21 QuickBooks Tips and Tricks with Penny Lane 2011

Tip #1: Data Entry Tricks — Practice these tips in my Core Training Interactive Tutorial

1 - Use the Tab Key to move between fields.

When you use the Tab key to move between fields , the next field will be highlighted automatically for
easy entry. Notice how the dollar amount is highlighted — this is a result of pressing “Tab” after |
entered the customer’s name.

Also, | like to use Tab to move between fields because enter will often save my transaction for me
(notice “Save and New” is highlighted), when | finish putting in the details, and click “Enter”, the
transaction will be saved.

£ Write Checks - Checking

& Previous [ Next ESave ﬁF‘rint < %I.Find = 1ournal @.ﬁ.ttach

Bank Account | Checking L Ending Balance 99, 250,02
No, 1464
Print &s: Wicki Theurer-Davis Date 12/15/2016 .
Pay ko the Order of Theurer-Davis, Yicki A + T

Dollars
Yicki Theurer-Davis
213 Fern Lane
Address | Bayshare CA 94326
Mermo Order Checks
Expenses $0.00 | Items g0.00 | [] online Payment  [[] To be printed
Account Amount: Memo CustomeriJob | Billa.,,, | Class |
A
w
Clear Splits ] [ Recalculate Save & Close ] [ Save & New ] [ Clear

01




21 Tips and Tricks with Penny Lane Crull 2011

2 — Use Keys to pull up accounts and Items

| rarely ever use the mouse and the drop down arrow to pull up a name, account or item —It’s much
faster to type letters since your hands are already on the keyboard. |try to arrange my lists to
accommodate key- entry. For instance, with my chart of accounts I'll name them so that they don’t all
start with the same first few letters — If | have an income account for materials and an expense account
for materials, | might name the income account “Materials Income” and the expense account “Job
Material Expense”.

A previous B Next [ Save < Print -~ L Find  [£] Journal Il attach

Bank Account | Checking w Ending Balance 99,250.02
Mo, 1484
Print As: Wicki Theurer-Davis Date 12(15/2016 [E)

Pay to kthe Order of Theurer-Davis, Yicki hd + 100.00

One hundred and DO LD * % b s s ks ok ok ok skok koo sk ok ok o ok ok ok K K O K K Dy

Vicki Theurer-Davis
213 Fern Lane

Address | Bayshare CA 94326

Order Checks

Just typing "m" in the Account field,
brings up accounts that start with "m"

Mero

Expenses Orling Payment [ ] To be printed

Account Customer: Job Eilla... Class
Zarkup ncome=JIEA| 100,00 | ~ v~
< Add Mew =
Landscaping Services Income
Job Materials Incame
Misc Materials Incame
Labor Incame
Maintenance & FRepairs Income
kup Incorme Income
Autonmobile Expense
Maintenance & Repairs Expense
Milzage Reimbursement Expense
Miscellaneous Expense
Misc Income Other Income

& previous B Mext [ Save &£&Frint - FLFind ] Journal ll attach

Bank Account | Checking " Ending Balance 29,250,02
Mo, 1984
Print &s: Vicki Theurer-Davis Date 1201572016 -

Pay ko the Order of Theurer-Davis, Vicki il ¢ 100.00

I Vicki Theurer-Davis

The more letters you type, the more it filters the list, typing "mil"
filters to the account | am looking for - Mileage Reimbursement

or
Expenses $100.00 | Items $0.00 | [ online Payment  [] To be printed
Account Amounkt Memo Customet: Job
= Reimbursementiies | 100,00 | e

= Add MNew =
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21 Tips and Tricks with Penny Lane Crull

3 —Date Entry

2011

You can enter the date using the Calendar, periods, slashes, or no punctuation (01.01.11 or 01/01/11
or 010111). You can also enter just the month and day (0101) and QuickBooks will automatically fill in

the current year.

Bank Account | Checking

Ending Balance 99, 250.02

Print As: Vicki Theurer-Davis
Pay to the COrder of Theurer-Davis, Yicki

o, 1464
Date 01.01.11] [E)
i $ 0.00

Bank &coount | Checking

Ending Balance Q9,250,02

Print As: Wicki Theurer-Davis
Pay to the Order of Theurer-Davis, Yicki

Mo, 1464
Date 01jo1/11]  [E)
i $ 0.00

Bank Account | Checking

Ending Balance 99, 250,02

Print As: Vicki Theurer-Davis
Pay ko the Order of Theurer-Davis, Vicki

Mo, 1464
Date 010111 [EH]
e $ 0,00

Bank Account | Checking

Ending Balance 99, 750,02

Print As; Wicki Theurer-Davis
Pay to the Crder of Theurer-Davis, Yicki

No, L4
Date 0101 IEI
il $ 0.00
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21 Tips and Tricks with Penny Lane Crull 2011

Tip #2: Home Screen Tricks
1 - View — One Window or Multiple Windows
From the Gray Menu Bar click View — You can select one window or multiple windows. | like multiple

windows because | can see more than one thing at a time — like 2 reports or a report and the check
register

¥ Sample Larry's Landscaping & Garden Supply -

Lists Favorites  Accountant  Company

G

# File Edi
@

[ Open \Window Lisk

Hame Cal ., cearch Box endors  Empl
n v Icon Bar
'E Customize Icon Bar...
= Add "Home " bo Icon Bar. ..

v Favorites Menu

One \Window
® Multiple Windows

Enter Eills

Fle Edt View Lsts Favortes Accountart Company Customers Uendors Employees Barking Reports Online Services ihindow Help
- = = 2 = - ~»
® B & @ =) B B B B @ B 2 B B el
Home Calendar | Snapshots Customers Yendors Employees OnlingBanking Docs  Reports Statemert Writer | AppCenter  Userlicenses Invoice lItem  MemTx Check Bl Reg  Acent Rmnd  Find  Badl
Refresh
~ | From [12/01/2006 [E] To 12115i2016 (@] Columns [ Total only ~ | sart By
Larry's Landscaping & Garden Supply o1
7 y . 1ansne Profit & Loss
Date - Number _ Payes Payment vd Deposit  Balance Neck el Bais December 1 15, 2016
= = —paT jBoLou | Hemd; = |
z/152016  |[TaPrint  [|Shane B. Hamby 1,606.57| 102,118.52 & . ¢ Dect-1516  » =
s Ordinary Income Expense ]
2/15/2016 || ToPrint || Jenny Miller 1,232.086) 100,686.46 Income =
v chi |spit Landscaping Services
2152016 ||TaPrint _|[Shane B. Hamby 1,636.4] 99,250.02 Desion Services 14 FEE000; ‘
Pav cHe [|-spit- Joh st :1iate
S e o = Misc Materials 128.00
Ao e | Decks & Patios 45.00
= Fountains & Garden Lighting  1,351.35
Splits Ending balance 99,250.02 Plants and Sod 1,907.70
01 1w Sprinklers & Drip systems 154125
Total Job Materials 5,564 90 -
= Labor
=l = Caloil Card Installation 729800 =
Create Receive Record  Reconcis Maintenance & Repairs 285 50 pst
< Total Labor 7581 50 4
TrER THET S0
Employment Developme... 000 Check 1459 Total Landscaping Services 17,026.40 4
Express Delivery Service 0.00
Great Statewide Bank 699,12 Markup Income 12000
Gussman's Nursery 0.00 Retail Sales 89.37
Internal Revenue Service 0.00 Service 150000
Total Income 18,7357
Mendoza Mechanical 000
Metal Works o.00 Cost of Goods Sold
Midelefield hursery 0.00 Cost of Goods Sold 177746
Miks Scopelite 000 Total COGS 177745
Molan Hardware and Su... 946.00
Hye Properties 0.00 Gross Profit 16.958.31
ont 0.00
Expense
Patio & Desk Designs 000 Payroll Expenses 1542597
QBCC - 0109 0.00 Automobile
QBCC - 5678 0.00 Maintenance & Repairs __suon
Total Automobile 5000
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2011

2 — Customize the Icon Bar - Practice this Tip in my Core Training Interactive Tutorial

From the gray menu bar click View - click customize icon Bar

To remove — click an item from the Icon bar content list and click Delete
To add - Click Add — Select a choice from the list and click ok
To add any open window — including reports — while the window is open - click View “Add

to the icon bar”

3 = Pull up Account Registers from the Home Screen Account Balances Window - Practice this Tip in

my Core Training Interactive Tutorial.

From the home screen Account Balances Window — double click any account to open the register.

fi= Home

You are using a sample

w . Company
E |PE @ i company file
= J - 'J"“ = @ [v
E4 | Purchase Enter Eills Manage ﬁ —J N
@ orders Against Sales Chartof  Inventory =.ﬁ Start your new
= Irrventory Tax Accounts  Activiies compary file naw
= El Gettin
g Started
% Teems &
Enter Bills Pay Bills Services
@ Guick Start Center
14
n @ @ et Starked Right
a [ = =i QuickBooks  Calendar
E = D Mobile
E Sales Accept Create Sales
= Orders Credit Cards  Receipts Banking At Balanies
@
= Mame ~ Balance
Create Receive Recard Reconcile
Invoices Payments Deposits
f A E Do More with QuickBo...
—_ . Payroll for
|. | — _)ﬁ \S;@ % Accountants
Statement Statements Refunds " -{..—-- ’ Accept credit cards —
: Write Check low rates
Bt Checks Register
& Order Checks &
Supplies
g P& Join the Proadvisor
o 5 —, Program
x P [’
)
H: e e ¥ - i
E (=] 0 Print  Enter Credit e —
Fayrol Pay Process Employee Checks Card Charges n
g} Cenker Liabilities Payroll Benefits
Eoiine (B Local:  August 05, 2011,
12:33 &M
Online: Back up online
with ~
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Tip #3 — Check Register Tricks - Practice in Core Training
1- Use the “Go To” button to locate transactions based upon name, number or amount

Click the “Go To” button at the top left of the register. Enter your search criteria and click back.

%, Checking

& Goto.. &g Print.. | [ Edit Transaction QuickReport %] Download Bank Statement

Date | Mumber | Paves | Payment __-.f_ Dieposit [ Balance
Type | Account ! Memo Eal ! !
12/15/2016 ToPrint  |[Shane B. Hambey 1,606.87 102,118.52
P&y CHE | -split-
12/15/2016 ToPrint || Jenny Miler 1,232.08 100,386.46
PaY CHE | -split-
12/15/2016 ToPrint  |[Shane B. Hamboy 1,636.44 99,250.02
PaY CHE | -split-
12151701 ]| e e
\ceoLint w [ e 1 sl

Splits Bk
[ 1-Line Mexk

~ PayeelMame
Mumber/Ref
Memo
Srount

Search For

I | |

Sart by |Date, Type, Mumber/... % | For mare s Cancel

2 — Click Splits or Double click a transaction when the white arrow shows to display detail.

Click the transaction in the register — and click splits in the lower left corner of the register screen OR
double click to open the transaction.

12/05f2016 1125 Townley Insurance Agency ¥ [[545.00 106,814,534
CHE -split-
#Account Armount M, Customer:Job Bila.., Class |
-Clc-se
S EMC il 210,00 b Overhead b [l -
Insurance: Disability 50.00 Overhead =
Insurance:Liability 285,00 COverhead
.
1z/05/2016 2,500,00 109,314,534
TRANSFR. [[Savings b
Splits Ending balance 99,250,02
[ 1-Line
Sortby |Date, Type, Humber/... + | [ Rrecord | [ Restore
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21 Tips and Tricks with Penny Lane Crull 2011

3 — Click 1-line to display more transactions - Practice in Core Training
Check the box next to “1-line” in the lower left corner of the register screen

F Checking

: Go k... ﬁ Print. .. @ Edit Transaction QuickReport ﬁ Download Bank Staterment

Date | qub_er | Payes | Account | Payment | & Deposit B_alanu:e ||
12/15/z016 To Print  ||3ena Lumber & Buildi)| Accounts Pawvable 1,725.00 109,670,558
12/15/2016 Ta Print  ||Conner Garden Supg||Accounts Pavable 2,835.00 106,835.58

| 12/15/2016 To Print  ||Mike Scopelite Accounts Payvable 300,00 106,035,538

| 12/15/2016 To Print ||Duncan Fisher -split- 1,110,02 104,925,56

| 12/15/2018 TaPrint  ||Jenny Miller -zplit- 1,200,17 103,725.39
12}15/2016 ToPrint  ||Shane B, Hamby  ||-split- 1,606,587 102,118.52
12}15/2016 TaPrint  ||Jenny Miller -zplit- 1,232.06 100,586.46
12}15}2016 ToPrint  ||Shane B. Hamby  ||-split- 1,636.44 99,750,02
1Z/15/2016 : ) w | e Mllleavment v

Splits Ending balance 09,250,02

1-Line

Sort by |Date,Ep_e,Numi:uerI__VJ [ Fecord ][ Restore

4 — Re-sort the register

Select sorting option in the lower left corner of the register — | most often re-sort the register by
cleared status or number. | am always careful to return the sort back to date, type, number/ref, or | get
confused.

- CEx ]

: Go k... @ Print. .. @ Edit Transaction CuickRepart [i"] Diowenload Bank Staterment —
Date | Mumber | Payee | Payment | S Deposit Balance ﬁ
Type Account | Mermo | | | !

12/15/2016 TaPrint [ Shane B. Hamby 1,606,867 102,118.52 A
Pay CHE |-split- et
12/15/2016 ToPrint || Jenny Miller 1,232.06 100,586, 46 o
PaY CHE |-split- ¥
=
12{15/2016 TaPrint [ Shane B. Hamby 1,636, 44 99,750.02 f—
PaY CHE |-split- =
1zi15iz016 [E]]) Pavee ol iy
v =p

Splits Ending balance 99, 250,02

cc
[ L-Line
2
=S A e, Type, Mumber .. Bal [ Rrecord | [ Restore | B
al

Amount {largest firsk) > a@ i ? i&i ['!ﬂ

Amount {(smallest firsk) 3 4
MurnberRaf Receive Record Reconcile

Order Entered Payments Deposits
Date and Order Ente. ..

Cleared status 2
El—W—8 B o = D
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5 — Quick Report

Click a transaction and click Quick report in the upper left of the Register Screen. You'll get a report of
all transactions involving the vendor selected.

o =]
: Go ko, ﬁ Print. .. @ Edit Transaction QuickRepott Diownload Bank Statement
Date Mumber Payee Payment S | Deposik | Balance | I
Type Account [ Memn |
12/09)2016 SEMD Rabert Carr Masonry 675,00 109,133,55
BILLPMT |[Accounts Pavable  6783-09
12/10/2016 Balak, Mike:Residential 509,28 109,642.83
PMT Accounts Receivable
12/10{2016 olliday Sparting Goods: 155 Wilks Blvd, 518,52 110,161.35
PMT Accounts Receivable
12/1212016 1126 Conner Garden Supplies 655,00 109,476.35| =
BILLPMT [[Accounts Pavable |R 594 b I

Splits Ending balance 99,250,02
[ 1-Line

Sart by |Date, Type, Murmber/. .. % | L Record | [ Restore ]
o | = =
7
& i Register QuickReport
=) Zustomize Report Share Template Memorize || Print || E-mail » || Excel » Hide Header Refresh
Cates | M | From | To | Surt By | Default i
B:04FPM Larry's Landscaping & Garden Supply
12a501% Register QuickReport
Accrual Basis All Transactions
& Type & Date + Hum -+ Memo & Account + CIr Split & Amount &
Conner Garden Supplies
] Bill Prrt -Check 0902652015 1003 R 294 Checking 4  Accourts Pa... -104.00 4
Bill Pt -Check 04025201 6 1031 R 294 Checking J  Accounts Pa... -1, 260.00
Bill Pt -Check 0753152016 1052 R 594 Checking 4 Accourts Pa.. -555.00
Bill Prmt -Check 1212020186 1126 R 594 Checking Accounts Pa... -BE85.00
i Bill Pt -Check 121 520M6 R 294 Checking Accounts Pa... -2 835.00
o
g- Tatal Conner Garden Supplies -5 469.00
E
] TOTAL -5,469.00

Page 8 =431 Crown Point Circle, Suite 100 = Grass Valley, CA 95945 = (530) 271-1666
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6 — Print

Click Print in the upper left of the register screen and select dates to print the register. | use this a lot
for my clients who don’t access QuickBooks.

: G0 ko E;,% Print... @ Edit Transaction QuickReport ﬁ Download Bank Statement
Date | Mumber | Payee | Payment | vd | Deposit | Balance
Tvpe Account Memo
1zfo9fz016 SEMD Robert Carr Masonry 675.00 109,133.55 &
BILLPMT [[Accounts Payable  &751-09
1z2{10/2016 Balak, Mike:Residential 509,25 109,642,583
PMT Accounts Receivable
12/10/Z016 Golliday Sporting Goods: 155 wilks Blvd. 518.52 110,161.35
PMT Accounts Receivable
121212016 126 Connet Garden Supplies &E5.00 109,476.35|
NﬂBILLPMT Accounts Payable |R 594 %
Ending balance 99,250.02
[ 1-Line
Sort by [ Record Restore
Print MNext page H Zoom |h ][ Help " Cloze
Lanv's Landscaning & Carden Supply SM0128 07 P
Reaister: hediine
Fram 010 L2016 thrond, 121500 16
Sortedter Date. Tope. Famba/Bef
Dabe Honk e Eavee Auo ot Tlern Faamwyd C et Ealawnie
0102016 1017 Creat Stetemide Bavde  Ocoozds Pamblk G001 H 107 562,35
0102016 1013 Cal Telmbore Arooamts Prabk 415-555-9876 .. le H 197 435.19
OLLEMLs 1019 Earxbore Weter Apconzds Prabk ZT0C-OEE GG I a0 H 197.461.20
010G To Prid Do Filer -soli- lLimnz 10635127
010G To Prid Tergrer lkr -soli- 120017 19515110
NG Ta Trint Showe R Fmibea el 1RG5 103 544 5
01/ 152016 Thdeoce ded Fuasds Danosit H OG5 58 104 510.80
0116020165 Phka, Fich Aroonmts Receimble b LEEaas 196397 .26
NLEnls e Ml Fine & Flerric Arrrawts Temhl TR SR 156 W 1A 247
0L2EmLs 1021 Mobkn Hadasre aud...  Scomzds Parbk S-437-00 azanon 10326104
0L24mls DED Creat Stateride B Earib Serwice Charses Tibcafhdr Soccona . =00 10Z842.04
LSRG Ta Trint Tamew s Fidher el 1146 10T A A
0L272016  To Prd Terner Tiiiller -opli- 120017 191496.67
0L27r2016  To Prid Skere E. Hambes ol LG =2 laosen. ™
NLELAR Timarder Tarivt Arrrnwits Reredmhle k4 AEO0 1901 79
O20LM0LG 102 Creat Stateride B Apconzds Prabk GO0 1D H 120040567
020G 201G Thderas ded Funds Dincsit b 42000 120023567
0207/0LG 102 CalTelabore Apconzds Prabk 415-5550876- a6 5e H 120021911
020772016 To Prid HFnolranent Develo ... -ooli- PR B e § a3 &7 13201524
020772016 To Prid Creat Sttemide Bavbe  -ooli- 001111100 ATI1TR 136285 46
020772016 To Prid Tomeker Famance & Proroll Lidilides TE6-5 50058201 10500 136,175 46
0210W0LG  To Prid Do Filer -soli- limng 1250062 44
0210W0LG  To Prid Tergrer lkr -soli- 120017 123862 27
0210W0LG  To Prid Shere B Hhmbes -soli- 160G 26 12226141
O I40LG 1024 Earxbore Weter Apconzds Prabk ZT0C-OEE GG I orm H 12223361
022452016 DED Creat Stotemdde Barde  Bard Service Chorses Dlordhdr duocona.. 2w X laaals.6l
02240016 1025 Cal Gns & Ekeciric Arooamte Prabk TORE9-3T0E sl X 132095.10
el Ta Trint Tamew s Fidher el 116% 71 TR
02247016 To Prid Tergrer lkr -soli- 120017 pici=Repe e )
02247016 To Prid Shere B Hhmbes -soli- 160G 26 k= b}
LT TR Fireat Statemide Forde Srowts Deshl AO012 W TFT AN W
0230420165 -opli- Danosi ol 3.130,00 180,603 24
030772016 To Prid HEnolranent Demel ... -ooli- Q4-TE 21 206 25 170700 00
NATFAG To Priet Cireat Sttemide Ravde -l A1 111 AT 1FFNST 14
0300772016 To Prid Tomeker Bammwe A .. Preoroll Lidhiliies Tes-Z5009-201 105 .00 17E052.15
03102016 To Prid Do Filer -soli- lLimnz 17584212
N6 T Trint Ternrr Tl -l 1900 1R 174 R41 06

Page 9

» 431 Crown Point Circle, Suite 100 = Grass Valley, CA 95945 = (530) 271-1666
www.quickbooksnow.com



21 Tips and Tricks with Penny Lane Crull 2011

Tip #3 — Tricks to Search QuickBooks and Find transactions or list entries

1 - Search QuickBooks for transaction by date, amount, item, number, memo and more — Practice in
Core Training

From the gray menu bar click Edit — click Find — to search all types of transactions click Advanced

| use this feature a lot, and most often | search for amount. For example, you receive a payment for
$90.00 but you are not sure what customer it’s for. Simply search — advanced amount to find an
outstanding invoice.

Wiew  Lists  Fawvorites  Account
L | Simple || Advanced
Copy Account CErl4C f
1 e Current Choices —
1
Edit Account Ctrl+E Filter ATLCE |
Mena Account Chrl4m Account .S Filker Sek ko [—]
Delete Account Chrl4+D = O Any MDunt Q0,00 | Reset
Make Account Inackive =l = e i i
Use Register Chrl4-R : Rate @ = D = O e |9|JDD | Pasting Status Eithier
- ey
Use Calculator Memo
Find. .. Marne
Preferences... TransactionType
Diate Twpe Mo Mame Account Merno Armount G0 To
12/15/2016 [INY 143 Adam's C... [Accounts ... 90.00]
12/15/2016 TNV Adam's Ca.., |Retal Sales  |Lawn & Ga.., -90,00 Repart
12/01f2016 IV Middlefield ... |Landscapin. .. |Replaced d. .. -90.00
11082016 |INY Lee, Laurel.. . [Landscapin...|Fountain p... -90,00

Page 10 =431 Crown Point Circle, Suite 100 = Grass Valley, CA 95945 = (530) 271-1666
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2- Search QuickBooks globally without any parameters

From the gray menu bar click Edit — Search — Type in your search parameter (Be sure to “update”
search)

This feature is especially helpful if you are searching for words. For example, you get a message that
“Bob” called. You're not sure who it might be. You could search all of your customer and vendor lists by
typing in “Bob”. You could then compare the phone number to the caller to determine which Bob it
may be.

- Sample Larny's Landscaping & Garden Supply - QuickBooks Accountant 2012
File MaE[{8 Wiew Lists Fawvoribes Accountant Company  Customers  Wendors Employees EBanking Reports  ©nline Services  Window  Help
a >
r @ @ & @ B = 5«
Hi Customers  Wendors Employees ©Online Banking Docs  Reports  Stater
Cuk Chrl+3 .
Copy Chrl+C SR ® Search
o _
g
g Use Reqgister Chrl+R. % M— bob -
a .
= BCa e
Use Calculator .
= ST Show Results From: Bill )
= Ctrl+F . $
- R To Patic & Desk Designs For 182.50
& 'LTE (20} Date: 12/10/2016 Due Date: 12202017
Preferences. .. » Transactions (18) gill To
- Customers (2} Patic & Desk Designs 270 Old Bayshore Rd Bayshore CA_..
Enter Bills Vendors
Accounts |I
Ttems B
Employees
Others
n To Middlefield Nursery For § 240.00
E Date: 10/15/2016 Due Date: 11142017
= Amount Eill To
E Sales Middlefield Nursery P.O. Box 620 Middlefield CA 94482
o Orders Exactly -
@
enter amount Go
To Conner Garden Supplies For $ 210.00
.7 Datelitamcge Date: 10/5/2016 Due Date: 10/15/2017
c - From Bill To
reate .
a A B Select a date h:j Conner Garden Supplies 18% Old Bayshore Rd Bayshore, ..
To
Ermployrment Developme. .. 0.00
Express Delivery Service 0.00 Select a date 14)
) To Patio & Desk Designs For $ 375.00
Great Statewide Bank 699.12 Date: 10/4/2016 Due Date: 11/3/2017
Gussman's Mursery 0.00 Last Update: Eill To
N 5/6/2012 6:41 PM Patic & Desk Designs 270 Old Bayshore Rd Bayshore CA_.
Internal Revenue Service 0.o0 3 5
Update search information
Mendoza Mechanical 0.00
Metal Works 0.00 P
rMiddlefield Mursery 0,00 T 1] —

Page 11 =431 Crown Point Circle, Suite 100 = Grass Valley, CA 95945 = (530) 271-1666
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2011

Tip #4 — Customer and Vendor List Tricks - Practice in Core Training

1 - Change the “View”

At the top of the list you can change the “view “to display all vendors, active vendors, or just vendors

with balances. Same with Customers.

8 Vendor, Center: Bank of Anycity (All Transactions)

[ New ¥endor... »

Yendors Transackions

Active vendors

Wie

=0

=]

All vendors
- fhckive Yendars
Yendars with Open Balances
MaMq  Custom Filker . .

Eanlk. of Anwcity 0.00 Lo
Bayshore CalOil Service 0.00 =
Bawshore wWater 0.00
Brown Equiprment Rental 0.a0
Cal Gas & Electric 137.50
Cal Telephone 45.00

Mew Transactions Lg Print = ﬂ

Yendor Infor

wendor Me
Vendor T

2 — Search the customer or vendor list with the “Find” field for a certain name

For instance, a contact name like “Bob” or part of a name like “oi

8 Vandor Center: Bayshore CalDil Service (A

[y Mew ¥endor... * Mew Transactions »

Yendors Transackions

Wiew | Active Yendars

v

|II

# Vendor Center: Bayshore CalQil Service (All

L3

Mew Transactions » [

[y Mew ¥endor.. =

Yendors Transactions

View | Custom Filker. .. v |

Find | |
Find ||:|i| |@
Mame Balance Total Atkkach
Marne Balance Total | Attach |E‘E"ﬁ“5|"':""3 Caldil Service .00 |
Bank of Anycity 0.00 L Caldil Company 0.00
|Bayshu:ure Zaldil Service 0.00 | =
Bayshore Water 0.00
Rt ruwin Frninment B ~nkal nnn

Page 12
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3 - Filter the transactions that appear

2011

Next to “Show” you can filter the view by Transaction type, and the Filter By even further, like Bills,
Overdue bills. You can also filter the transactions shown by date.

# Vendor Center: Bayshore Cal0Oil Service (Al Transactions)

m New Yendor... » New Transactions » & Print * ﬂ Excel » EWord'
Yendors Transactions Vendor Information Reports for this Yendor
View | Custom Fiker... T Vendor N Bayshore CalOl Service Cortact Kurt Rutherford QuickReport
- |:| Wendar Type . Phone 415-555-7378 Open Balance
Company Mame Bayshore Cal0l Service Alt Phone
‘Name Balance Total | Attach iddress Bayshore Calll Service Fax
F715, Larimore: "
[Bayshore Cal0i Service 0,00 ‘ Bayshirs, CA 03223 Emil - Send to:Bawshore Callil Service
Caloil Company 0,00 Aecount Homber 12260-98765
Terms
Wap | Divections Eillng Rate Level
Hotes [Edit Notes... ] [ ToDos... ] [ Order Checks
| FierBy Al v‘ Date |Th\sFiscaIVear v| 10/01/2016 - 09/30/2017
Type [ Hum Date ¥ Account Amount
Credit (] Balance Detais 12/132016 Calol Card -21.50)
Cregivg M Payments lssued 122016 a0l Card 2850
Check | Purchase Orders 1112 112942018 Checking -172.25
Crede] famReeehts 112502015 Caloi Card U
Credit ] Bil Payments 11/12/2016 Caloil Card -27.50
Checks c
Credtq Credt Card Activities 11/10/2016 Calol Card -125.00
Check | Sales Tax Payments 1089 10/31{2016 Checking -54.68
Credit Card Charge 102812016 Caloil Card -22,00
Credt Card Charge 101972016 a0l Card -36.18
Credit Card Charge 10f08i2016 Caloil Card -25.00
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21 Tips and Tricks with Penny Lane Crull

Tip #5 - Using Sales Receipts vs. Invoices

Should you use Sales Receipts, invoices or just straight deposits? That depends on your business.

Use straight deposits — meaning no sales receipt or invoice |

F:

2011

You do not track items or customers for your income. This often applies if the customer has a separate
system for more detailed sales tracking. You track your income on a cash basis.

Banking — Make Deposits

TN Reports  Online Services  wWindow  Help

e crecrs e @ B B o# & 2 @ & A g
ser leenses Tvake Tom MemTx Check Bl Rep  Acrt  Rmed  Fnd med | omeee o

Order Checks & Envelopes >
Enter Credit Card Charges

Loan Manager

= CErl+R = B¥ Make Deposits

L ST Frevious [ ruext Save s Print ~ | B Payments Histor Journsl Attach
Transfer Funds B ¥ ) v & 0

|| Reconcie Deposit To | Checking ~| Date [12/15/2016 [@] Memo |Deposit |
Oniline Banking 5

Click Payments to select customer payments that you have received. List any other amounts to deposit belaw

©ther Names List

Balak, Mike Landscaping Services

Create Sales

Recetved From From Account Mema Chk Mo,

Pk Meth, | Class | Amount

100.00

-~

3

Accept
koredit Cards Receipts
Deposit Subtotal 100.00
To get cash back from this deposit, enter the amount below, Indicate the account
where you want this money o o, such as vour Patty Cash account
5 é@ Cash back goes ko Cash back mema St (ol crrenm
Receive ~) ] 1 ]
Payments
Deposit Total 100.00
5 % [ Saveaclose | [ savesiew | [ dear

Statements

Therle Berater

Use Sales Receipts IF or When:

You need to track items or income by customer and you receive payment at the same time you bill the

customer. Many businesses use Sales Receipts and Invoices.
Customers — Enter Sales Receipts

ZF) Vendors Employsss Banking Reports Online Services  Window  Help

Create Sales Orders

Customer Center S| & [y B @ £ & z B % Q g
entWriter | App Center | Userlicenses Invoice Item  MemTx Check il Reg  Accnt  Rmnd  Find  Bac I:

Create Batch Invoices

Enter Sales Receipts

previoss P hext [ &5 - 03 - B - € o Spelling Ty History  ~ ] Journal 34 ~

cept Payments 2| Customerilob Class
[Balak, mike >l [ ~|
dd credit cord processing
Lead Center i
Add echeck processing Sales Receipt

Add Credit Card Processing
Add Electronic check Processing
Link Payment Service to Company File

Enter Statement Charges
Create Statements.
Assess Finance Charges

Receive Payments
Create Credit MemosjRefunds

Mi
1800 Appleseed Ct

Bayshore CA 94326
Item List

Change Ttem Prices

Sales Order Fulfilment Worksheet
Create Invoices Tk -]

0 Attach

Template
Salesﬂece\pt Retail v | ¢

[iansizoio (=] [

Trear S I
1TEM DESCRIPTION QT | RATE CLAsS A Ta)
Fertilizer:La...  |Lawn & Garden Fertlizer 20-14-7 | I 100.00 %[ .. [|*
\ [ T«
Custamer 9 T [Sar Domingn 2 ](7.75%) 7.,
Message
Total 1.
J e [Tebeprited  [JTobee-maled Customer Tax Code [rax v | Memo
2 &= Srstemens
[ Process payment when saving
[(save siciose | [_savesibew ] [ clear
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21 Tips and Tricks with Penny Lane Crull

Use Invoices IF or When:

You bill your customer and they pay you later. Customers — Create Invoices

2011

Customer Center Ctrl+1

Create Sales Orders
Sales Order Fulfillment Warksheet

Create Batch Invoices
Enter Sales Receipts

Enter Statement Charges
Create Statements..,
Assess Finance Charges

Receive Payments
Create Credit Memos/Refunds

Lead Center

Add Credit Card Processing
Add Electronic Check Processing
Link Payment Service ko Company File

Item List
Change Item Prices

Vendors Employees Banking Reports  Online Services  Window  Help

] * &
ent Writer  App Center User Licenses  Inwoice

1t

B & B

MemTx Check. Eill

&

Reg

B st [ AR

Credit Cards

Bt Finance Statements
=3 Charges

i previous [ Mext E @ = Q - - a = %_ & speling QﬁH\stUry 5] J0urmnal % = Lﬂ Attach
Customet: Job Class Template
e 5 [ =
Invoice 144
ﬂv
Mike Balak.

1800 Appleseed Ct

Bayshare CA 94326

]
Het 30 v v [12115/2016 (@ UPS v

Quantity Item Code Description Price Each Class Amaunt Tax ‘

1 FertilizersLaw,.. % |Lawn & Garden Fertiizer 20-14-7 100,00 % E 100,00 M
>

Customer v Tax |San Damingo | (7. 75%:0 0.00

Message

[ Total 100.00
] Ta be printed [add Timefcosts... | [_apply Credits... | Payments Applied 0.00
[] To be e-mailed Customer Tax Code | Tax Balance Due 100.00
Memo | ‘
[] Enable online payment Learn mare.
[ Save & Close ] [ Save & New ] [ Clear ]

See this video for more information:

http://www.quickbooksnow.com/income-video/
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21 Tips and Tricks with Penny Lane Crull 2011

Tip #6 — Common Error - Making deposits AND Creating invoices or Entering Bills AND writing checks

If you create invoices to your customers, you must use the receive payments process in QuickBooks to
apply the payment to the invoice. One error that people often make is creating an invoice to their
customer and then just making a straight deposit when the customer pays.

1= wendors Employees Banking Reports  Online Services  Window  Help

Customner Center Chrl+] - b »
=] * @ £ g B Z B % & E° miowns
Create Sales Orders ent \Writer  App Center | User Licenses Inwvoice Ikem  MemTx Check Eill Reg Accnt Rmnd  Find  Bacl
Sales Order Fulfillment Worksheet
Create Invoices Chr+L
Create Batch Invoices
Enter Sales Receipts Company You are using a sample
Enter Statement Charges
Create Statements...
Bssess Finance Charges [ Mext g rrint - By History ~ 5 Jownd I Attach
R ents ents x| Customer Payment
Create Credit Memos/Refunds Received From "
rd processing L |Ba|ak, Mike A | Customer Balance 280.00
Lead Center Amaunt 100,00 Date 12/15/2016
- - processing
Add Credit Card Processing Prit. Methad |Check L | Check #
Add Electronic Check Processing R —— -
Link Payment Service to Company File Keng | ‘ tihere dnes tis pavment oo
Item List
Change Item Prices Process payment when saving [ Find a Customer/Invoice... ]
J J | Date Job MNumber Orig. Amk, Amt, Due Payment |
11/30/2... |330 Main 5t 116 180,00 180,00 0,00 A
S |tzjispz... 144 100.00 100.00 100,00 =
-
Tokals 280,00 £80.00 100,00 |
Amounts for Selected Invoices
Amount Due 100.00
Un-Apply Payment Applied 100.00
it Finance Discount & Credits.,, | Discount and Credits 0.00
s Charges = Applied
Bounced Check
% Save & Close ] [ Save & MNew ] [ Clear
P e Thrrr Free e T EGENETR T r

The same for bills. If you enter bills into QuickBooks — you must use the pay bills feature to pay them,
rather than also writing a check.

If you make either of these mistakes — you can best correct it by deleting the original invoice or bill
payment. It may be possible to void the check and create a bill payment, or void the deposit and
create the customer payment if the transaction is current. If you are correcting data that has been
reconciled, | do have an advanced work-around, but | recommend assistance with it.

If you create an invoice and make a deposit your income will be over-stated.

If you pay a bill and write a check your expenses will be over-stated.
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21 Tips and Tricks with Penny Lane Crull

Tip #7 - Write Checks vs. Paying Bills — Practice in Core Training

Should you enter and Pay bills or just write checks to pay them?

You can save time by simply writing checks to pay your bills IF:

You are on a cash-basis accounting system and you pay your bills as soon as they come in.

Repurts Online Services  Window  Help

1ecks

2011

- Wy :. < Lo»
iy Il 8 B R P # @ = B & ”| s
Crder Checks & Envelopes User Licenses Invoice Ikem  MemTx  Check Eill Reg Accnt  Rmnd Find  Bacl
Enter Credit Card Charges
Use Register Chrl+R =
Make Deposits
Transfer Funds W previous O pext E Save @ Print  ~ aFlnd =] Jourmal Lﬂ Attach
Reconcile Bank Account |Checkmg ~ | Ending Balance 99,250.02
nline Banking 3
Mo, ToPrint
Loan Manager Date 12/15/2016 .
Oither Mames List Pay ko the Crder of Conner Garden Supplies ~ $ 127,20
[
One hundred bwenby-seven and S0/ TO0% * o % kb sk sk ok ok ok ok ok s sk ok ke ko ok ok o b ok ok Lyl apg
Conner Garden Supplies
182 Old Bayshare Rd
Address | Bayshare, CA 94326
.
) @ <
Merno Order Checks
Accept Create Sales
redit Cards s Expenses $0.00 | Items $127.20 | To be printed
Item Description Q.. Cosk Amount | Customer:Job B.. | Class |
5ol  [5o0il, 2 cubic ft bag =] | 12720 v v~
2 :
Receive
Payments
At
> @ Select PO
Statements
Clear Splits Recalculate [ Save & Close ] [ Save & Mew ] [ Clear
You should use the Enter bills/Pay bills system IF:
YOU use accrua I_based Employess  Barking Reports  Online Services  ‘window  Help i
. vendar Carker * g B b g & 22 & %
repo rts for evaluatin g your En ement Writer | App Center | UserLicenses Invoice Item MemTx Check Bl Reg  Accnt  Rmr

Pay Bills

business and/or you receive
bills throughout the month
and pay them from a

Sales Tax il | & Enter Bills

Creste Purchase Orders
Receive Ikems and Enter Bill
Receive Tkems

Enter Eill For Received Tkems

@ el O credi

4 previous [ Mext [ Save &5 Print

F Find & History =] Journal

Eill Received

W] Attach [ Pay bl

statement at the end of the

Inventory Activities 3

(I nrner Garden Supplies “ Date
H ’ PrintfE-file 1099s... »
month. Oryou just don’t T rreemrp— Ref. Mo,
Item Lisk 189 ©Id Bayshors Rd Amount Dus  127.20
H H Bayshare, CA 94326 :
pay your bills right away. Sy
Eill Dus o9fn1z017 (&)
Terms hd
Memo
Accept Ezpenses $0.00 | Items $127.20
Credit Cards
Item Description Oty | Cost | Am...  Cuskom... | Bi.. Class
Soil Soil, 2 cubic ft bag 24| s.30]127.20 S
b
Select PO
— % —5
Save @ Close ] [_gave tutien ] [ Amver

Finance Stakements
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21 Tips and Tricks with Penny Lane Crull 2011

Tip #8 — Common Error — Be sure to apply vendor credits to bills — Practice in Core Training

In the “Pay Bills” screen, be sure to apply “credits available” when paying a bill. Click the bill from the
pay bills list and click set credits. Put a check mark next to credits to apply. Click OK. Notice the
“Amount to Pay” is reduced by the amount of the applied credit. This should correlate with your
vendor’s statement.

If you ever see a negative Accounts Payable on your Cash Basis Balance Sheet you may have this
problem.

Select Bills to be Paid
S Eeiibille () Due on or before 1z/25/2016 (B
() Shaw &l bills Filter By | all vendars v |
Sort BY | Due Date b i
I | DateDue | Wendor Ref, Mo, | Disc. Date Ak, Due Disc, Used Credits Used  Amt, To Pay |
- 09/01)2017 |Conner Garden 5... 127.20 0.0a 0,00 0.00 #
r:; 12/25/2017 |Townley Insuran... 427.62 0,00 0,00 427 .62 |_-
- 12126/2017 [Great Skatewide ... 16 599,12 0.0a 0.0a 0.0a
r 1212712017 [Molan Hardware ... 610,00 0.00 0.00 0.00
] 12/29i2017 |Cal Gas & Electric 12103 137.50 0.0a 0,00 0.00 il
Totals 2,292,659 0.0a 0,00 427 .62
Clear Selections
Discount & Credit Information For Highlighted Bil
Wendor Townley Insurance Ag... Terms Met 30 Murmber of Credits 1
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Availsble 100.00
Go ko Bill Set Discount Set Credits
= i | 13

% Discount and Credits

Bill

Wendor Townley Insurance Agency
Ref. Mo, Arnount Due 427,62
Date 11)25/2016 Discount Used 0.00
Criginal Amt, 427,62 Credits Used 100.00
Ak, To Pay 32762
Discount Credits
Date Ref. Mo, Credit Amt. amnt, To Use Credit Balance

12/15/2016 100,00 100,00

b/
Tokals 100.00 100,00 0.00 |
[ Done ] [ Cancel ] [ Help ]
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21 Tips and Tricks with Penny Lane Crull 2011

Tip #9 — Common Error — Be sure to apply outstanding credits to customer invoices — Practice in Core
Training

Unapplied customer credits are a major problem in QuickBooks, if you run Cash-based Profit and Loss
reports. Unapplied payments happen for many reasons, here are a few:

e A payment is received and no invoice is ever created

e A payment is received before an invoice is created

e The box next to the invoice is not checked during the received payment process
e A credit memo was created but not applied

To Identify unapplied customer payments by running this report: Customers — Open invoices.

If you see a positive and negative equaling a 0 balance, you have an unapplied payment. If you see any
negatives with positives or incorrect negatives, you have a problem. (A correct negative is a customer
that has a credit with you).

1:45 FM Larry's Landscaping & Garden Supply
121516 Open Invoices
As of December 15, 2016
@ Type < Date + Hum = P.O.# + Terms <+ DueDate <+ Class + Aging + Open Balance -«
Total Crenshaw, Bob 1,591.03

Ecker Design

Paryment 121552016 -3,170.96
Irvvoice T3020E 111 Met 15 12152017 Landsca.. 3,047 86
Invoice 1252016 13 Met 15 1203002017 Mairten... 123.00
Total Ecker Design 0.00

Unapplied payments DO NOT RECORD AS INCOME ON A CASH BASED PROFIT AND LOSS!!!
To correct an unapplied payment:

1 —If no invoice was created — create the invoice and you then click apply credits, put a check mark next
to the credit and click done and save and close. OR You can open the original payment and put a check
mark next to the invoice.

2 - If a credit memo OR payment is unapplied, - open the original invoice and click apply credits, click
done and save and close. OR you can apply open credits through Receive payments. Click Receive
payments apply credits, done save and close. If there are several small invoices and one large credit or
payment you need to apply, it’s usually easier to use the receive payments method.
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21 Tips and Tricks with Penny Lane Crull

P =B

Home  Calendar

=

Snapshats  Custol

Custorner: Job

A previous B Mest E E;% -

i Ecker Design

>

INVOICE

Ecker Design
109 M, Elm Street
Middlefield, Ca 94452

Apply Credits
Inwoice

Customer:Job  Ecker Design

Mumber 111 Arnount Due 5,047.96

Date 113002016 Discount Used 0.00

2riginal Amk, 4,047.96 Credits Used 3.047 96
Balance Due 0.00

| Credits

Available Credits

| Date Credit Mo, Credit Amt,

Amk, To lse

Credit Balance |

Totals 3,170.96

3,047.96

OF all the credits issued ko this customer, only unused credits

Print Preview

hg Invoice  » |

r—

DLE DATE
2{15{2017

[] Enable online payment

Learn mare

ITEM DESCRIPTION applicable to this specific invoice are displayed above., Tax
Installation Installation of landsc. 0 (Mon e
Plants/Trees:Mis... |Flowering plants and Previously Applied Credits 0 [Tax =

building 4 Date Credit Mo, | Credit Amt. Amt. ToUse | Credit Balancs |
Sprid pipes Plastic sprinkler pipin -~ 0 [Tax
Lighting izarden Lighting 0 [Tax
iV
Totals 0.00 0.00 0.00 |
.
Custamer [Thank you for your J W
Message |business. L Done J [ Cancel ] [ Help J
=)
[ 7o be printed [ add Timejcosts... | [Apply Credits... | Pavmenks Applisd 1,000.00
[1To be e-mailed Clistorer T eag iTi Balance Due 3,047.96
Mema | |

[ Save & Closs ] [ Save & New

] [ Revert ]

B Y

4

3 - If payment is unapplied — Follow the same directions as with a credit memo - Go to Receive

2011

payments, select the customer but don’t enter an amount for the payment, then click “apply credits”

Another indication you may have this problem is a negative Accounts Receivable on your Cash Basis

Balance Sheet.

iscount and Credits

I:l Process Master Card payment when saving

da
= Invaice
i) lics) & == Customer:Job  Ecker Desian
Home Calendar  Snapshots Customers Vendors E§ Mumber 111 Amount Due 3,047.96
Date 11/30/2016 Discount Used 0.00
Mpreviovs [P hext  gpink - Ty History - Criginal Amk, 4,047,596 Credits Used 3.047 96
Balance Due 0.00
Customer Payment
Received From |Ecker Design v i i T
Amount oo Avallable Credits
Pmt. Method | Master Card P « Date Credit Mo, Credit Amt, . Amt, To Use Credit Balance
Mermio | |
Card Na. i RXRAREXRRAKRZZZ2 i

Totals

4 Date

MNumber

3.170.96

3.047.98 tznon |

Grig. Amt,

11/30/2016

111

12{15/2016 (131

OF all the credits issued to this customer, only unused credits
applicable to this specific invoice are displayed sbave.

rIrvvcice. .

Previously Applisd Credits

Totals

This customer has credits available. To apply credits click.
Discount & Credits., .,

Clear o.o0 |~
o.o0

 Date Credit Mo, Credit Amt, Ak, Ta Use Credit Balance |
-~
L
Tatals 0.00 0.00 |
0.00
[ poe | [ Cancel ] [ Help ] —
Available Credits Amount Due 0.00
L Aito Apply Payment | applied 0.00
Discount & Credits,,_| Discount and Credits 0.00
2 Applied
Save & Close ] [ Save B Mew ] [ Clear
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21 Tips and Tricks with Penny Lane Crull 2011

Tip #10 - Save Time by Memorizing Transactions

If you have recurring transactions — bills, checks, or invoices that happen on a regular basis, you can
automate the entry in QuickBooks.

Example 1 Bill :
To automate your monthly rent bill, simply enter the bill as you would like it to appear and
then type ctr+m. Click Automate Transaction Entry. Click the drop down next to how often
and choose monthly. Choose the next date and click ok.

Example 2 Invoice:
To automate a monthly subscription fee invoice, create the invoice them click ctrl+m. Click
automate transaction entry, click the drop down next to how often and choose monthly.
Choose the next date and click ok.

Keep in mind these facts about Memorizing transactions:

1. When memorizing, QuickBooks takes a “picture” of the transaction and the subsequent transactions
will look exactly the same, except for the date and transaction numbers. So, it doesn’t work very well
to type in specific descriptions that might change like “September Rent”.

2. You can memorize a transaction without saving it. If you create a transaction that you would like to
memorize but don’t want to enter it now, just click clear when you are done memorizing.

3. To edit the attributes — date, frequency, automation, etc. of a memorized transaction - click Lists —

Memorized transaction list — Click ONCE on the transaction then click, Memorized Transaction - EDIT.

If you double click the transaction it will create the transaction! If this happens inadvertently simply hit
clear or restore

®¥ sample Larny’s Landscaping & Garden Supply, - QuickBooks Accountant 2012 - [Memorized Transaction List] [Hi=0t3| before savi ng.
ks File Edit  Wiew Lists Faworites Accountant Company Customers Wendors Emplowees Banking Reports  Online Services  Window Help
- 5 x
= - . »
- = &R = = = @ & = < @
Home Calendar  Snapshots Customers Yendors Employees Online Banking  Docs  Reports  Stater
Transaction Mame Type Source Account Amount Frequency Auto Mext Date
<330 Main St Invoice Accounts Receivable 150,00 [Mever
+BB56 Ocean Wiew Inwvoice Accounts Receivable 160.00 |Mever
+Adam's Candy Shop Invoice Accounts Receivable 40,00 [Never
+Andres, Christina Invoice Accounts Receivable 108.50 [Never
redit Card Charie 12/29/2016
Invoice abl
+Cal Gas & Electric Eill Accounts Payable 01142017
< Cal Telephone Bill Accounts Payable 01/15/2017
= Cheknis, Benjarin Invoice Accounts Receivable 300,00 [Mever
+Carcoran, Carol Invaice Accounts Receivable 240.00 [Never
+Great Statewide Bank - Checking |Check Checking 1&.00 |Monthly +  |1zizaizo1e8
+Great Statewide Bank - Loan Bill Accounts Payable S00.00 |Manthly < |oijisizonz
< Great Statewide Bank - Savings  |Check Savings 7.50 |Manthly < |izlesizoie
+Hermann, Jennifer Invoice Accounts Receivable 35.00 [Mever
< Julie's Doll House Irvoice Accounts Receivable 40.00 [Mewver
+Monthly Maintenance Group |Group Monthly 1273172016
<4631 W Indian Trail Invoice Accounts Receivable 316.00
~Quarterly Maintenance Gro... Group Quarterly F Fle Edt View Lists Favortes Accountart Compamy Customers Yendors Employess Banking
+Lo, David Invaice Accounts Receivable 193.00
+ Townley Insurance Agency Eill Accounts Payable 427.62 | Twice a year <
- =

@ & @ B @ @ B B
Home Calendar  Snapshots Customers Vendors Employees OnlineBanking  Docs  Reperts Stal

Name | T3

© Add to my Reminders List How Often | Marthly -

) Do Mot Remind Me: HextDate |01/04f2017
(&) Automate Transaction Entry Humber Remaining o
() Add to Groug. Days In Advance To Enter [

Mevw Group
Delete Memorized Transaction k4D

Customize Colurmns. ..

Prink List... CEr-P
Fue-sort List

[ ged Transaction = | Enter Transaction |
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21 Tips and Tricks with Penny Lane Crull

2011

4. To edit the details of a transaction — amount, etc — OPEN the transaction itself by double-clicking it
from the list, make the changes you want to make, and then click ctrl+m. Click “replace”. Note: if you
have re-named, the transaction for some reason, you will not get the “replace” option. In this case, you
will need to go back to the memorized transaction list, delete the original memorized transaction and

save the new one.

Sl

® 2

Home Calendar  Snap

& previous [ Mext E

Replace Memorized Transaction

Terms  Met 15

v Discount Dake
femo Aot #370C-2933

GE2Z
I Expenses $30.00 I.Items $I:I.EID-j
Account Arnount Merna Customer:Job | Billa...  Class |
Ltilities:Waker 30,00 Overhead
v v TTIE

Recent Transactions

12/12/16 Eil Pt -Check
12104/ 16 Eill - Paid
11/14/16 Bill Pmt -Check
11/04/16 Bill - Paid
1071316 Bill Pt -Check

Notes

€p  Bayshore Water is already in the Memorized Transaction list, Would you like ta replace it or
] . - add a new one? P S
®El O credt fransaction |

— (e (s ) [(ow ] r

Wendor Bayshore Water E
SOTTMTary

it Bayshore Water Ref, Mo, Phaome 415-

O, Biox 6l
anshu:ure A 04726 Amount Due 30,00 Open balance
POs to be received
Bill Due 12f0ifz016
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21 Tips and Tricks with Penny Lane Crull

Tip # 11 — Set a closing date password

2011

After you have given your reports to the tax preparer for the year, it’s a good idea to set a closing date
password. It will help keep you from accidentally making changes to the data that has been used to file

the tax return. To do this:

Edit — Preferences —Accounting — Company Preferences — Set Date/Password.

Preferences ['5_(|
 Accounting My Prefererces | Company Preferences |
g Eils - Accounts
T Calendar |:| Use account numbers Require accounts -
ﬁ Checking Show lowest su
=34 Desktop Yiew Default
%, Finance Charge Use class tracking
Q_JF General |:| Prompt ko assign classes Ft e e
g’i Inkegrated Applicatio Automatically assign general journal entry number ceneral
‘ Trems & Inventory ‘Warn when posting a transaction o Retained Earnings

; Date Warri Payroll and
| Jobs & Estimates ake Warnings : . Employess
l_ﬂ Mulkiple Currencies Warn if transactions are ;90 | dav(s) in the past
% Faments Warn if transactions are |30 | day(s) in the future
"-—_tl Payroll & Employees B
@ Reminders Closing Date
i.-_ Reparts & Graphs Date through which books are closed: {nat set)
% Sales & Customers - Set DatefPassword
l&| Sales Tax
‘&), Search

Send Farms

% Service Conneckion
[# Speling

Set Closing Date and Password

To keep wour financial data secure, QuickBooks recommends assigning all other users their own
username and password, in Company = Set Up Users,

Crake
QuickBooks will display a warning, or require a password, when saving a transaction dated on
ot befare the closing date. Maore details. ..

[ Exclude estimates, sales orders and purchase orders From closing date restrictions:

Password
Quickbooks strongly recommends setting a password to protect transactions dated on or
before the closing date.

Closing Diake Password I:l
Zonfitrn Password I:l

To see changes made on or before the closing date, wiew the Closing Date Exception Report in
Reports = accountant & Taxes,

K l [ Cancel ]

3
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21 Tips and Tricks with Penny Lane Crull 2011

Tip # 12 — Multiple List Entry (only available in Premier Edition)

Newer Premier versions of QuickBooks have a great feature called multiple list entry. To access this
feature:

Lists — Add/Edit Multiple List Entry — Select Customers, Vendors, Service Items or Non-Inventory Parts
from the List menu.

You can customize the columns that are shown to make viewing or entering easier. You can even copy
and paste from Excel! This is great if you have a whole lot of entries to get into QuickBooks or are just
setting it up. Previous to this feature, it was nearly impossible to enter lists from excel into Quick Books.

¥ Sample Larry's Landscaping & Garden Supply. - QuickBod
@ File Edit Wiew =M Favorites  Accountant  Company  Custome
® @ Chart .DF Accounks Chri+A
Home  Calendar Tkem List on
Fixed Asset Ttem List L
[ Price: Level List
=} B3 ’ )
2 J —  Eiling Rate Level List —
o RIEEEs Sales Tax Code List
] Orders Payroll Ttem Lisk
— Class List
Workers Comp List
Other Hames List -
Customer & Yendor Profile Lists J
Templates
Memarized Transaction List Crl4T
w AddfEdit Multiple List Entries
F E
o :

®¥ Sample Larry's Landscaping & Garden Supply - QuickBooks Accountant 2012 - [Add/Edit Multiple List Entries]

E File Edt Wiew Lists Faworites Accountant Company  Customers  Wendors Employees Banking Reports  Online Services  Window  Help - 8 x

® B @ @ % E & w & > [Femcomarer 9] &
Home Calendar  Snapshats  Customers Vendors Employess Onling Banking Docs  Reports  Stakement Writer  App Center  User Licenses  Invoice I . |

@ select alist, @ Customize columns ko display. E) Paste from Excel or type to add to or modify your list. B8 e how to quickly updats vour lists

List Y| View iActiva Customers v Find | Customize Columns

Currel Yendars |

Service Ikems

MNamg  Trventory Parts iy Mame Mr JMs. S First Mame M.I, Last Mame Zonkact

Adam'|_Men-inventary Parts andy Shop Mr. Adam Bradley Adam Bradley fad

Andres, Cristing Cristina Andres Cristina Andres =

Balak, Mike Mike Balak Mike Balak,

330 Main 5t Hair, Nails and Supply ke Bialak Mike Ealak,

Residential Iike Balak Iike Balak

Blackwell, Edward Wild Garden Restaurant Edward Blackwell Edward Blackwell

Chapman, Natalie Matalie Chapman Matalie Chapman

heknis, Benjamin Eienjamin Cheknis EBienjamin Cheknis

Carcoran, Carol Caral Corcoran Caral Corcoran

Crenshaw, Bob Scrounget's Auko Bob Crenshaw Bob or Caral

Crider, Craig Crider's Ciritters Craig Crider Craig Crider

DYs Computers Computer Services by D] Donald kKucsmas

Ecker Design Deana Ecker Deana Ecker

olliday Sporting Goods Goliday Sporting Goods Michael Galliday Michael Golliday

155 Wfilks Blvd.

75 sunset Rd,

Gregary, Dru Dru's Pharmacy Dru Gregary Dru Greqgary

Heldt, Bob Eiob Heldt Bob or Tracy Heldt

Hermann, Jennifer Mrs Jennifer Hermann Jennifer

Residential Maintenance Mrs Jennifer Hermann Jennifer

Hughes, David David Hughes Dravid

Jasming Park Jasmine Park Cristina Jimenez Cristina Jimenez

Jim's Family Store Jim's Family Store Mr, Jim Thamas Jim Thamas e

< 3 |

[ Save Changes ” Close ” Help ]
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Tip #13 — Using QuickReports in lists — Practice in Core Training
When any list is open — click on the list entry (item, account,etc.) and click Reports — Quick Report

| use this feature a lot — especially in my item list for customers who carry inventory. You can see a
history of the transactions that involve the item or account and drill down on them for more info.

Example: For aninventory Item, you can see when the item was last purchased and from which vendor
as well as all of the customers who have purchased
the item.

E. Item List El El El

Loohforl | in |.0\II Fields vl I Search ]

Account on Sal... [T| [’E| &|

Tokal Qu...

Price Attach

S . —
t::élgfapi... 3 = Memorize | Prink || E-mail = || Excel » Hide Header Refresh
Landcant : B | From | 10f01/2016 (B To [12/15/2006 [E]
arry's Landscaping & Garden Supply
2
Inventory Item QuickReport
7 = == o o As of December 15, 2016
53'95 Price List
Crders Item Lisking Bankils  Date ¢ Hum ¢ Hame ¢ Memo o Oty o
Reports on All Ikems 3 2,355
WTIgauwnT mess
1/2" Line
On Hand As Of 09/30/2016 2,165
] Bill 1072016 1253 Conner Garden Su... 12" Yinyllr... 500 4
Ineenice TH2eme 97 Gregary, Dru 172" iyl ... -2
Invoice 12012016 119 Theurer-Davis, Yic... 12" Vinyllr .. -425
Inevoice 12M2°2016 128 Rummens, Susies2... 12" Vinyllr... -75
Tat On Hand Az Of 120 52016 2283
Tatal Irrigation Hose 2283
Total Inveritory 2283
TOTAL As Of 1211572016 2,283
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Tip #14 — Trick to Quickly Inactivate Items or Accounts — Practice in Core Training

2011

From either the Account or Item list click the box next to “ include inactive”. The inactive items now
appear with an x by them. You can them easily click or unclick next to each item to activate or inactivate

the list items.

& Chart of Accounts ['_ ”'I:I |r‘5_(|
3 Mame £ | Type Balance Total Aktach
= Qriginal Purch... Fixed Asset 13,750.00 -~
#+Accounts Payable Accounts Pavable 2,535.69
+Caldil Card Credit Card 1,403,939
+QuickBooks Credi. .. Credit Card 70,00
+QBCC Field Of... | < [Credit Card 45,00
+QBCC Home O...| £ [Credit Card 25.00
+QBCC Sales D... | £ [Credit Card 0.00
=+ Payroll Liabilities Cther Current Liabi. .. 5,520.47
< Direct Deposit Lia. .. Cither Current Liabi. .. 0,00
+Payments on Acc... Cther Current Liabi. .. -1,520.00
+5ales Tax Payable Cither Current Liabi. .. 2,0586.50
+Bank af Anvecity L., Lang Term Liability 19,932.65
+Eguipment Loan Long Term Liability 3,911.32
«+Bank Loan Long Term Liability 5,369,058
+Opening Bal Equity Equitsy 151,970.07
+0wnet's Equity Equity -5,000,00
s 0wner's Contr, .. Equity 0,00
2 Owner's Draw Equity -5,000,00
+Retained Earnings Equity
+Products Incorme
. |lncome || |
+Landscaping Serv. .. Income
+Design Services Income
+Equiprent Re... Incame
+Job Materials Income
#Misc Materials Income
+Decks & Pa... Income
+Fountains ... Income
+Plants and ... Income
= Sprinklers ... Income
+Labor Income
~
[ Account T |[ Ackivities ™ ][ Reports  * ][ Aktach ] Include inactive

Tip #15 — Editing Tr

ansactions Trick — Practice in Core Training

To add or delete lines from invoices, deposits, estimates or checks — use Edit from the gray menu bar
when the transaction is open. You can easily insert or delete lines.

Wigws Lisks  Faworil

Revert

Copy
Paske
Insert Line

Delete Line
s
Mew Invoice

1 Delete Invoice
Duplicate Invoice
Memarize Invoice

I Woid Invoice

tes  Accounkant Yendors Employvees Banking Reporks  Online Services

=l -

Reporks  Statement ‘Writer App

Company  Customers

= e @ B

Yendors Employees Online Banking Docs

ChrlHR
Chrl-C

Crri+y - 45 - B - EL @& speling By History 5] Journal & -

Wl attach

Crrl-Drel

| &
ChrlHM

ChrlHM

‘Window Help

[scor come

cliins Template
Intuit Product Invoice |

Chrl+Dr Dake
1211572016 B | (144
-

B Go To Transfer Chri+G
Transaction Hiskary. .. Ctrl+H
Mark Invoice As Pending
Motepad 'E.hup “w
Change Account Color, .. Met 30 Es ¢ |[12f15/2016 ' ups B
| Use Register Ctrl+R n Price Each Class Amount: Tax |
Use Calculator rden Fertilizer 20-14-7 100.00 % ~ 100.00 |Mon (%
Find Irwoices. .. Ctrl+F
Search... F3
Preferences... ~
Custaner 7| Tax [San Domings  » [(7.75%) 0.00
Message
Tokal 100,00
== v T T
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Tip #16 — The History Button Trick — Practice in Core Training

You can see the history behind a transaction — for instance which invoice a deposit was applied to or
what deposit a received payment is on — using the history button. You will see this at the top of
deposits, invoices, checks, and credit memos. You can also see when an invoice was emailed.

When a transaction is open — click history. To go to the transaction you discovered click Go To.
B Create Invoices

) previous [ Mext E Eﬁ = Q L e a = @_ & spelling %History =] Journal % = @ Attach
Job Class Template

| | o iIntuit Product Invoice

Invoice

Custom

Mike Balak
1500 Applesesd Ct
Bayshore Ca 94326

| PO Murber | Terms | Rep | Ship [ Wia | _FOB. |

Tip #17 — Common Error — recording Owner’s Draws as an Expense

Draws, dividends and personal expenses should be recorded using Equity accounts. These are not true
expenses (unless the owner’s are being paid through payroll) and should not be recorded as such. If you
record them as expenses, the owner will be misinformed about their business income and may not plan
properly for tax payments. As long as the account type you are using to record the owner’s expenses, it
doesn’t necessarily matter what the account is called.

®* Sample Larry's Landscaping & Garden Supply - QuickBooks Accountant 2012 - [Chart of Accounts]
Fawvorites Accountant Company Customers Wendors Employees Banking Reporks  Online Services  Window
Move ERl=a]
e == =1 = < =% = ”
=
— iz (e B e L R Al
0 Maximize £ | Tvpe Balance Total Attach
- T— -
X Close Alt+F4 2 |Bank 29,250.02
Bank. 225.23
< Savings < |Bank 5,957.50
< Barter Account Bank 0.00
@ Accounts Receivable Accounts Receivable 35,825.02
@ Prepaid Insurance Cther Current Asset S500.00
+Emplovee advances Other Current Asset 100.00
< Inventory Asset Other Current Asset 6,937.08
= Undeposited Funds Other Current Asset 145.00
@ Truck Fixed Asset 12,025.00
< accumulated Depreciation Fixed Asset -1,725.00
<+ Original Purchase Fixed Asset 13,750.00
+fAccounts Payable Accounts Payable Z,578.69
< Calail Card Credit Card 1,403.99
+QuickBocks Credit Card Credit Card 70.00
+QBCC Field OFfice % |Credit Card 4500
+OBCC Home OFfice « |Eredit Card 25.00
«QBCC Sales Dept < |Credit Card 0.00
< Payroll Liabilities Ckher Current Liabi, .. S,520.47
#Direct Deposit Liabilities Other Current Liabi, .. 0.00
<+ Payments on Account Other Current Liabi, .. -1,520.00
< Sales Tax Payable other Current Liabi,. . Z,088.50
+Bank of Anycity Loan Long Terrn Liakbility: 19,932.65
+Equiprment Loan Lona Terrn Liskility: 3,911.32
»Bank Loan Long Term Lishbility 5,369.06
< Opening Bal Equity Equity 151,970.07
>Omner's Equity Equity ~5,000.00
@ Cwwner's Contribukions Equity 0.00
+Cnner's Draw Equity -5,000.00
+Retained Earnings Equity
+Discounts Income
<+Landscaping Services Income
o Design Services Income
<Eguipment Rental Income
< Job Materials Income
-+ Misc Materials Income

Note: You will also record any of the owner’s money they deposit into the company’s account using an
Equity account.

Usually People will Use Owner’s (or Shareholder’s) Contribution or Investment to Deposit funds INTO
the business, and Owner’s Draw or Dividends when the owner withdraws funds (outside of payroll) or
makes personal expenses from business accounts.
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Tip #18 — Common Error Using Inventory Improperly

Many QuickBooks users are not sure if they should set up inventory items. It seems logical that if there
are some type of materials that you keep on hand, they should be set up as inventory. While, in fact,
there are many businesses who may keep some items on hand, but it’s not practical or necessary to
set up an inventory system in QuickBooks.

Examples of true inventory systems are items that you buy and re-sell, like in a retail operation. If you
keep items in stock and sell them with a larger service, it’s unlikely that setting up an inventory system
would work.

Keep in mind that if you set up inventory items, they must be individually specific and you will assign
a specific cost to that item. You must use the item whenever you purchase it from your vendor as
well as when you sell it to the customer. | have seen many cases where people set up inventory items
and just use them on sales invoices - this creates a really big mess.

Use service or non-inventory parts for non-inventory businesses.

Example, Detailed Inventory:

Sylvia’s T-shirts and Gifts
In this business, Sylvia purchases items from outside vendors and re-sells them on her web site. She

needs to track how many of each specific item she has on hand, and she needs to keep track of where
she purchased each item, and how much that item cost her originally. Her Item set up looks like this:

Type
Invenkary Part w | Use for goods you purchase, track as inventory, and resell,
Cancel
Mexk
Item Marmef/MNurmber [] subitem of Manufacturer's Park Nurmber
Mok
T-Shirk Pirk w bear B43526 B

Unit of Measure Custorn Figlds

Purchase Information Sales Information

. . Description on Sales Transactions
Descripkion on Purchase Transactions

=
o
1]
=
= o
o =
5
7]
[ml
=
<
&

T-Shirt Pink. with bear sz M T-Shirk Pink with bear sz M|
Cosk 3.49 Sales Price 10.00
COGS Account Cost of Goods Sold w Tax Code Tax b
Preferred Vendor | Janes w Income Aocount | Productks w

Inventary Information

Asset Account Reorder Point  Cn Hand Tatal Yalue As of
Inventary Asset | |1z 0.00 0.00| | 12/15/2016
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Every time she purchases more of this item, her vendor bill looks like this:

revious 2 e Fin ! IOy ournag AC| Lk ay Ol
A previ & riext 5 Print Find Hist 3 I attach [ Pay bil

GOEll ) Credi Bill Received
Yendor Janes - Date 12/15/2016
Ref. Mo, |
Address = .
123 Main St 59,50
Mevada City, G 95959 Amount Due :

Eill e 12/25/2016 [H|

Terms b d
Merno
Expenses 40,00 | Items $69.50 |
Ikem Descripkion by Cosk Ari .. cuskorn. .. Bi... Class
T-5Shirt Pink w bear [T-Shirt Pink with bear z0 3.49 | 69.80 e
sz M

Keeping detailed inventory is complex, detailed and has significant financial implications. Everything
must be done exact and correct, or your financial reports will not make sense. If you need to keep
detailed inventory, | recommend consulting with an expert who is experienced in this area before and
during set up and implementation.

One thing you should know, is that with Inventory items, they cost of the item is NOT RECORDED as a
cost on the date that you purchase the item, but is recorded as an Asset. The cost of the item is
recorded when you SELL the item to your customer on a sales receipt or invoice.

Often, when people set up inventory in QuickBooks incorrectly, they will make this error:
The just sell the item to their customers — but never purchase it from their vendor, creating a huge
negative inventory and since they never purchase the item from their vendor, they don’t have a correct

cost for the item and either create NO COST, or an inaccurate cost every time they sell it!

There’s actually quite a laundry list of errors that people make when setting up or using inventory, which
is why, again, | recommend consulting with an expert if this is appropriate for you.
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Example, Non-Inventory:
Larry’s Landscaping
Non-Inventory parts are things that you sell, but don’t need to track individual quantities on hand.

You may want to create a part for them so that you can:
Easily complete invoices with the product information and pricing

e Track the sales statistics of this item
e Track the vendor you purchase the item from and/or the cost
e Use the Item on both Purchase (when you buy it) and Sales (when you sell it) transactions

Without keeping detailed inventory.

With Non-Inventory items, the cost of the item will be recorded when you purchase it from the vendor,
rather than when you sell it to your customer.

It’s an important distinction, because if you are primarily a re-seller, you will want to use an inventory
system so that your costs and income are more closely matched.

Spelling

YT ——————s Il=g Fpr goods i by bk u:I-:unl_: Fre_n:k, like affice
supplies, or materials for a specific job that waou
charge back to the customer.
Ttern MarmeMurmber Subitem of Manufacturer's Part Murmber
) Zuskom Figlds
Citrus Trees Plants/Trees w

nit of Measure

This itemn is used in assemblies or is purchased for a specific cusktomer: job

Purchase Information Sales Information

Description on Purchase Transactions Description on Sales Transackions |:| Item is inackive
Tree, Citrus - 50 gal. Cikrus Tree - 50 gal,

Cost 46,00 Sales Price &6.00

Expense Account | Job Expenses:Job M, W Tax Code Tax W

Preferred Vendor | Gussman's Mursery W Income Account | Landscaping Service. .. w
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Tip #19 - Common Error Understand Cash vs. Accrual Reports in QuickBooks — This is on my Tips and
Tricks blog, but | bring it up again here, because it is ABSOLUTELY CRITICAL for every QuickBooks user
to understand.

Cash vs. Accrual Based Accounting.... What does it mean to the Small Business Owner?

In my opinion, one of QuickBooks’ best features is its ability to run financial reports, like a Profit and
Loss, on both a Cash and Accrual Basis. But | am often asked by my clients “What does that mean?
What is Cash vs. Accrual?”. I'll try to answer that question here on a level that applies to the Small
Business Owner evaluating his or her Profit and Loss Report and Balance Sheet. I'll try to leave out the
accountant-speak and technicalities.

Your Profit and Loss Report is a snapshot of your business’ income and expenses for a specified period
of time. Your Balance Sheet report is basically a report of what you own, what you owe, and your
business’ Equity (the difference between what you own and what you owe) as of a certain date.

Let’s talk about Accrual basis first.
When you are looking at your Profit and Loss report on an Accrual basis,

e Your income will include everything you billed customers for during that time period, whether
or not you have been paid by those customers.

¢ Your expenses will include bills from vendors that you have entered into QuickBooks for a that
time period, whether you have paid the bills or not.

On an Accrual Basis, the Balance Sheet report will include:

¢ What is owed to you (customer invoices, called Accounts Receivable)
¢ And what you owe (outstanding bills to your vendors, called Accounts Payable).

In order to achieve good Accrual-based reports in QuickBooks, you need to use the Customer Invoicing
and Enter/Pay Bills features. It’s also a good idea to pay attention to the dates you bill your customers
and bills you enter from your vendors, to be sure they are posted in the period they were incurred.

Most small businesses file their taxes on a Cash Basis, so why would you want to evaluate your
finances on an Accrual basis? | ALWAYS recommend evaluating your business’ financial performance on
an accrual basis at least monthly, because what you have collected from your Customers and what bills
you have paid aren’t necessarily indicitive of your business’ earnings performance.

Let’s look at a professional services business like mine, for instance. First of all, we bill many of our
clients on an hourly basis, so | make sure to bill out as much time as possible on the last day of the
month. That way, when | run our Profit and Loss Statement, | can see what we earned that month, not
necessarily what we collected, but what we earned.

Like any business should, we know what we need to earn every month to break even. | may have cash
in the bank because | haven’t paid all the bills yet, or because | collected on some old invoices from
customers, but that doesn’t necessarily mean that our business has performed as it should.

Page31 =431 Crown Point Circle, Suite 100 = Grass Valley, CA 95945 = (530) 271-1666
www.quickbooksnow.com



21 Tips and Tricks with Penny Lane Crull 2011

Income is the largest consideration in our business, but it holds true with expenses as well. Expenses
should be entered into QuickBooks as Bills for the date they are incurred. That way your Accrual-based
Net Income (Income less Expenses) for the period you are evaluating is a true indicator of your
performance for that time period. Did you spend more than you earned for that period? If so, it may
take a month or two to catch up to you, and you want to be prepared. Are you showing consistent
earnings yet your cash flow is suffering? You may have an issue with collecting on outstanding invoices
from customers.

So what good are Cash basis reports? For one thing, many businesses file their taxes on a Cash basis, so
you want to keep on top of what your income is going to look like for tax purposes. Cash basis reports
are also more closely tied to your business’ cash flow. When you look at a Profit and Loss Report on a
Cash basis, you are only going to see Income from customers that you have actually received in your hot
little hands. You will only see expenses for things that you have actually paid. If your business
operates on a cash basis — meaning you pay for your business expenses as you incurr them and collect
money from your customers on the spot, your Cash basis and Accrual basis reports will be the same.

Even with this information, financial reports can be confusing! The larger the business, the more
complex the financial evaluation should be. There are many other aspects of your finances you need to
evaluate, like the return on investment of your assets. Your industry may also require special attention
to one or more aspects of your financial situation. Intelligent, competent, business professionals
sometimes feel uncomfortable asking for assistance evaluating their finances. Don’t feel like you should
know this stuff instinctively! Just like anything, it takes patience, practice and often professional help to
understand. There are, of course, many books on the subject, as well as the occasional seminar. Don’t
be afraid to seek assistance from your bookkeeper (they may know more than you think, but you just
never asked!), your CPA, or a business coach.

QuickBooks allows you to run cash and accrual based financial reports (Profit and Loss and Balance
Sheet), and it’s important to understand the difference.
When running ACCRUAL based financial reports:

Invoices that have been billed to customers are counted as income as of the invoice date and
Bills that have been entered are counted as expenses as of the bill date

When running CASH based financial reports:

Income is counted based upon the date the payment was received to an invoice
Bills are counted as expenses as of the paid date

Checks written and posted straight to an account, as well as deposits posted straight to an account are
posted as of the check or deposit date in either reporting system.

While most small businesses are on a cash-basis for their tax returns, | recommend evaluating a
business’ performance on an accrual-basis. When you look at your Profit and Loss report on an accrual
basis, you get better matching of earnings vs. expenses for the period.
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To Switch Between Cash and Accrual Reports — Reports- Company and Financial — Profit and Loss
Standard —
Orline Services  Window  Help
Repart Center @ g ﬂ
Memarized Reports 4 \ Ireecice  Item  MemTx  Check Gl
Company Snapshot
Process Mulkiple Reports Company
QuickBooks Staterment Wiker =
Compa inancial 4
Cuskomers & Receivables 3 Profit & Loss Detail i
Sales 3 Profit & Loss ¥TD Comparison
Jobs, Time & Mileage 3 Profit & Loss Prev Year Comparison
Yendors & Payables 3 Profit & Loss by Job
Purchases 3 Profit & Loss by Class ;
Inventory 3 Profit & Loss Unclassified i
Employees & Payroll 3 Income by Customer Summaty
Banking 3 Income by Customer Detail
Accountant & Taxes .3 Expenses by Wendor Summary
Budgets & Forecasts 3 Expenses by Wendor Detail E[
List .3 Income & Expense Graph
Industry Specifi 3
oSty speciic Balance Sheet Standard
Contributed Reports 3 Balance Sheet Detail
Custom R N , Balance Sheet Summary
H=tom Reports Balance Sheet Prev Year Comparison
QuickReport Chrl+G Balance Sheet by Class
Transaction History Met Warth Graph c
T tion I it
ransaction -ourna Statement of Cash Flows
Cash Flow Forecast
e =
. H H H u“ ” “ ”
Then: Customize Report — and click the radio button next to “Accrual” or “Cash
Customize Report [ Memorize ][ Print. ][ E-mail » ][ Excel v] [ Hide Header ][ Collapse ] [ Refresh ]
v | From [12/01/z016 [E] Ta [12/15/2016 [@] Columps | Tatal anly | sart By [Default v
dscaping & Garden Supply
Profit & Loss
Accrual Display | Filters HeaderFooter Faonts & Numbers ecember 1 - 15, 2016
Report Date Range ¢ Dect-15,16 -
hse
From the First dav of the current month through today
ervices
From |12/01/2016 To |12/15/2016
. | o1f - | 1151 .| ices » 3,860.00 4
Report Basis s_
Brials 129.00
@ Accrual O Cash This setting determines how this report calculates income and expenses, atios 4500
& Garden Lighting 1,961 95
Colurins i Sod 1,807 70
Display columns by | Tokal only “ |across the top. Sort by | Default v 5 & Drip systems _1,54135
pterials 555490
ort () Ascending order 24
ort in
add subcolumns For O Descending order £ 4
[ previous Period [ Previous Year [ ¥ear-To-Date [ % of Row [ %% of Column n 7,298.00
hce & Repairs 25550
[ % of Incame ~ [] % of Expense 7 58150
’ Adyanced... ] ’ RErer ] ing Services 17 026.40
e 12000
[o4 l ’ Cancel ] ’ Help ] 5937
1,500.00
Total Income 1873877
Cost of Goods Sold
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Tip #20 — Using Petty Cash

If your business has a petty cash fund, the proper way to track it is to set it up as a bank account in
QuickBooks.

T Tr Account Type | Bank v

Account Mamme

[] subaccount of

Optional
Description | wWash acck For cash expenses

Bank Acct. Mo.
Routing Murber

Tax-Line Mapping | <lUnassigned > * | How do I choose the right tax line?

‘You can change the opening balance in the

Change Opening Balance. ..
[ 2 L q account register,

Remind me to order checks when I reach check number

\J [] &rder checks I can print from QuickBooks Learn more

[ secount is inactive [ Set Up Online Services. .. Save & Close ] [ Cancel

You can make deposits or transfers from your bank account, cash drawer or owner’s equity account,
and enter every expense as a “check”.

Here’s an example of an item that was paid for in cash:

@ rrevious [ Mext [ Save &5 Print » FLFind 5] Journal | (] Attach

Bank Account w Ending Balance 225.23
Mo, -
Date 05/13/2016 [E)
Pay to the Order of Sowers Office Equipment W % 25.87

Twent.:ll._ﬁveandB?IIDD************************************* DD"ars

Sowers Office Equiprment
4572 County Rd
Address | Bayshore CA 94326

A
Memo Prinker ink, Crder Checks
Expenses $25.87 | Irems 0,00 [ To be printed
Account Amount e Customer: Job Billa...  Class
Cffice Supplies 25.87
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Here’s an example of a deposit “transfer” from the bank account — which could just be a cash
withdrawal from the bank account for cash on hand. Alternatively, instead of actually taking the cash
from the bank account - Checking, the cash used might have been from the owner’s personal funds. In
that case, you would use the Equity account “Owner’s Draw” (or similar) instead of the bank account

(Checking) for the deposit.

& previous B st E Save =] Journal [B Attach
Transfer Funds
Drate Class ~
Transfer Funds From | Checking » | Account Balance 99,250,02
Transfer Funds To Petty Cash w | Account Balance 225,23
[] ¢riline Funds Transfer Transfer Amount § 300.00
Memo | Funds Transfer
[ Save & Close ] Save & Mew l [ Rewvert ]

Here’s what the register looks like:

2011

® B & @ @ ® @ B B "

Home Calendar  Snapshobs  Customers Wendors Emplovess  Online Banking  Docs Reports 5 ﬂ
& Goto., | & Print.. @4 Edi Transaction QuickReport %] Download Bank Statement
Date Mumber Payee Payment J Deposit Balance
Type Account Memo

v 300.00 300.00
TRANSFR |[Checking v

05/13/2016 Sowers OFfice Equipment 25.87 274.13
ZHE Ciffice Supplies Prinker ink

0712312016 Brown Equipment Rental 43,90 225.23
ZHE Job Expenses:Equipmenta bulldozer Fuel on return

1211542016
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Tip# 21 — Use Online Banking

Set up online banking and download transactions into QuickBooks. You can save a lot of time if you
have many atm or electronic transactions that need to be entered manually as well as with deposits if
you don’t track them by customer or use credit card clearing. Another benefit is knowing that your
balance is accurate and keeping close track of “uncleared” transactions.

Online banking CAN be tricky, and the set up varies somewhat from bank to bank, but it’s definitely
worth figuring it out.

To get started from the Banking Menu, select Online Banking - Set up account for online services

FERIEGEN Reporks  Online Services  Window  Help

‘Write Checks Chrl+i , L @ Q. EU ‘g

Order Checks & Envelopes ef Licenses  Invoice  Item  MemTx  Chec
Enter Credit Card Charges

e L1111

Use Register Chrl+R, Comg
| Make Deposits Fr
Transfer Funds Manage
R il Sales
econcile Tox

online Banking Cnline Banking Center
Set Lp Account For Grline

L Loan Manager

Participating Financial Institutions
Other Mames List Import Yeb Connect File

Create Online Banking Message
Change Online Banking Mode

Learn About Online Bill Payment

® @

You'll then be prompted through the wizard which will help you select the account you want to set up,
and associate the account with your bank’s online services.

Once your accounts are set up, you can send and receive transactions straight from the Online Banking
Center (most banks)

& Online Banking Center

Download Online Accounts Online Balance Last Update

Checking 45,035.66  11/30/2003 @

Selact Savings $0.00  11/30/2003

| ANYTIME Financial v

Financial Institution

Send/Receive Transactions

(5] Iranster Funds Iransters (1) FLULLLU |

Z ~
E] Create Messages Messages (0) 0 3
[E] Inguire Abouk Payments | Payment Inguiries (0) 0
Bl Cancel Payments  Payment Canceliations (0) 0
Items Received(10)
Review ftems downrloaded Item [ Mo, To Review W Oulcannks Balance | Orline Balance |
:;g“:r o izt | checking 10 $99,250,02 45,035.66 |
| Savings a $0.00 $0.00 |
| Messages Received 0
| Payment Inquiry Resp... a
| alerts ] v

| Add Transactions to QuickBooks ¥
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Once the transactions are imported, QuickBooks will:
e Automatically match those that are already in your register
e Post transactions based on re-naming rules for transactions that have been posted to a certain
name previously (example: Chevron atm, matched to Chevron vendor previously, will

automatically post to Chevron)

e Display Unmatched transactions for you to post through this window if you wish

"% Add Transactions To QuickBooks

Downloaded Transactions @

Checking

& Matched to existing QuickBooks/register transactions Shio
1 Mew transactions created using renaming rules Show
1 Unmatched Transackions

10 Total to be reviewed and added to QuickBooks

Stakus Date Mo, Desc Pmt Dep
Unmatched 11/30/2... Bank Se. ., 9,00
Add Multiple... ] l Select ltems To Delste...

Record an Expense

Payee | I |

Downloaded payee name = Bank Seivice Chage

Account | 3 | Amount 9.00

Show splits. memo, date, number ..

¥ Mare matching options

Add to QuickBooks

[ Finish Later

2011

Don’t worry, you can click “show” next to the matched transactions and the renamed transactions to

view and edit these.

You can also view and edit the renaming Rules by clicking in the upper right corner “renaming rules”
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You can also, click “Add Multiple” to view the transactions in a spreadsheet format, viewing and editing
them, it looks like this:

& Add Multiple Transactions To QuickBooks

Review matched transactions. For renamed and unmatched transactions, select payee names, select account names if you require them, and
optionally select classes, Click Add Selected to add the selected transactions to your QuickBooks register,
MNOTE:  ‘You musk create splits or link to open transactions in the Add Transactions ko QuickBooks window,
Renamed/Unmatched - to add to QuickBooks S Renamed [ Urmetched
Downloaded .
Status Type Date No. Name Payee Account Class Payment Deposit
Renamed  CHE 11/13/2003 ATM withdrawal  ATH Withdra... Tools and Mis. .. 200,00
[ unmatched CHK 11/30/2003 Bank Service C... 9,00
Matched - to existing QuickBooks transactions —— Matched
Status Type Date MNo. :ao:r.;luaded Payee Account Payment Deposit
Matched TRAMSFR L1{25/2016 Funds Transfer Savings 5,000,00
Matched CHE tfz9/2016 1112 Bawshore Caldil  Bawshaore Cal... CalOil Card 177.25
Matched BILLPMT 11/30/2016 1115 Patio & Desk D... Patio & Desk ... Accounts Pay... &00.00
Matched BILLPMT 11/30/2016 1116 Molan Molan Hardw, .. Accounts Pay... 792,70
Matched CHE t1f30/z016 1117 Larry Wadford Larry Wadford  Cwwner's Equit... 2,500.00
Matched RCPT 11302016 19 Jasmine Park  -split- 775.80
W] makched AT BMT Tt 1113 Fikw nf MiddlsField  Cibe o Middla Areoonks Ba 176 A
’ Add Selected l ’ Cancel

Tip: | use the Add Multiple screen most often, it’s the fastest way to review and enter your online

transactions.

Once you have entered and matched your transactions in QuickBooks, they have a “lightening bolt” next

to them on the register, indicating they have been “matched” and have cleared the bank.

= Chocking BEE
& Goto,., 55 Prink... E Edit Transaction QuickReport 2] Download Bank Statement
Crake Mumber Payes Paywrment o Dreposit Balance
Tvpe Account Merno
BILLPMT [[Accounts Pavable DE-0915 ~
12/15/2016 4,055.00 113,265,585
DEF ~=plit- Deposit
12/15/2016 1245 Smallson & Associates FF5.00| F 112,910,535
BILLFMT [[Accounts Payable  Z907
12}15/2016 To Print Middlefield Mursery 240,00 112,670.55
BILLFMT |[Accounts Pavable 09576
12/15/2016 To Print Patio & Desk Designs 1,275.00 111,395,558
Splits Ending balance 99,250.02
[ 1-Line
Sort by |Date, Type, Mumber/... [_record | [ Restore |
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