transactions on a single line in the register, QBO
hides the Memo and the Reconcile and Banking Status columns.
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FIGURE 7-6:

A register
displaying one
line for each
transaction.
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Entering and Editing Transactions

REMEMBER

Many people are comfortable using a Bank account register to enter a check or a
bill payment; some people are also comfortable entering a bill in the Accounts
Payable register or an invoice in the Accounts Receivable register. But, even if
you’re not comfortable entering transactions in a register, many people find
viewing a transaction in a register very easy and helpful.

You open a register from the Chart of Accounts page. To open the Chart of Accounts
page, click the Gear button beside your company’s name and, from the menu that
appears, click Chart of Accounts in the Settings column. From the Chart of
Accounts page (shown earlier in Figure 7-1), you click the View Register link in the
Action column beside any account that displays the link to display that account’s
register; all accounts displaying the link are balance sheet accounts.

Entering a transaction

Because checks are the transaction most often entered using a register, I’m focus-
ing the discussion in this section on Bank account registers. After you click the
View Register link of a Bank or Credit Card account, you can enter a transaction
into the register.

If you need to add attachments to transactions you enter, display the Attachment
column in the register; click Table Gear Settings=> Attachments. You can see
the open Table Gear Settings menu in Figure 7-5. Displaying the Attachments
column automatically gives you the option to add an attachment as you enter a
transaction.
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FIGURE 7-7:
Select the type of
transaction you
want to enter.

REMEMBER

By default, when you first open a register, QBO assumes you want to add a trans-
action and opens the window you use to enter the most common transaction type
for that register — in the case of a Bank account, QBO opens the Add Check win-
dow. But let’s suppose that you’ve already entered a transaction and now you
want to enter another transaction. To start a new transaction and enter it, follow
these steps:

1 . Click the down arrow beside the Add button.

The Add button, which appears just below the Date column heading, is named
Add Check in Bank accounts and Add CC Expense in Credit Card accounts.

After you open the list box, QBO displays the list of available transaction types
(see Figure 7-7).

For you keyboard fans, you can press Ctrl+Alt+N to open the Add list box.

@ Fegt - & X
<« & | & hitpsy/qbo.intuit.com/app/register’accountld=35 =
i Apps @ QBOSignIn @ QBOA Sign T
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Goto: 1 of 1 144 0fas
AYRY] B
DATE * REF NO. PAYEE MEMO PAYMENT DEPOSIT v BALANCE
TYPE ACCOUNT P

90000 s1,201.00

52350 $2,101.00

526315 §2428.35

Click here to display the available transaction types.

QBO displays only those types of transactions available in the account register
you opened. For example, you can record a customer payment in a Bank
account register, but you cannot enter a customer invoice. Similarly, you can
record a check or a bill payment in a Bank account register, but you cannot
enter a vendor bill.

2. From the list that appears, select the type of transaction you want to
enter.

QBO fills in today's date and displays lines so that you can complete the
transaction (see Figure 7-8).
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FIGURE 7-8:
Entering a check
in a Bank account
register.
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3. necessary, change the transaction date.

4. PressTab and, if appropriate, change the check number for the
transaction.

5. PressTaband supply a Payee name.

For example, if you're recording a payment you received from a customer,
select the customer’s name. If you're writing a check, select the check recipi-
ent's name.

6. PressTab and, in the Memo column, supply any memo information you
want to record for the transaction.

7. PressTab and, in the appropriate column, provide the amount of the
transaction.

In a Bank account register, record a payment you're making in the Payment
amount box and an amount you're depositing in the Deposit amount box.

8. Press Tab.

QBO places the mouse pointer in the Reconcile and Banking Status column.
This column displays a character representing the status of the transaction:

C for Cleared or R for Reconciled. When the column is blank, the transaction is
neither cleared nor reconciled. Typically this column is updated when you
download or reconcile transactions.

If the account is also connected electronically to your financial institution, this
column also indicates whether a transaction was added or matched when
transactions were downloaded via the account’s bank feed.
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TIP

Don't be tempted to adjust the reconciliation status of a transaction from this
screen because doing so adjusts the account's reconciled balance but the
adjustment doesn't show up on reconciliation reports. You'll have a mess on your
hands if you modify the reconciliation status outside the reconciliation process.

9. Press Tab.

QBO's placement of the insertion pointer depends on the type of transaction
you're entering. For example, if you're entering a Sales Receipt, a Receive
Payment, a Bill Payment, or a Refund transaction, QBO places the insertion
point in the area where you can save the transaction.

If, however, you're entering a Check, a Deposit, an Expense, a Transfer, or a
Journal Entry transaction, QBO places the insertion point in the Account
column. Select the other account affected by the transaction (in addition to the
account whose register you have opened). For example, if you're entering a
check, select an Expense account. If you enter an account and press Tab, you
can enter a memo for the transaction.

To add an attachment to the transaction, click the Add Attachment button in the
lower left corner of the window. QBO opens a standard “Open” dialog box, where
you navigate to the electronic document you want to attach to the transaction.
Once you find it, click it and click Open to attach it to the transaction.

10. click the Save button that appears in the transaction.

Keyboard fans, press Ctri+Alt+S.

QBO saves the transaction and starts another of the same type. You can click
Cancel to stop entering transactions.

Editing a transaction

You can edit the transaction in the register by clicking the transaction and then
making changes. Or, if you prefer to use the transaction window for the type of
transaction you selected, click the Edit button. For example, if you opt to edit an
Expense transaction in an account register, QBO displays the transaction in the
Expense window. If you opt to enter a Check transaction, QBO displays the trans-
action in the Check window. See Chapter 5 for examples of transaction windows.

Other Things You Can Do in a Register

154

Registers wouldn’t be all that useful if you could only add and edit transactions.
You need to be able to find transactions easily. And, it’s always helpful to be able
to print a register.
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FIGURE 7-9:
Sorting
transactions by
date, from latest
to earliest, is the
default order
QBO uses

to display
transactions.
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WARNING

Sorting transactions

After a while, the number of transactions in a register can make the Register page
very long, especially in a Bank account register. Looking for a transaction by
skimming through the register — or eyeballing — can be a nonproductive way of
finding a transaction. Instead, sort to help you find a particular transaction.

You can sort by any column in the register simply by clicking that column head-

ing. In Figure 7-9, the transactions are sorted by date, in descending order from
latest to earliest; note the downward-pointing arrow in the Date column.

Click a column heading to sort by that column.

@ reguter x - o
<« € A & httpsy/qbo.intuit.com/app/register/Zaccountld=
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ab QuickBaoks
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s900.00 $1,201.00

cC-Credi

To sort the transactions by date from earliest to latest, click the Date column; the
arrow changes direction and points upward. Or suppose you want to search for
transactions for a particular payee. You can click the Payee column heading to
sorting transactions in alphabetical order by payee, and you can click the column
heading a second time to sort in reverse alphabetical order.

You can sort by any column heading except the Account, Balance, Memo, and
Attachment columns. And, if you sort by any column other than Date, the Balance
column won’t display any information because the information wouldn’t make
any sense.
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FIGURE 7-10:
Displaying
available filters.

Q

TIP

Filtering transactions

When sorting seems like the long way to find a transaction, try working with
filters. Click the Filter button that appears just above the Date column, and QBO
displays a variety of ways you can filter register transactions (see Figure 7-10).

Click here to view filter options.

Currently selected filter
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s
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Find —

The current filter appears just beside the Filter button. When you haven’t selected
any filters, you see All beside the Filter button.

If you’re looking for a transaction of a certain dollar amount, enter the amount,
making sure that you don’t forget the currency symbol. When you filter by
amounts, use these examples as a guideline:

¥ 1234 will find all checks or reference numbers with 1234.

¥ $500 will find all transactions that equal $500.

¥ >$25 will find all transactions with amounts over $25.

To display transactions for a specific transaction date, use the All Dates box to
select one of the predefined date ranges (such as Last Week) or use the Date From
and To dates to view transactions only within that timeframe.
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FIGURE 7-11:

A list of
transactions QBO
found based on
criteria specified
in the Filter
window.

You also can filter by a transaction’s reconciliation status, transaction type, or
payee.

Any transactions that meet the criteria you specify in the Filter window appear in
the register after you click Apply. In addition, the selected filter appears beside the
Filter button (see Figure 7-11). You can click the Clear Filter/View All link to clear
the filter and redisplay all transactions in the register.

The current filter appears here.
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« € A & httpsy/qbo.intuit.com/app/register/7accountld= =
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Printing a register

When doing research, many people find it easiest to print the information that
appears in the register. To do so, click the Print button beside the register’s
Table Gear button (at the right edge of the register, just above the Balance column).
QBO displays the Print tab, with your register formatted for printing (see
Figure 7-12).

Select the printer you want to use and make any other necessary selections, such
as the pages to print, the number of copies, and the layout orientation. When you
finish selecting settings, click Print. When the report finishes printing, you can
close the Print tab to redisplay your register in your QBO company.
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IN THIS CHAPTER

» Managing the order and appearance
of Bank accounts

» Connecting QBO Bank and
Credit Card accounts to accounts
at financial institutions

» Making bank deposits

» Reconciling a Bank account

Chapter 8

Handling Bank and
Credit Card Transactions

he real title of this chapter should be “Handling Bank and Credit Card
Transactions and Other Banking Tasks,” but my editors said that title,
although accurately descriptive, was too long.

So, in a nutshell, this chapter covers the ways you can connect Bank and Credit

Card accounts in QBO to their counterparts at financial institutions. You also find
out how to make bank deposits and reconcile your bank statement.

Controlling the Appearance
of Bank Accounts

Before diving in to using Bank accounts, let’s take a look at a few things you can
do to make your life easier while working with Bank accounts.

Bank accounts (and Credit Card accounts) appear on the QBO Home page and also

on the Bank and Credit Cards page. You can control the order in which your
accounts appear on these pages. For example, perhaps you’d like your accounts to
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appear in alphabetical order. Or maybe you’d like them to appear in most used
order. Whatever works for you.

On the QBO Home page, click the pencil that appears to the right of Bank Accounts
(see Figure 8-1). The pencil changes to the Save button. Then using the icon that
appears to the left of an account, drag up or down to move the account. Once the
accounts appear in the order you want, click the Save button. Changes you make
will appear on both the Home page and on the Bank and Credit Cards page.

Click here to change the order in which bank accounts appear.

@ QuickBook: = a X
€ - C fi & hipsy/gbo.intuitcom/app/homepage ve| =
£ Apps @ QB0 SignIn @ QBOASignn (3 Otifer bookmarks
] 6% | Sample Company | () Hel
@ QuickBooks o E =
@ romo _Craig-s D.esin and Landscaping Services N T | -
Mastoroard
Income Last 365 Days Chesking
$5,282 $1526 $3,136 =
PEN INVOICE v DL PAID LA
+ Registars v
Expenses Last 30 days v
Activities Al 4
FIGURE 8-1: $2_'| 86 s 75 Repar *  Nesds aftention
Drag accounts to TR z:?ﬂh i fndomsor M e Read
9 gal & Pr 1t st
place them in the 5216 b Expenses
i e July 19, 2016 |

order you want.

In addition to changing the order of accounts, you can, to some extent, control the
information that appears in the table on the Bank and Credit Cards page. For
example, you can opt to

¥ Display check numbers
¥ Display Payee names
¥ Make the date field editable so that you can change it if necessary

¥ Display more detailed information about a transaction by displaying informa-
tion provided by the bank

¥ Copy bank detail information into the Memo field

@ You can display the Memo field in an individual bank register; see Chapter 7 for
details.

TIP
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To display the Bank and Credit Cards page, choose Transactions« Banking. To

make changes to the page’s appearance, click the Gear button that appears just
above the Action column (see Figure 8-2).

Click here.
@ Bant and Credit Cards - d x
€ - € A | 8 hupsy/gbo.intiteom/app/bankingaccountld
£ Apps @ Q20 SignIn @ QBOASign n

@b QuickBocks QL + O
$-362193

BANK BALANGE Mormeets sz

$1,201.00
IN QUIGKBOCKS

Excluded

SPENT RECE

FIGURE 8-2:

Use the table
Gear button

to make changes
to the Bank and
Credit Card
page table.

You also can make adjustments to the column widths in the table on the Bank and
Credit Cards page, and QBO will remember any column width adjustments you
make, even after you sign out of QBO and then sign back in.

Connecting QBO Accounts
to Financial Institutions

QBO offers three ways to connect QBO Bank and Credit Card accounts to corre-
sponding accounts at financial institutions:

¥ Connect directly if your bank supports a direct connection.

3 Use QuickBooks Web Connect.

¥ Import transactions stored in an Excel file.
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You have a fourth option: You don’t have to connect at all. If you choose this
fourth option, skip to the end of this chapter, where I discuss making bank depos-
its and reconciling bank statements. If you aren’t sure whether to connect, read
through this section until you make up your mind.

Connecting. .. or not connecting

I don’t think Shakespeare would mind if I paraphrased Hamlet: “To connect or not
to connect, that is the question.”

In QBO, you might be able to directly connect QBO Bank and Credit Card accounts
to their counterparts at financial institutions. I say “might” because not all finan-
cial institutions support directly connecting to QBO. If you bank at an institution
that doesn’t support a direct connection, you can use the QuickBooks Web Connect
method to export transactions from the financial institution’s website into QBO.

Before I dive into connecting, it’s important to understand that you don’t have to
connect. You can work along quite happily in QBO without ever connecting an
account at a financial institution to one in QBO. You simply enter transactions that
affect the appropriate account and, monthly, you reconcile the accounts.

So, why connect? Most people connect to accounts at financial institutions so that
they can electronically verify (by matching) the transactions recorded in QBO with
the ones recorded at the financial institution. Connecting is, therefore, primarily
a matter of convenience.

CONNECTING AS A FORM OF DATA
ENTRY ... NOT!

Don't be tempted to use connecting as a method for entering information into

QBO. You might think you'll save time because you won't have to fill out transaction
windows in QBO, but, in reality, you won't save time. As you see later in this chapter, you
need to review every downloaded transaction and confirm that it is properly assigned in
QBO. And, even if you review transactions daily, you won’t have an up-to-date version of
your accounting information, because you will know about transactions that have not
yet cleared your financial institution. That means that the account balances in QBO
won't really be up-to-date unless you enter transactions in QBO and use connecting as a
method of confirming that your QBO balances match financial institution balances.
Long story short: It's safer to enter transactions and use connected account information
to confirm QBO balances.
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FIGURE 8-3:

The dialog box
you use to create
an account.

Connecting Bank or Credit Card accounts

When you add a new Bank or Credit Card account, you can opt to connect it to a
financial institution — or you can choose not to connect to a financial institution,
as you read in the preceding section. The method you choose to add a new account
depends on whether you want to connect it to a financial institution.

Just a reminder: See Chapters 5 and 6 for details on entering transactions that
affect a Bank account. You typically use an Expense transaction to record credit
card purchases and sales receipts to record refunds to a credit card.

Adding but not connecting

In Chapter 3, I show you how to create a new Bank account in QBO. The technique
I use in Chapter 3 assumes that you do not want to connect the QBO Bank account
to its corresponding account at a financial institution. If you want to set up and
not connect a Credit Card account, you use the same technique. For example, fol-
low these steps to set up a Credit Card account that you don’t intend to connect to
a financial institution:

1. click the Gear button beside your company’s name and, from the left side
of the menu that appears, choose Chart of Accounts.
QBO displays the Chart of Accounts page.

2. Cclick the New button on the Chart of Accounts page to open the Account
dialog box (see Figure 8-3).

Account
Category Type *Name

Gredit Card 3 Visa - Chase
* Detail Type Description

Credit Card Chase Bank Visa

Is sub-account
Balance as of

Credit card accounts track the balance 536.54 || 07/19/2016

due on your business credit cards.

Create one Credit card account for each

credit card account your business uses

Car Saveand Close v

CHAPTER 8 Handling Bank and Credit Card Transactions 163



w

Open the Category Type list and choose Credit Card.

4. you're using account numbers, supply a number for the new account.
5. Optionally, you can enter your account’s balance as it appears on the last
statement.
& If you enter a balance, QuickBooks updates both the account balance and the
Opening Balance Equity account, and your accountant probably won't be

happy with you. | suggest that you not enter a balance.
WARNING

6. Click Save and Close.

QBO redisplays the Chart of Accounts page and your new account appears in
the list.

You’ll need to enter expense transactions that have occurred since you received
the last statement for this credit card account.

REMEMBER

Adding and directly connecting

If, on the other hand, you want to create an account that is connected to a financial
institution, you can do so if your financial institution offers the option to connect
directly to QBO accounts. Gather up the user ID and password you use to log in to
the financial institution online and follow these steps:
1. Inthe Navigation bar, choose Transactions => Banking.

QBO displays the Bank and Credit Cards page.
2. Inthe upper right corner, click Add Account (see Figure 8-4).

QBO starts a wizard that helps you connect to a financial institution.

3. On the first wizard page, shown in Figure 8-5, you either provide your
financial institution’s website address, or you click your financial
institution’s name if it appears on the page.

To expand the search for banks, click the Search Global Banks option at the
right edge of the website address box.

TIP The screen that appears next depends on whether you typed a web address or
clicked one of the popular banks onscreen. I clicked Chase.

4, Supply your user ID and password and click the Log In button.

Follow any additional onscreen prompts you see to finish setting up the
account.
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Click here.
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DIRECTLY CONNECTING AFTER THE FACT

Suppose that you originally decided that you didn’t want to connect a Bank or Credit
Card account to a financial institution, but now you've decided that you do want to con-
nect, and your bank supports direct connection. You're not out of luck.

If you follow the steps outlined for setting up an account that is connected to a financial
institution, you'll end up with two accounts on your QBO Chart of Accounts for the same
account. And that's okay because you can then merge the accounts so that the con-
nected account ends up containing all the transactions from the unconnected account.

But | think you'll find it easier to connect after the fact by following these steps, which
don't involve merging accounts; instead, you get the opportunity to identify accounts at
your bank that should correspond to accounts in QBO:

1. Choose Transactions > Banking.

2. Click the Add Account button.

QBO displays the page shown previously in Figure 8-5, where you select the bank
with which you want to connect.

3. Select your bank, supply the user ID and password you use to sign in to your
bank’s website, and click Log In.

A page appears, listing the accounts you can connect.
4. Select the accounts you want to connect to QBO and choose Connect.

You'll then be given the option to select accounts in QBO to tie to the selected online
accounts.

Downloading activity

166

PART 2

Once you’ve connected a Bank or Credit Card account to QBO, you download
activity from the bank so that you can compare transactions you’ve entered in
QBO with those the bank has cleared. The method you use to download activity
depends on the method you use to connect to your financial institution.

Downloading information for a directly
connected account

This is kind of a silly heading for the book, but I need a way to get your atten-
tion. You see, if you connect your account directly to a financial institution as



WARNING

described in the preceding section, transactions download automatically
whenever

¥ Yousigninto QBO,
¥ You manually update connected accounts to check for new transactions,

¥ The bank automatically downloads transactions, which can happen periodi-
cally while you're working in QBO,

¥ You upload transactions to QBO that you obtained via QuickBooks Web
Connect (see the next section for details on QuickBooks Web Connect), and

¥ You create or change an auto-add rule (you can read more about auto-add
rules later in this chapter, in the section “Establishing rules to accept
transactions.”

So, if you connect your account directly to a financial institution, you don’t need
to take any action to download transactions.

You can view downloaded transactions by choosing Transactions« Banking to
display the Bank and Credit Cards page, from which you can compare transactions
and resolve any issues. Later sections in this chapter cover more about using the
Bank and Credit Cards page to review and, if necessary, resolve any questions.

Downloading information using
QuickBooks Web Connect

If you can’t connect your account directly to QBO, perhaps because your financial
institution doesn’t yet support QBO, you’re not out of luck. Instead, you can use
QuickBooks Web Connect, which has been around for years. If you were previously
a QuickBooks desktop user, you might have used QuickBooks Web Connect. When
you use QuickBooks Web Connect, you download transactions from your financial
institution’s website to your computer, and then you upload the downloaded
transactions from your computer to QBO.

Because QuickBooks Web Connect files are not encrypted, you should not use a
public computer to download information using QuickBooks Web Connect.

To use QuickBooks Web Connect, follow these steps:

1. Log in to your financial institution’s website and look for a link that
enables you to download to QuickBooks.

Some banks have a “Download to QuickBooks” link. If you can’t find the link,
contact your financial institution and let them direct you to the link. After you
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FIGURE 8-6:

Click the File
Upload button or
click the arrow
beside the
Update button
and select File
Upload.
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find it, make note of where it appears on your financial institution’s website for
future use.

2. Using the link you found in Step 1, select any of the following file formats:
® .gbo: QuickBooks
® _gfx: Quicken
o .ofx: Microsoft Money
If you save your file to some other format, QBO won't be able to upload it.
3. Select the dates for the transactions you want to download.

If you download transactions with dates that precede the opening balance you
entered for the account in QBO, the account’s opening balance will change.

4. save the file to a location on your computer where you'll be able to find
it later.

Many people download to the Downloads folder or to their Windows desktop.

5. To upload the file to QBO, log in to QBO and, in the Navigation bar,
choose Transactions => Banking.

QBO displays the Bank and Credit Cards page.

6. Atthe right side of the page, click the arrow beside the Update button
and choose File Upload (see Figure 8-6).

QBO starts the Upload Bank File wizard and displays the screen shown in Figure 8-7.

Click here to access the File Upload option.
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FIGURE 8-7:
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7. click the Browse button, navigate to the location where you saved the
transactions you downloaded in Step 2, and select the downloaded file.

8. Click Next.

QBO displays a screen where you select the QBO account into which you want
to upload the transactions.

9. select the QBO account where the transactions should appear and
click Next.

QBO uploads the transactions to the selected QBO account (The process can
take a few minutes.)

10. when you see the confirmation screen, click Finish.

After you successfully upload a QuickBooks Web Connect file, you should delete it
because it is not encrypted and it contains your account information.

Importing transactions via Excel

If your bank supports downloading transactions to a CSV format (a comma-
separated values format that can be read by Excel), you can download your banking
activity to a CSV format and then import it into your QBO Bank account. First, log
in to your bank’s website and save your banking transactions. QBO can import CSV
files formatted in either three or four columns, as shown in Tables 8-1 and 8-2.
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TABLE 8-1 An Acceptable Three-Column Format

Date Description Amount
1/1/2019 Example payment -100.00
1/1/2019 Example deposit 200.00
TABLE 8-2 An Acceptable Four-Column Format
Date Description Credit Debit
1/1/2019 Example payment 100.00
1/1/2019 Example deposit 200.00

Open your CSV file using Excel and make sure it matches one of these formats; if
necessary, edit it. Then, follow these steps to import the transactions:
1. choose Transactions > Banking in the Navigation bar.

2. Click the arrow beside the Update button and, from the menu that
appears, click File Upload.

The Upload File page, shown earlier in Figure 8-7, appears.

w

Click the Browse button, select the CSV file you downloaded from your
bank’s website, and click Next.

P

Select the account into which you want to import transactions and
click Next.

o

On the Map CSV Columns screen that appears, match the fields in QBO to
the fields in your CSV file and then click Next (see Figure 8-8).

The transactions you can import from your CSV file appear, with a check box to
the left of each transaction. To avoid importing a particular transaction, select
its check box.

o

Click Next.

QBO displays the number of transactions that will be imported and asks if you
want to import the transactions.

N

Click Yes to import the transactions.

When QBO finishes importing the transactions, a confirmation screen appears.

o0

Click Finish.

The Bank and Credit Cards page appears, and the transactions you imported
appear on the New Transactions tab.
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Handling downloaded activity

After you download transactions using either download method, you evaluate
each transaction and, as appropriate, use them to update QuickBooks. From the
Bank and Credit Cards page, you match, exclude, or add transactions downloaded
from a financial institution to your QBO company.

Don’t worry; if you make a mistake, you can fix it, as described later in this chap-
ter in the section titled (what else?) “Fixing mistakes.”
REMEMBER

Choose Transactions= Banking to display the Bank and Credit Cards page (see
Figure 8-9) and, if necessary, select an account by clicking it at the top of the page.

You match transactions the same way for bank accounts and for credit card
accounts.

TIP
Just below the accounts, QBO displays three transaction status tabs:

¥ If you click For Review, transactions appear that you have downloaded but
have not yet specified how you want to handle.

¥ Ifyou click In QuickBooks, transactions appear that you have downloaded and
added to QBO.

¥ Ifyou click Excluded, transactions appear that you have downloaded and
decided not to include in QBO.
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FIGURE 8-9:
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Tabs used to view and filter downloaded transactions

To view the transactions you need to consider, click For Review. QBO displays a
button you can use to take batch actions — I'll discuss that button in a moment —
and two additional tabs:

3 The All tab lets you view all downloaded transactions for the selected account.

¥ The Recognized tab displays downloaded transactions that QBO thinks it
knows how to handle.

Both the All tab and the Recognized tab display the same information; think of the
Recognized tab as a filtered version of the All tab.

In the Category or Match column, QBO suggests a way to assign each transaction.
Using both information from other businesses like yours and your past behavior,
QBO tries to identify downloaded transactions that potentially match transactions
you entered in QBO. If you have previously accepted a transaction from a vendor,
QBO assumes that you want to assign the same category to subsequent transac-
tions for that vendor. And, if you change the payee on a transaction, QBO will
suggest that change the next time a transaction appears for that payee.

Although the suggestions are helpful, after a while, you might find yourself wish-
ing that QBO would stop suggesting and just record the transaction — and you can
use auto-add rules to accomplish that behavior. See the section “Establishing rules
to accept transactions” later in this chapter for details.
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REMEMBER

When QBO finds no matches, the words “Uncategorized Expense” or “Uncatego-
rized Income” appear in the Category or Match column. When QBO finds only one
possible match, QBO assumes the match is accurate and assigns the transaction
accordingly; transactions like these appear in green in the Category or Match col-
umn; you can still make changes to the transaction before you accept it. If QBO
finds multiple possibilities, QBO doesn’t actually assign information to the trans-
action but notifies you of possible matches by displaying the match information in
the Category or Match column in gray.

Read on to learn how to handle these situations.

Excluding transactions

Let’s examine that Batch Actions button now. As you evaluate new transactions,
you need to decide first whether they belong in QBO. I suggest that you identify
transactions to exclude and then exclude them before you deal with transactions
you intend to include in QBO. That way, you eliminate transactions that need no
further consideration. When might you exclude a transaction from QBO? Suppose
that you accidentally used a business credit card to pay for groceries. This trans-
action is not a business expense and shouldn’t be part of your QBO transactions.
So, you can exclude the transaction from QBO.

When you reconcile your statement, remember that the statement balance will
include all transactions, not just those you included in QBO.

To exclude a transaction, follow these steps:

1 . On the For Review tab, select the check box beside each transaction you
intend to exclude.

2. Click the Batch Actions button above the list of transactions.

3. From the menu that appears, click Exclude Selected.

QBO moves the selected transactions to the Excluded tab.

Including transactions

The remaining transactions fall into two categories: those that don’t have an
obvious matching transaction in QBO and those that do. And, you can identify the
category into which a transaction falls using the Action column. If you see Add in
the Action column, QBO couldn’t find an obvious matching transaction; if you see
Match in the Action column, QBO did find a potentially matching transaction
(refer to Figure 8-9). QBO makes its best guess for adding or matching transac-
tions, but it isn’t perfect.
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TIP

TIP

When QBO guesses correctly ...

You need to confirm or change each transaction before you include it in QBO. If the
listed transaction information is correct, you don’t need to individually add or
match transactions as described in the rest of this section. Instead, you can follow
the steps in the preceding section except, in Step 3, click Accept Selected.

If you need to make the same change to a number of transactions, select those
transactions and choose the Modify Selected option in the Batch Actions list.

When QBO doesn’t know...

QBO might not know how to handle a transaction (for these transactions, QBO
displays the words “Uncategorized Expense” or “Uncategorized Income” in the
Category or Match column), or QBO might simply guess wrong. In these cases, you
need to change the transaction before you accept it.

When you click any transaction that you intend to add to QBO, QBO expands the
transaction information so that you can change the details of the transaction (see
Figure 8-10). For example, you can use the option buttons above the transaction
information to specify whether you want to add the transaction, search for a
matching QBO transaction, or transfer the transaction information to another
account. You also can change the category QBO suggests to one you deem more
appropriate, and you can click the Split button to distribute the transaction among
multiple categories. After you make your changes, you can click the Add button to
add the transaction to QBO.

If you're working with a bank account transaction, be aware that you can change
the check number if needed.

If you change the transaction’s category, QBO will assume, in the future, that all
transactions for the selected vendor should be assigned to the category you choose.
You can change this behavior by clicking the Edit This Setting link just below the
vendor’s name. When you click the link, you can choose to leave future transac-
tions uncategorized or to create a custom rule; I talk about rules in the next sec-
tion, “Establishing rules to accept transactions.”

You also can add attachments to any transaction using the Add Attachment link at
the bottom of the expanded transaction information window.

When you click a downloaded transaction that QBO suggests you match to an
existing QBO transaction, QBO displays a different set of details (see Figure 8-11).
You can select the correct matching transaction, search for other matching trans-
actions, add the transaction (and supply account information for it), or transfer
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the transaction to a different account. After you make your choices in this window,
you can click the Match button at the right edge of the window.

Click here to change QBQ’s behavior when assigning categories.

@ Bankand Credit Cards X — a8 X
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ez Lars Lamination Statonary & Printng s15000

4 | | swionery & Printing :H Dt ) spl
LARA'S LAMINATION BUSINESS CARD
We'll set Lara's Lamination o Stationery & Printing from now on. Edit this setting
'BANK DETAIL LARA'S LAMINATION BUSINESS GARD | i} AGE ATIGCITI 2N ey
074052016 Squeaky Kizen Car Squeaky Kleen Car Wash| $1999 Match
FIGURE 8-10:
. 06/28/2016 Bob's Burger Bab's Burger Joint. 1897 Match
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FIGURE 8-11:
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yOU C| ICk a ® CC Expense 07/05/2016 $19.99 Squeaky Kieen Car Wash
Find other matching transactions

CC Expense D6/28/2016 $18.99 Squeaky Kieen Car Wash

transaction you
plan tO matCh tO BANK DETAIL SQUEAKY KLEEN GAR WASH
an existing QBO

transaction.

Repeat the process of adding and matching until you’ve handled all downloaded
transactions.

Establishing rules to accept transactions

We’ve already established that QBO tries to learn your habits as you review down-
loaded transactions; you can help the process along by establishing rules for QBO
to follow. When you set up rules, you speed up the review process because, effec-
tively, you tell QBO in advance how to treat certain types of transactions.
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THE ORDER OF RULES

The order of the rules you establish matters. QBO uses your rules in the order they

appear on the Rules page and applies only one rule to any particular transaction. To
ensure that QBO applies the correct rule to a transaction, you can reorder the rules.
Drag the waffle icon that appears to the left of the rule on the Rules page.

@ Rules x - & =

« C # B hopsy//qbointuitcom/app/olbrles =
£ Apps @ QBOSignin @ QB0ASign in (3 Oiner bookmarks

NO.  RULE NAME CONDITICNS SETTINGS AUTG-ADD ACTIONS

a
p

Drag here to reorder rules.

Suppose that you set up two rules in the following order.

® Rule 1: Categorize all transactions under $10 as Miscellaneous Expenses.
® Rule 2: Categorize all McDonald's transactions as Meals & Entertainment.

If @ $12 dollar transaction from McDonald's appears, QBO applies Rule 2. But if a $7.50
transaction from McDonald's appears, QBO applies Rule 1.

How rules work

Suppose, for example, that you purchase gas for business-use cars from Shell gas
stations and you always pay using a credit card you’ve connected to a financial
institution in QBO. Effectively, you want to categorize all transactions at Shell sta-
tions to your Fuel expense account.
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FIGURE 8-12:
QBO displays
a Rule icon for
transactions
for which it
finds a rule.

You can manually assign the category to one of these transactions and wait for
QBO to “learn” your preference, or you can set up a rule for QBO to follow. When
you establish a rule, you specify information such as the accounts and the types of
transactions (money in or money out) to which the rule should apply.

You can create a rule that affects all accounts or a rule that affects specific accounts.

You then identify criteria that individual transactions should meet before QBO acts
on the transactions. Last, you stipulate the information QBO should assign to
transactions that meet the criteria. For example, you can specify a transaction
type and a category.

The rules you establish can work in one of two ways:

3 QBO can use your rule to suggest changes to downloaded transactions that
you then review and approve. Or

3 You can opt to have QBO automatically apply the rule to all transactions that it
determines match the rule’s conditions and add those transactions to QBO.

When you use the first approach, QBO identifies, on the For Review tab of the Bank
and Credit Cards page, transactions for which it finds and expects to apply a rule.
You can identify these transactions because, in the Category or Match column,
they display a Rule icon, as shown in Figure 8-12.

e fH sanking
£ Apps @ QB0 SignIn @ QBOASignn

https://qbo.intuit.com/app

A transaction to which QBO applied a rule
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FIGURE 8-13:
The Rule
dialog box.

QBO uses different icons to identify transactions matched by rules but not yet
added to your company and transactions added automatically by rules; you can
read more about these icons in the section “Fixing mistakes.”

The second approach might seem risky, but it really isn’t. Even though QBO auto-
matically applies the rule, you can still make changes to transactions that QBO
automatically accepts.

Creating a rule

You set up either type of rule — the one that suggests changes and you must
review them, and the one that automatically adds transactions based on a rule —
using the same steps. There’s only one step where you do things differently; I’ll
point out that step when I get there.
1. choose Transactions=> Banking.

The Bank and Credit Cards page appears.

2. Onthe right side of the page, click the down arrow beside the Update
button and choose Manage Rules.

QBO displays the Rules page, which appears in the figure in the sidebar “The
order of rules.”

3. Click the New Rule button in the upper right corner of the Rules page.

QBO displays the Rule dialog box shown in Figure 8-13.

EED x - B8
&« € A G https;//gbo.intuit.com/app/olbrulefruleld= W=
ti2 apps (@ 030SignIn € QB0A Sign iy [ Cmer bookmarks
Rule ® X
Rule name For n
Equipment Renta Money out
9 g ¥ Mastercard
When a transaction meets | ai + | of these conditions Example Bank USA.
. o il | Checking
Bank text 4 | Contains 3 (| e SR
Add line + Savings
Example Bank USA.
Set one or more of the following
Transaction type
Expense
Payes Galegory
Ells Equipment Rer | ¢ | | Equipment Rental
piit
Mem
Delete Save
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FIGURE 8-14:
Set the
information you
want QBO to
apply to
transactions
when it uses
the rule.

4, Assign the rule a name — one that will be meaningful to you.

5. Identify whether the rule applies to money coming into QBO or money
flowing out of QuickBooks, and select the accounts to which you want
the rule to apply.

6. Use the “When a Transaction Meets" section to set criteria QBO should
use when examining downloaded transactions to determine whether to
apply the rule to them.

You can set multiple criteria using the Add Line button, and you can specify
that a transaction should meet all or any of the criteria. Specifying “all” is more
stringent and QBO is more selective about applying the rule.

The first list box in the section enables you to specify whether QBO should
compare the transaction description, the bank text, or the transaction amount
to a condition you set. For those inquiring minds out there, Description (the
transaction description) refers to the text that appears in the Description
column of the Bank and Credit Cards page. The Bank Text option refers to the
Bank Detail description the bank downloads; you can view the Bank Detail
description if you click any downloaded transaction. The Bank Detail descrip-
tion appears at the bottom left of the transactions being edited back in
Figures 8-10 and 8-11.

7. Atthe bottom of the Rule dialog box, shown in Figure 8-14, set the
information you want QBO to apply to transactions that meet the rule’s
criteria. You can select one or more of the following:

@ rue x - 0
&« € # | B htps//qbo.intuit.com/app/olbruleruleld= w| =
2 Apps @D 0BOSignin @ QBOA Sign n (7 Other bookmarks

When a transaction meets | al ¢ | of these conditions 9

Bank text % | Contains 4| A

Set one or more of the following

Transaction type

Payes Calegory

Ellis Equipment Rer | | Equipment Rental
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a. Select the Transaction Type QBO should assign to the transaction.

b. Select the Payee and one or more categories to apply to transactions
that meet the rule’s conditions.

c. Optionally, add a Memo to each transaction that meets the rule’s
conditions.

See the sidebar, “The Memo field and transactions rules” for a way you
might want to use the Memo field.

TIP d. Select the Automatically Add to My Books check box if you want QBO
to automatically add transactions that meet the rule’s conditions to
your company.

This is the “different” step | refer to in the introduction to these steps. If you

select this box, you don't need to approve transactions to which QBO

applies this rule. But you can always make changes to automatically added
REMEMBER transactions.

8. Click Save.

Once you create a rule, you can use the Actions column of the Rules page to copy
it (so that you don’t have to create similar rules from scratch) and to delete rules
you no longer want. And, if you need to edit a rule, click the Edit button in the
Actions column to reopen the Rule dialog box and make changes.

Accountants, you can help your clients and save some time if you export and
import rules between QBO companies. See Chapter 13 for details.

TIP

THE MEMO FIELD AND TRANSACTION
RULES

QBO uses different special icons to identify transactions added using rules and transac-
tions automatically added using rules. These icons follow the transactions into QBO
registers. But, at the present time, you can't filter a register to show you only those
transactions added by a rule (automatically or not).

You can, however, filter registers using the Memo field. So, if you anticipate needing to
filter a register for transactions added by rules and transactions added automatically by
rules, use the Memo field in the Rule dialog box to distinguish them. You might include
text such as, “Added by Rule” and “Added Automatically by Rule” to appropriate rules.
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REMEMBER

FIGURE 8-15:
Use the In
QuickBooks

tab to find
transactions
you've accepted
into QBO.

REMEMBER

Fixing mistakes

You can easily identify transactions to which QBO has applied rules. In Figure 8-12,
you see that the Rule icon appears in the Category or Match column when QBO
finds a transaction to which QBO wants to apply a rule. And you can see how QBO
handles each downloaded transaction in your company when you click the In
QuickBooks tab on the Bank and Credit Cards page (see Figure 8-15).

QBO uses different icons to identify transactions added by rules and transactions
added automatically by rules.

Click the QuickBooks tab to find transactions.

@ ot ond Credi Corcs | % — & x
& € #i B https//qbo.intuit.com/app/banking =
22 Apps (@ Q30Signin ) QBOASign hn () Other bookmarks

@)

@ QuckBooks 2+ O ¢ .

Bank and Credit Carfls Checking - [ 7 account
Checking 7
$-362193

BANK BALANGE

For Review In QuickBooks Excluded

DATE * DESCRIPTION AMOUNT | ADDED OR MATCHED RULE ACTION

077202016 A Rental

Click here to undo an accepted transaction.

Suppose that you accidentally include a transaction in QBO that you meant to
exclude. Or suppose that QBO assigned the wrong category to a transaction. You
can easily correct these mistakes using the In QuickBooks tab on the Bank and
Credit Cards page.

The method used to match and add a transaction — manually, through a rule, or
automatically through a rule — doesn’t matter. You can make changes to any
downloaded transaction. Be aware, though, that QBO treats downloaded transac-
tions as having cleared your bank; so, if you edit a downloaded transaction in the
register, QBO will ask you if you’re sure.

If you include a transaction in QBO that contains mistakes — for example, the
transaction was automatically added by a rule to the wrong category — you can
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undo the action. Undoing an accepted transaction places it back on the For Review
tab, where you can make changes and accept it again as described earlier in this
chapter in the sections “Excluding transactions” and “Including transactions.”

To undo an accepted transaction, click the In QuickBooks tab on the Bank and
Credit Cards page. Find the transaction and click the Undo link in the Action col-
umn. QBO displays a message explaining that it will place the transaction on the
For Review tab, where you can click it, edit it, and accept it again — or, you can
exclude it from QBO, if appropriate.

Making a Bank Deposit

182

In Chapter 6, I show you how to record payments from customers, and I suggest
that you use the Undeposited Funds account as you record a Receive Payment trans-
action. So, after receiving a customer payment and placing it in the Undeposited
Funds account, your Bank account — where the money will eventually show up —
hasn’t yet been updated. That updating happens when you prepare a bank deposit.

You can think of the Undeposited Funds account as a temporary holding place
until you prepare a bank deposit. “So, why use the Undeposited Funds account?”
you ask. “Why not just place the customer payments into the Bank account where
they belong?”

Excellent questions. And the answers revolve around making sure that the bank
deposits in QBO match the ones at your bank, because if the deposits match, bank
statement reconciliation — everybody’s least favorite task — becomes quite easy.
But if they don’t match . . . well, you don’t want to go there.

For example, if you receive more than one customer payment on any given day,
you’ll take several checks to your bank that day. And you’ll probably deposit all of
them as a single deposit. Most banks typically don’t record the individual checks
that make up a deposit as individual deposits. Instead, the bank records the sum
of the checks as your deposit — pretty much the same way you sum the checks on
the deposit ticket you give to the bank teller.

“And why is this important?” you ask. This fact is important because, when you
receive your statement from your bank, you need to match the bank’s deposits
and withdrawals with your own version of deposits and withdrawals. If you track
each customer payment you receive as a deposit in the bank, then your QBO
deposits won’t match the bank’s deposits. But if you record customer payments
into the Undeposited Funds account, your deposits will match the bank’s version
of your deposits because you’ll move multiple checks from the Undeposited Funds
account to create a single deposit to your bank account.
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FIGURE 8-16:
Use the Deposit
window to select
payment
transactions to
deposit.

A\

WARNING

So, assuming that you’re following my advice and using the Undeposited Funds
account before you prepare a bank deposit slip, you then use the Bank Deposit
feature in QBO to sum up the payments you receive and intend to deposit simul-
taneously at your bank. QBO records, as the deposit amount in your QBO Bank
account, the amount calculated in the Bank Deposit window, which will match the
amount you actually deposit at your bank. Then your bank reconciliation process
becomes quick and easy — okay, maybe not quick and easy, but certainly quicker
and easier than if you were trying to figure out which customer payments make
up various bank deposits.

To set up a bank deposit, follow these steps:

1 . Click the Create button — the plus (+) sign — and, from the Create menu,
select Bank Deposit.

QBO displays the Deposit transaction window shown in Figure 8-16. Existing
payment transactions appear at the top of the window in the Select Existing
Payments section of the window. You can use the lines in the Add New
Deposits section to add a new payment transaction that is not associated with
an outstanding invoice.

@ Deposit - 0
« € # | B https;//qbo.intuit.com/app/deposit W=
52 Apps @ 0BOSignin ) QBOA Signin (3 Gher bookmarks
& Deposit ® X
Checking 4 | Balance $1,201.00 Date | 07/21/2015 $
2,062.52

Select Existing Payments

| | RECEIVED FROM DATE TYPE PAYMENT METHOD MEMO REF NO, AMOUNT

/| | Freeman Sporting Geoods:0969 Ocean View Road 067252016 Payment Check

elect all Siear o Total 2062 52
Selected Payments Total 2062.52

Add New Deposits

# | RECEIVED FROM ACCOUNT DESCRIPTION PAYMENT METHOD REFNO AMOUNT

Don't try to record a payment from a customer for an outstanding invoice in
the Add New Deposits section. QBO is unlikely to match the line on the Deposit
transaction to the outstanding invoice. Instead, record the Receive Payment
transaction; the transaction will then appear in the Select Existing Payments
section of the Deposit transaction window.

CHAPTER 8 Handling Bank and Credit Card Transactions 183



TIP

TIP

7.

At the top of the window, select the account into which you plan to
deposit the payments.

In the Select Existing Payments section, click the check box beside each
transaction you want to include on the deposit.

For each transaction you intend to deposit, select the Payment method.

Credit card companies often deposit credit card transaction receipts into your
Bank account, and most of them make a daily deposit. To keep bank statement
reconciliation as simple as possible, | suggest that you record separate QBO
deposits for each credit card you accept. You can group the checks and cash
payment methods on the same deposit.

Optionally, you can supply a memo and a reference number.

The total of the selected payments — and the amount you intend to deposit
unless you add entries in the Add New Deposits section — appears below the
Select Existing Payments list.

Scroll down the Deposit transaction window.
Optionally, supply a memo for the deposit.

Optionally, supply a cash back amount — money from the deposit total that
you don't intend to deposit — along with an account in which to place the cash
back amount and a memo to describe the purpose of the cash back amount.

Optionally, you can attach an electronic document to the deposit, such as a
scanned copy of the deposit ticket you take to the bank.

To attach an electronic document to the deposit, click in the Attachments box
and navigate to the document or drag and drop the electronic copy into the
Attachments box.

Click Save and Close.

QBO moves the deposited amount from the Undeposited Funds account to
the account you selected in Step 2.

All that’s left to do is take a trip to the bank. Or if you’re mobile-savvy, you might
be able to remotely deposit checks via your cellphone; talk to your banker.

Reconciling a Bank Account

184

Most people’s least favorite task is reconciling the bank statement. But, if you're
diligent about entering transactions in QBO and recording bank deposits as
described in the preceding section, reconciling your bank statement should be a
fairly easy process.
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To reconcile an account, follow these steps:
1. click the Gear button beside your company name and, from the Tools
portion of the menu that appears, select Reconcile.

2. From the Reconcile page that appears, select the account you want to
reconcile and click the Reconcile Now button.

QBO displays the Start Reconciling dialog box shown in Figure 8-17.

Start Reconciling

Account [Checking h

Enter the following from your statement

Statement Ending Date Beginning Balance Ending Balance

06/30/2016 - 5,000.00 2101.00

FIGURE 8-17:
Enter information

found on your n Cancel

bank statement.

3. Enterthe ending date and balance found on your bank statement, and
then click OK.

QBO displays the Reconcile page shown in Figure 8-18.
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the Reconcile Statement Ending Balance 2,10100
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page in QBO.

4. select each transaction that appears on your bank statement and in the
Reconcile page.
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FIGURE 8-19:

A history of
reconciliations for
the selected
account appears
on the Reconcile

page.

FIGURE 8-20:
A Reconciliation
report.

By selecting a transaction, you're marking it as having cleared the bank. Your goal
is to have the Difference amount at the bottom of the Reconcile window equal $0.

If you have lots of transactions, make sure that a check appears in the Hide
Transactions After the Statement’s End Date check box (upper right corner of
the window). Hiding those transactions can help you find transactions to clear.
If the Difference amount isn't $0, then deselect the box to look for additional
transactions to mark as cleared.

5. When the Difference amount equals $0, click the Finish Now button.

QBO redisplays the Reconcile page that appeared in Step 2 but wasn't shown.
The reconciliation you just performed now appears in the Reconciliation
History part of the screen (see Figure 8-19).

{0} | Sample Company (°

Aczount [Checking - Reconcie Now

[©

Reconcile

Reconciliation History Clickon arow o

econcilation re;
Statement Ending Date Ending Balance Changes  Auto Adjustment
063072016 07212015 2.101.00

You can click any reconciliation on this page to see its Reconciliation report, which
resembles the one shown in Figure 8-20.

You can drill down to view any transaction in the window where you created it;
just click the transaction. And to produce a paper copy, click the Print button in
the upper left corner of the report window.

@ Craig's Design ard Lanc. X - 8
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IN THIS CHAPTER

» Turning on payroll and setting payroll
preferences

» Preparing paychecks

» Handling payroll tax payments
and returns

Chapter 9
Paying Employees

REMEMBER

t’s important to understand that QBO users can prepare payroll in one of two

ways: using QuickBooks Online with Enhanced Payroll (which I'll call QBOP) or

using QuickBooks Online with Full Service Payroll. Although both of these
options work in QBO, this chapter explores using QBOP, where you use QBO to do
the work yourself. There isn’t much point for me to describe QuickBooks Online
with Full Service Payroll because Intuit does the work for you.

A third alternative is to use Intuit Online Payroll; using this option, Intuit prepares
payroll, manages all payroll tax payments, and prepares and files all payroll tax
returns (including W-2s at the end of each year) for you — for a fee, of course. You
can explore this option at http://payroll.intuit.com/payroll-services/
fullservice-payroll/. Be aware that Intuit Online Payroll doesn’t integrate
with QBO.

“So, what’s the difference between this and QuickBooks Online with Full Service
Payroll?” you ask. If you or your accountant opt to use Intuit Online Payroll, you
prepare payroll outside of QBO, and you can import the data you enter using Intuit
Online Payroll into QBO. Generally speaking, Intuit Online Payroll is a pretty
straightforward online payroll processing tool; you can take a tour at http://
payroll.intuit.com/online-payroll/, and you can watch videos that show you
the basics of using it. You also can sign up for a 30-day free trial.
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UNDERSTANDING THE PAYROLL PROCESS

Just so you understand the job you're undertaking, be aware that running payroll is
more than just issuing paychecks to your employees (although your employees will tell
you that's the most important part of payroll). Yes, you first need to prepare accurate
paychecks that account for withheld payroll taxes, deductions for benefits such as
health insurance, and company contributions to, for example, retirement plans. But
then, after you've prepared paychecks, you also need to electronically deposit withheld
payroll taxes, remit amounts withheld for deductions and benefits to the appropriate
parties, and file payroll tax returns with the appropriate taxing authorities. And all this
work needs to be done according to a timetable that the IRS has established based on
the size of your business'’s payroll tax liability.

Getting Started with QBO Payroll

When you prepare payroll, the process involves setup work so that you can accu-
rately calculate payroll checks. You must also account for payroll taxes withheld
from each employee’s paycheck. You will remit federal and state payroll taxes to
the appropriate tax authorities. You will also remit any required deductions and
contributions that affect each employee’s paycheck to appropriate agencies.

This section examines the payroll setup process in QBOP.

ENTERING PAYROLL HISTORY

If you've been using QuickBooks for Windows desktop and preparing payroll in it, you
can import your company as described in Chapter 12. In that case, your employees will
appear in QBO; but, assuming you're using QBOP, you'll have some setup work to com-
plete, s