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INTRODUCTION




WHAT IS QUICKBOOKS?

Accounting Software Package
Help Businesses Keep Track Of Financial Data
Designed To Help Manage:

Customers

Vendors

Expenses

Inventory

Revenue

*Not for personal use — Quicken from Intuit is an option.




CREATE A NEW COMPANY FILE

File, New Company

Fed Tax ID or SS #

Your Industry ex. Landscaping

Organization ex. Sole Proprietor or Corp.
Fiscal Year — Starting Month

Password - for this Company

File Save Location — default Documents
Selling Services or Products

Sales Tax

Estimates? Statements? Progress Invoicing?




THE QUICKBOOKS DESKTOP

Menu Bar

- Sample Rock Castle Construction - QuickBooks Pro 2014

Icon Bar File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

@ @ | @ & &4 T @ (b @ O
Home Page Home My Company Income Tracker Calendar | Snapshots Customers Vendors Employees | Docs Reports App Center

EBR =@ E0R

UserLicenses Invoice tem  Check  Bil Reqg Accnt Rmnd  Find

[ Home
FI O w C h ar t -WO r k VENDORS COMPANY You are using a sample
™ v = . company file
Flow & ® E 4
Purchase Receive Enter Bills Manage Chart of Inventory
Orders Inventory Against Sales Accounts Activities
Inventary Tax
el % ACCOUNT BALANCES
. . B @ i
ESS en tl al B usiness = ftems & GetFinancing NAME = | BALANGE
T k Enter Bills Pay Bills Senices 10100 - Checking P
asks ) | £
m 10300 - Savings 1791019 l
') ized Int el Weband  Calendar 10400 -Pety Cash 500.00
rg anize nto Mahile Apps v

Q Create Sales

Receipts

L 0 g | C al C a.t eg or | es. Cre‘l:icilcf)ztrds BANKING DO MORE WITH QUICKECDKS
% & % @ Turn on Payrol

Estimates Create Receive Record Reconcile @ Accept Credit Cards
Invoices Payments Deposits
e Order Checks & Supplies
E % O Promote Your Busingss
Em p I Oyees Statement Finance Statements Refunds .
Write Check

ererges cnerges & Credts Checks Register
C o m p an y —_— BACKUP STATUS

. 0 @U - <) @ 5 % . ﬁ =)
Bankin g = it e Cri f, Locak: August 06, 2013, 10:08 Al

Customers

Vendors

Payrall Enter Pay Pay Process HR Essentials Checks Card Charges Backup now
Center Time Employees Liabilities Payrall and Insurance
Forms Online: Back up online with




QB PREFERENCES

Menu:
Edit / Preferences

Customize QuickBooks to suit the needs of your
business (Company Preferences) and your personal
style of working (My Preferences)




HELP!!




QUICKBOOKS HELP
Help Menu / QuickBooks Help

Have a Question?

2 Still Need Help?

Visit Support

] Ask Community

& How To Connect with other
users and check on
Create an invoice questions you've
asked

Ways to record sales in QuickBooks
Customize your invoice forms
Edit invoices and sales receipts

< Show More Results

Community
create multiple invoices - Intuit
Community

create invoice bith in kgs and bags -
Intuit Community

Create an invoice report with payments -
Intuit Community

how do i create an invoice and use an
invoice and - Intuit Community

4 Show More Results

EEEEEEEEEE———




QUICK START CENTER
Help Menu / Quick Start Center

Ready to start working? @ Retum to Add nfo

These common tasks are a good place to start

Track money in Track money out

= Charge customers for money they owe you & Track bilis that are due and those you paid

=\ / e @
= 2= =
Create Enter Sales View Write Check View
Invoices Receipts Customers Bills Checks Register Vendors

Get started on the right foot

¢ Get paid online on your invoices

e Accept credit cards in QuickBooks

-

o Top mistakes to avoid
= See how to get around
QuickBooks

¢ Learning center tutorials




LEARNING CENTER TUTORIALS

Help Menu / Learning Center Tutorials
Getting Set Up Gettlng Set Up

o

5 . Newto Setting up QuickBooks
QuickBooks? , X
Creating a new company file
Setting up QuickBooks 1:51
@ Upgraders Adding the people you do business with 2:38
Adding the products and services you sell  1:51
Adding your bank accounts 1:00
@ Tracking Money In Setting up bank feeds 1:03
- Installation
[~ Tracking Money Out Setting up QuickBooks for multi-user

User Guides
QuickBooks manuals and guides

Ready to learn how to get started?
Watch the tutorials in "New to QuickBooks" to learn how to get around and
find what you need




THE INTUIT COMMUNITY

https://community.intuit.com/

Browse questions by topic:

My Intuit Products & Users Accounting, Banking & Taxes Inventory
Payroll & Employees Vendors & Paying Others Customers & Getting Paid
Canada UK QuickBooks en Espafiol
All Questions Answered Unanswered Latest Activity ~

! Announcements

The New QuickBooks 20

How do | keep track of State Use Taxes due? herel

Minnesota collects taxes for any purchases | make online where no sales tax has been charged, mostly

sandykron « @ QuickBooks Online Simple Start « asked 2 minutes ago

Can | see add a column for classes in add time costs window? We bill by classes within
Customer Jobs and | need to select certain markets to bill.




CALL Quickbooks Support
877-797-5809*

Charges may apply

OR

Search GOOGLE for your
answer online




ACCOUNTING




QUICKBOOKS vs. ACCOUNTING

QUICKBOOKS ACCOUNTING
Customers Accounts Receivable

Vendors = Accounts Payable

Employees = Payroll




THE ACCOUNTING EQUATION

Assets — Liabilities = Equity




ACCOUNT TYPES

Assets
Liabilities
Equity
Income
Expense




FINANCIAL REPORTS

Assets Ar\]nalyze
. the net
Liabilities Balance Sheet worth of a
Equity business
| Analyze

Income -

Profit & Loss / orofit &
Expense Income loss over a

Statement time range




DOUBLE-ENTRY ACCOUNTING

Debits = Credits

Total Debits Must Always Equal Total Credits




ESSENTIAL
TASKS




CUSTOMER CENTER

- Sample Rock Castle Construction - QuickBooks Pro 2014 - [Customer Center: Abercrombie, Kristy]

Vendgrs Employees Banking Reports Window Help

a8 0@ |- =

E @ bW O ®8B B @&

2 R 8

o &

»
| vD

lomers  Vendors Employees Docs Reports App Center | UserLicenses Invoice HRem  Check Bill Reg Accnt  Rmnd Find
ab MNew Customer & Job ¥ % Ne@Transactions ¥ E Print ¥ Excel ¥ f.'—é‘ Word ¥ Q Income Tracker
Customer Information 0|

REPORTE FOR THIS CUSTOMER

QuickReport
Open Balance

Show Estimates

Selected Customer’s Transactions

T | 010172018 - 1213172018
NT

- Checking

- Estimates
-Accounts Receivable
- Undeposited Funds
- Estimates

- Estimates

- Accounts Receivable
- Checking

Active Customers v >
Company Name Main Phone  415-555-6579
2 Full Mams  Mrs. Kristy Abercrombie Main Email kristy@samplename.com
Customer Type  Residential
NAME BALANCE TOT... | ATTACH
2 Account Mo, 91-431
+ All County Roofing 0.00
Play Skool 0.00 Termz  Met 30
ay Skoo X

e BilTo Kristy Abercrombie
- Abercrombie, Krisy| 5000 | 5647 Cypress Hill Rd

+Family Room 0.00 Bayshore CAB4326

+Kitchen 0.00

+Remodel Bathr... 0.00 i -

Transactions Contacts ToDo's otes Sent Email

+ Allard, Robert 15,510.00

+Remodsl 14510.00 sHow Al Transactions v | FITER BY v oee This Fiscal Year
+ Babcock's Music .. 0.00 TYPE MU DATE

+Remodel 0.00 Payment 121512018
+ Baker, Chris 0.00 Estimate 615 1211512018

+Family Room 0.00 Invaice 1100 12152018

+(arage Repair 0.00 Payment 1211512018
+ Balak, Mike 0.00 Estimate 616 1211512018

+Utility Shed 0.00 Estimate 613 121212018
+ Barley, Renee 0.00 Invoice 1091 121012018

+Repairs 0.00 Check 476 12/01/2018
+ Bauman, Mark 0.00

+Home Remodel 0.00 Manage Transactions ¥ Run Reports v

v
= - [N ] [e— . . T

AMOUNT

7633284

100.00

100.00

50.00

0.00

7,676.13

4522.00

7115




CUSTOMER TRANSACTIONS

% New Customer.. New Transactions ¥ &) Print &, Customer&Job Info B l 'Se th iS to S ee
Fiterey Al nvoices - I I StS Of -
n

MER =«

[E Estimates

B invoi Abercrombie, Kristy 1100
nvoice”

Abercrombie, Kristy:Fa... 1043 E S t I m at e S
Abercrombie, Kristy:Fa... 1044

Abercrombie, Kristy:Kit.. 1024

B Credit Memos Abercrombie, Kristy:Re... 1084 I -

E Refunds Abercrombie, Kristy:Re... 1091 n V O I C eS
Allard, Robert 1101

Allard, RobertRemodel 1058

Babcock's Music Shop:... 1035 Et C

Baker, Chris:Family Ro... 1049 -

Balak, Mike:Utility Shed 1022

Barley, Renee:Repairs 1021

= Received Payments

Bristol, Sonya:Repairs 1018
Bristol, Sonya:Utility Sh... 1040
Burch, Jason:RoomAd... 1063




ADD A NEW CUSTOMER

In Customer Center, New Customer
|

OPENING BALANCE i AS OF 15/15/2018 E How do | determine the opening balance?
Address Info i
Payment Settings FULL NaME | MrMs /| | First 7M. | [Last
JOB TITLE

Sales Tax Settings :

Main Phone ~ Main Email v
Additional Info - :

Work Phone ~ CC Email v
Job Info Mobile v |[ " Website -

Fax v Other 1 -

ADDRESS DETAILS

INVOICE/BILL TO SHIP TO v
& =+
Copy >>
Customer is inactive [ OK | Cancel Help




VENDOR CENTER

List of Vendors

s 2 —wrooTTTe S VLIUUIS  LIIUFULS | DULS DWWpUIWS AP vl USUT LILLIIOUS T UL nuin wivLn wm nwy Avuin 1

E New Vendor... ¥ @ New Trai ions ¥ (3 Print ¥ Excel ¥ Word ¥

Vendors Transactiors V d | f t ¢
enaor Information 0 REFORTS FOR THIS VENDOR
Active Vendors >
Company Name  ACheung Limited Main Phone 510 555 5723 QuickReport
jo) FullName Ms.Angela Cheung Fax 5105555733 Open Balance

Biled From ~ ACheung Limited

T T 1o e et Selected Vendor’s Transactions

' Berkeley, CA94688

Bank of Anycity 0.00

Bayshore CalOil Se... 0.00 Map | Directions

Bayshore Water 0.00

Bruce’s Office Mach... 0.00

G Blporc L Transactions Contacts ToDo's Notes. Sent Email

Cal Gas & Electric 122.68

Cal Telephone 9194 sHow  All Transactions v | Fitersy (Al v pate  This Fiscal Year ¥ | 01/01/2018 - 12/31/2018

CalQil Company 0.00 TYPE DATE ¥ ACCOUNT AMOUNT

City of Bayshore 0.00 Purchase Order 6237 1211512018 90100 - Purchase Orders -35
City of East Bayshore 0.29 Bill Pmt-Check 267 02/28/2018 10100 - Checking -2,0
City of Middlefield 0.00 Bill 01/31/2018 20000 - Accounts Payable -2,0
Custom Kitchens of... 0.00 Bill Pmt-Check 248 01/31/2018 10100 - Checking -3.5
Daigle Lighting 1,591.00 Bill 01/20/2018 20000 - Accounts Payable -2,0
Davis Business As... 0.00 Bill 01/02/2018 20000 - Accounts Payable -1.5
Dianne’s Auto Shop 0.00

East Bayshore Auto ... 0.00

East Bayshore Tool ... 0.00




VENDOR TRANSACTIONS

3l NewVendor.. | NewTIransactions ¥ £ Print View Vendor Info

Vendors Transactions

B Pur .ase Orders

[ Bill Payments

[ Checks

[E Credit Card Activities
[£ sales Tax Payments

FiTEr 8y All Purchase Orders

ACheung Limited
Custom Kitchens of Bayshore
Daigle Lighting

Daigle Lighting

Daigle Lighting

Larson Flooring

Larson Flooring

Larson Flooring

Lew Plumbing

Madrid, Winnie

McClain Appliances
McClain Appliances
McClain Appliances
McClain Appliances
McClain Appliances
Patton Hardware Supplies
Patton Hardware Supplies

Patton Hardware Supplies

[& Export..

6237
6201
6236
6229
6232
6213
6231
6230
6235
6238
6210
6211
6208
6205
6216
6228
6207
6225

Use this to see
ISts of:

Purchase Orders

tem Receipts
Bill Payments




ADD A NEW VENDOR

In Vendor Center, New Vendor

VENDOR NAME || ‘

DPENING SALANCE s30F 12/15/2018 B How do | determine the opening balanca?

Address info

Payment Setiings FULL NAME | Mr/Ms First M ~ =
Tax Seftings ahites
Main Phone ~ Main Email  ~
Account Settin
a Work Phone ~ CC Emaill v
Additionpal Info Mobile v Website v
Fax v Other 1 v
ADDRESS DETAILS
BILLED FROM SHIPPED FROM
¢ &

Copy >>

Vendor is Inactive “ Cancel Help




ITEMS - WHAT IS AN ITEM?

Anything the company buys or sells

Shows up as aline on an invoice or other
sales form

Examples - products, shipping and
handling charges, discounts, sales tax




ITEM LIST

List, Item List
:

Look for

Blueprin! chang
+ Bluegrinis
« Concrate Slab
+ Floor Plans
+ Framing
« Instalaton
« Labor
« Remoal
+ Repairs
» Subs
+Carpet
+Drywall
+ Duct Work
+Electincal
+Insutating
+ Nets Wik
+Painting
+ Plumbing
+Roofng
+ Tlie &Counter
« Cabinets
+Cabinet Puls
+Light Pine

in AllSelds

Blueprets

Foundation Siab - prép and pouring
Floos plans

Framing kabor

Instaliation labor

Removal lador

Repait work

Subcontracted senices

Install carpeting

Install drywall

Heatng & Air Condiboning Duct Work
Elecincal work

Install msulation

Natal Work

Painting

Plumbding

Rooting

Install $g or counter

Cabinels

Cabinet Puls

Light pine kiichen cabinel wall unit

Search within resuts

Sence
Senice
Senice
Sendce
Senice
Senice
Serice
Senice
Senice
Senice
Senice
Senice
Senice
Senice
Senice
Senice
Senice
Sendce
Senfce
Senice
Fontory Part
ventory Part
rventory Pant

1100 - Consructon Inco

Consrucion Inco...
ConEyucson Inco...
Consyucson Inco...

Consiruchon inco
Consructon Inco
Cons¥ucton Inco

Consfruchon Inco...
Consructon Inco...
Consrucson Inco...
Consyucson Inco...

Consrucion Inco
Consucton Inco

Conssuchon inco.,
Constructen Inco...
Consfructon Inco..
Conayruchon Inco..
Consrucion Inco...

Consyucion Inco
Consfructon Inco
Cons¥uction Inco

Consrucion Inco...
Consfruchon Inco...

o

5500
%00
000
LA
B.00
000
0.00
000
o0
000
0o
0.00
000
0.00
000
000
000
0.00
1,789.00

Bem v Activities v  Reports v Excel v

Aftach

Incluce ingctive




ADD A NEW ITEM

ltem, New

= [—CT—
~ Useforservices you charge for or purchase, like
specialized labor, consulting hours, or professional e
fees.
Next
ltem Name/Number .| Subitem of
Notes

UNIT OF MEASURE Custom Fields

U/M Set v Edit... Spelling

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

Description Rate 0.00”

Tax Code Tax v

| ltem is inactive

Account




CHART OF
ACCOUNTS




-

-

WHAT IS THE CHART

OF ACCOUNTS?

Asset, liability, equity, income, and expense

accounts to which you assign your daily transactions

10200
10400

11000 -

12000
12100
12800
13100
13400
15000
15100
15200
15300
16900
17000
18700

+ 20000
« 20500
* 20600
+ Subcontracied Federal Wi

e 20700 Due to Owner

+« 24000 - Payroll Liabilities

+ 24010 - Federal Withholding
+ 24020 - FICAPayable

Checking

Savings

Petty Cash

Accounts Recesable
Undegposited Funas
Inventory Asset

Employee Aovances
Pre-paid Insurance
Retainages Receivable
Fumiture and Equipment
Vehicles

Bulidings and Imgorovemeants
Construction Equipment
Lang

Accumulated Depreciation
Security Deposds
Accounts Payable
QuickBooks Creat Card
Cal0il Credit Card

¢z Bank

Bank

Accounts Recenable
Other Current Asset
Other CurrentAsset
Other CurrentAsset
Other Current Asset
Other CurrentAsset
FueadAsset
FixecdAssel
FuxedAssst

Fxed Asset
FaxedAsse!
FuxedAsset

Other Assed

Accounts Payabdle
Credit Card

Credit Card

Other Current Liabdlity
Other Current Liabality
Other Current Liability
Other Current Liabdlity
Other Current Liabality

A\

4665710/
17.910.19
500.00
83957 53
242000
30.683.38
832.00
4.050.00
3.703.02
34.326.00
7893691
325.000.00
15.300.00
90.000.00
-110,344 60
1.720.00
26.636.92
94 44
38262
0.00

0.00
5.404.45
1,364 .00
211882

Account v Activites v Regorts

-

Atiach

Incluge Ingctive




ACCOUNT TYPES

Assets

Bank

Accounts Receivable

Other Current Asset (Inventory; Undeposited Funds)

Fixed Asset

Other Assets (Intangible assets, life > 1 year)
Liabilities

Accounts Payable

Credit Cards

Other Current Liability (Expected to be paid within 1 year; payroll taxes;
sales taxes)

Long-Term Liability (> 1 year)
Equity

Income

Expense



ACCOUNT NUMBERS

TURN ON ACCOUNT
NUMBERS

Edit (menu)
Preferences
Accounting
Company Preferences

Accounts — Use Account
Numbers

CHANGE ACCOUNT
NUMBERS

Lists (menu)

Chart of Accounts

Select account to change
Account (at bottom)

Edit Account

Change number in number
field

Save & Close




ADD A NEW ACCOUNT TO
THE CHART OF ACCOUNTS

Account, New

l@ Choose one account type and click Continue.

Categorize money your business earns or spends

) Expense
Click an account type on the left to
Or, track the value of your assets and liabilities see a description here.

) Fixed Asset (major purchases) ﬂTi ‘ |
I AccountType  Expense v Number
' Bank

~

Loan
) Credit Card Account Name
.
Equity | Subaccount of v
OPTIONAL
) Other Account Types <select= v Description
Help me choose the right account type. Continue ‘ Canc Note
Tax-Line Mapping  <Unassigned= ~ | How do | choose the righttax line?
Track reimbursed expenses in Income Acct. ~

Save & Close | Save & New Cancel




CHART OF ACCOUNTS
MERGE ACCOUNTS

In Chart of Accounts, select account you do NOT want
Account
Edit Account

Change the account name so that it matches the account you're
merging it with

Save & Close

Click Yes to confirm




CHART OF ACCOUNTS
DELETE AN ACCOUNT

In Chart of Accounts:
Right click on account to be deleted
Delete Account

OK to confirm




ACCOUNT REGISTER

Double click account

= 10100 - Checking =
® Goto.. | &) Print.. | B2 Edit Transaction [2) QuickReport [2) Set Up Bank Feed

BE EE PAYMENT v DEPOSIT BALANCE
TYPE ACCOUNT MEMO

1211512018 10075 Gregg O. Schneider 1.033.98 5064441 _
PAY CHK -split-

12115/2018 10076  DanT. Miller 1.350.15 4929426
PAY CHK -split-

12/15/2018 10077  Elizabeth N. Mason 93292 4836134
PAY CHK -split-

1211572018 10078  Gregg O. Schneider 1.062.12 4729922
PAY CHK -split-

1215/2018 10079 Gregg O. Schneider 1.062.12 46.237.10
PAY CHK -split-

1211512018 To Print  Madnd, Winnie 50.00 46.187.10
BILLPMT 20000 - Accounts Payable

12/15/2018 SEND | 500.00 46.687.10
TRANSFI 10300 - Savings

REFLRE] B  nNumber |Payee ~ | Payment Deposit

Account * Memo

(

a

¢
<4 @

Splits ENDING BALANCE 46,687. 10

" 1-Line

Sortby  pate, Type, Number/Ref ~ Restore




MONEY IN




EMAILING FORMS
Edit

Preferences
a Calendar A My Preferences Company Preferences
Preferences <

¥ Desktop View Auto-check the "Email Later” checkbox if customer's

o - - Preferred Delivery Method Is e-mail. Help

4 Finance Charge
&5 General SEND E-MAIL USING: Default
e n O r I I I S :' Integrated Appications ® Web Wail How will my e-mail preference affect

il Billing Solutions features?

gha ftems & ventory Also See:
w Jobs & Estimates Check for valid subscriptions Geniaral

IVI P r ef e r e n C e S @ Wukipls Carrencios Please refer to the 'Send email using’ section in Help to understand how to
y E Payments configure a default e-mall client
B Payrol & Employees E-MAIL DS PR
- @ Reminders
We b M al I Wl Reports & Graphs
‘ Sales & Customers

325 Sales Tax

A d d p Search
B send Forms
1~ Service Connection Y
a Speling = ,

Enter Email Info &« o

\,) Time & Expenses

-




CREATING AN ESTIMATE

Customers, Create Estimate

= Create Estimates T
Main Formatting Send/Ship Reports

& D n B % . Creale a Copy 0 8 = Email Later ‘ aCreah Invoice @

Find Save Delete QMMR Mark As Print  Email Attach

- - Stant
Inactive File P

A
(3]
>

bercrombie, Kristy

' e S e 1o SBTOT
EStlmate PHEP0E B AL i nia il D¢

- Kristy Abercromble Kristy Abercromble
/ ESTIMATE # 5647 Cypress Hill Rd 5647 Cypress Hill Rd
K T S— Bayshore CA94326 Bayshore, CA94326
q
[ ITEM DESCRIPTION » ST AMOUN MARKLIP TOTAL TAX
n Floor Plans Floor plans 1 100.00 100.00 100.00 Non A
[}
5
v
]
SUBTOTAL 100.00
L MARKUP 0.00
4 X [SanTomas ~ (7.75%) 0.00
& CUSTOMER MESSAGE TOTAL 100.00
X .

MENC CUSTO VER Tax - Save & Close Revert
T"‘('_ oD




CREATING AN INVOICE

Customers, Create Invoice

Main Formatting Send/Ship Reports

¢ B B X Qcowecrr @ & @ Pome  §

B Add Timeicosts [V B Rcesteasann e
Find New Save Delete @Bmemorce Mark As Prit  Emod Email Later Attach @R Apply Credits  Progress  Receive B RefundiCreait
Y > Pending 4 X File Payments Onifine

SRS ETREENY) ercrombie, Kristy - CLASS _ ISPV Rock Castle Invoice ~

InVOice ol BiLL TO Ship To 1 -

SHIP TO
1211522018 =

Kristy Abercrombie Kristy Abercrombie
INVOICE # 5647 Cypress Hill Rd 5847 Cypress Hill Rd
;1?67 Bayshore CA94326 Bayshore, CA94326
TERMS DUE DATE
Net 30 ~ 01142019 @
ITEM DESCRIPTION QUANTIT X RATE AMOUNT TAX
Floor Plans Floor plans 1 100.00 100.00 Non A
¥
o8 - ™ SanTomas  ~ | (7.75%) 0.00
ONLINE PAY TOTAL 100.00
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
o 100.00

NEMO

Save & Close Save & New Revert




CREATING A STATEMENT

Customers, Create Statements

= Create Statements S = Ll
SELECT STATEMENT OPTIONS SELECT ADDITIONAL OPTIONS
Statement Date 12/15/2018 EA Template
@ Statement Period From  10/16/2018 ﬂ' To '12/15/2018 ﬁb Intuit Standard Statement v Customize
) All open transactions as of Statement Date Create One Statement Per Customer v

0 | Show invoice item details on statements

Include only transactions ovetr

| Print statements by billing address zip code

SELECT CUSTOMERS v Print due date on transactions

) All Customers Do not create statements:

) Multiple Customers | with a zero balance

@ One Customer  Abercrombie, Kristy - | with a balance less than 1 (1) |
7 Customers of Type | with no account activity

) Preferred Send Method v forinactive customers

View Selected Customers...

Assess Finance Charges...




ENTERING SALES RECEIPTS

Customers, Enter Sales Recelipts

= Enter Sales Receipts
Main Formatting Send/Ship Reports Payments

¢« B B 32 Qoeraicor @ = @@ Poetlater @ B rcsimecoss Process payment
Hew

Find Save Delete @BMemoze  MakAs Pt Emat | EmailLater  Attach
- 4 Pending > > File

CUSTOMER.JOB _ CLASS _ ANl Custom Sales Re. ~

Sales Receipt o
EBES = = + ca e

CREDIT 3002

CASH CHECK DEBIT eCHECK WORE

™ GanTomas = (775%) 0.00
rome 0.00

CUSTOMER MESSAGE

TAX CODE




RECEIVING A PAYMENT

Customers, Receive Payment

= "Receive Payments
Main Reports Payments
«» B X & = @ oy €
Find New Delete Prnt Email Attach Look up
X ~ File Customer/invoice

Customer Payment

RECEIVED FROM “ - ] —- =)
FAYMENT AMOUNT 0.00 bz
sS——————— CasH cHECK | ean | ©CHECK | MORE
DATE 12/15/2018 =]
CHECK = Where does this payment go?
J £
Totais 0.00 0.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE
DISCOUNT AND CREDITS
N save & Close

Clear




MAKING A DEPOSIT
Banking, Make Deposits

Payments to Deposit

SELECT VIEW
View payment method type ~ | Wnat are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
S DATE TIME TYPE NO PAYMENT METHOD NAME AM:
12/15/2018 PMT Cash Roche, Diarmuid:Garag... 440.00
12/14/2018 PMT 986 Check Jacobsen, DougKitchen 2,000.00
Make Deposits
@ Previous ® Next [ Save () Print V| &2 Payments [ History ] @ Attach
DepositTo 100 - Checkinofg Date 12/15/2018 4 Memo Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
0 of 2 payments selected for deposit Payments Subtotal 0.00 _BECENEDTROM. __+ FROMA Ti S MEMO (GG, MY METH. SIAMOUNT™
Roche, Diarmuid:Garage repairs 12000 - Undeposit... Cash 440.00 *
SelectAly| [KSSeciiians Jacobsen, DougiKitchen 12000 - Undeposit.. 986 Check 2000.00

Deposit Subtotal 2,440.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

Deposit Total 2,440.00

Save & Close Clear




MONEY OUT




ENTER BILLS

Vendors, Enter Bills

= Enter Bills
Mam Reports
¢« B B X Qowescor & § B O B &
Fand New Save Delele oMer Print Atlach Select Enter Cilear Recaiculate Pay
X > File PO Time Spits Bill
@® Ba O Cregit < Bt Received
Bill
| = [ 12152018 @
REF, NO
ADDRESS

AMOUNT DUE  10.00

BILL DUE 1212512018 &

TERMS T e

MEMO
Expenses $0.00 llems '$0.00
NT - T MER 2
A
v

Save & Close Save & New Clear




WRITING CHECKS
Banking, Write Checks

Write Checks - Checking

Main Reports

«* B B X Qowecr & e ¢ B O B B T ©
Find New Save Delete OMemoﬁze Print Pay Online Aftach Select End Clear Recalculate Reorder

v Frie PO T Spiits Reminder gh‘:;:s

snomc aanice 46,687.10

BANK ACCOUNT 10100 - Checking X
No. 493
DATE | 12/15/2018
PAY TO THE ORDER OF Iﬁnz oni—i - - - - i s 150.00
onehundredmand°011o R AR R AT A AR AR AR AT AR AR TR AT AR AR N AR AR A A s s a s DOLLARS
Verizon
Expenses $150.00 ltems $0.00
ACCOUNT AMCUNT EMC STOMER JOB BiL CLASS
(65100 - Utilities 651, 150.00 Cell Phone




PURCHASE ORDERS

Vendors, Create Purchase Orders

= Create Purchase Orders -~
Main  Formatting  Reports :
¢ P a B % .CmahaCopy <Q Q = Print Later 0 5 QSehctnemsReeeu
Find Save Delete Memon:g Mark As Pnn( Emal Email Later Aftach Create item
Closed File Receipls

YENDOR

Purchase Order R

Custom Kitchens of Bz Laura Vetter

EO NO Butch Brown 5601 Legacy Parkway
o RECEIVED IN FULL 201 923 S. Industrial Way San Mateo, CA02402
Suite 101
Bayshore, CA 94326
ITEM DESCRIFTION QT RATE CUSTOMER . AMOUNT RCVD CLSD
Door Fra... standard interior door frame 10 12.00 Vasquez Anabel... 120.00 10 v 8
Wood D... Exterior door - #P-10981 3 105.00 Vasquez Anabel.... 31500 3 v
v
o 435.00
NDOR MESSAGE

vewo  Estimate 35 Basement . Save & Close Revert




RECEIVE INVENTORY

WITH BILL WITHOUT BILL

B Enter Bills 2
Main  Reports oA
Main  Reports
= *» ! E % .CleateaCopy S ﬂ & Yy @
Gl ! E 2@ Euealeacopy d ﬁ & O a @ % Find New Save Dele|e OMemon.e Print Affach  Select J Clear Recakulate
Find New Save Delete o,,;,m, Print  Attach  Select Ent Clear Recalculate  Pay ¢ File PO Spits
' ¥ Fle PO Splits Bil
Bill Received
@8l O cregt ¥/ Bil Received
Bil ltem Receipt
v o 12152018 @ ‘ — e 1252018 @
AUOUNT DUE 10,00 TOTA 0.00
BLOE (12252018 @

VEWo - Received items (bill o follow)

TERMS v

o Expenses 5000 tems $000

Expenses $0.00 ltems $0.00

Save & Close Clear

Save & Close  [EERCICEATE Clear




ENTER BILLS AGAINST
INVENTORY

Select ltem Receipt

Vendor Washuta & Son Pai... ~ “

Cancel

["] Use item receipt date for the bill date

Choose the Iltem Receipt which corresponds to your bill Help

! DATE ! REF NO ! MEMO

Received items (bill

Main  Reports

¢+ § 8 Koo @ § B i &
Prinl  Atach  Select
PO

find | New Save Delete oumm Enler  Clear Recakulate  Pay
y Time  Spis Bil

@1 O Cregt v BilReceived

Bil

VENDOR

Washuta & Son Painting v o 2152018 B

soopgss Washuta & Son Panting REF N0
PO.Box783 P e
Bayshore CA94326 WOUNTDUE 11,000.00

L0 01142010 B
RS (Nef30 v | DiScouNTowrE

T

Expenses $000 ftems $1,000.00
Te DESCAL. | aTy " 08T AMOUNT STOMERJOB  : BILLA LASS

[wm Door 5 20000 1,000.00 .

Receive All Show PO

Save & Close Revert




PAY BILLS

Pay Bills = U
SELECT BILLS TO BE PAID
T il
@ Show all bills, FHlenE =
SortBY vendor -
E\Z i DATE DUE ENDOCR REF. NO DISC. DATE . AMT. DUE DISC. USED CREDITS USED { AMT. TO PAY
? 12/30/12019 C.U. Electric 500.00 0.00 0.00 0.00 A
[ 01/11/2020 C.U.Electric 250.00 0.00 0.00 0.00
[T 12/30/2019 Cal Gas & Electric 12/03 122.68 0.00 0.00 0.00
[ 12/25/2019 Cal Telephone 91.94 0.00 0.00 0.00
[~ 12/10/2019 Daigle Lighting 1,539.00 0.00 0.00 0.00
[~ 01/01/2020 Daigle Lighting 52.00 0.00 0.00 0.00 =
Totals 24 207.72 0.00 0.00 0.00
Select All Bills
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Terms Number of Credits 0
Bill Ref. No. Suga. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Method @ 7o be priited Account
12/15/2018 B4 Check v = 7o 10100 - Checking v
" Assign check number Ending Balance 46.687.10
Cancel

L0 e P 011 G ) LB L 1 L




REFUNDS & CREDITS

= Create Credit Memos/Refunds e

Main Formatting Reports

€ » D E % Create aCopy 4@ g = V! PrntLater @ 8 use credit to give refund

Find New Save Delete ° Memorize Mark As Print  Email Email Later Aftach % Use credit to apply to invoice
- - Pending N X File

el 3ge Vi Se)-0 Violette, Mike v CLASS_ gr= oWy Custom CreditMe... ~

- DATE ~
Credit Memo o018 B ke vioite

CREDIT NO. 143 Bay View
East Bayshore CA94327
1102
£0O. NO
ITEM ! DESCRIPTION i QTY PUM ! RATE i AMOUNT | TAX
Window  Window 1 60.00 60.00 Tax A
v
T&X 'E.Bayshore/C.. ~ (8.05%) 4383
TOTAL 64.83
CUSTOMER MESSAGE
REMAINING CREDIT 64.83

MEMO CUSTOMER | Tax v Save & Close Clear

TAX CODE

ot B A — S e =3 B L S ¥ ] S— e Y o« 8 B 2 Y fa FaT




PAY CREDIT CARDS

ENTER CREDIT CARD CHARGES WRITE CHECKS

= Enter Credit Card Charges - QuickBooks Credit Card = Write Checks - Checking
Main ~ Reports b3 Main  Reporls A
@D a E 8@ Create a Copy @ @Dawnload Card Charges & 0] @ ¢ a E 2@ @Createa[)opy E Print Later @ & O @ %
Find New Save Delete oMe"wn'ze Aftach Select Clear Recalculate Find ~ New Save Delete OMemonze Print [ |PayOnine = Aach = Select E Clear Recalculale  Reorder
File PO Splits v v Fi S Order
ile PO e Splifs Reminder
Checks
CREDIT CA ickBooks Credit CardiS gl BEORCT S FEIel} © Refund/Credit  ENDING BAL . PP prvmvorenuaEE——
REDIT CARD | ® Purchase/Charge () Refund/Cre: NDING BAl 94.44 BACCOUNT | 10100 - Checking . RGN 45,687.10
Credit Card Purchase/Ch e
redit Card Purchase/Charge . [T
PURCHASED FROM - DATE 1211512018 B FAY TO THE ORDER OF [Verizon v 5 150.00
REF NO
s One hundred fiy and 00/100 ## #### #1212 xaxasanensasasasasasasasssssassss DOLURS
AMOUNT  |0.00
ADDRESS
Verizon
MEMO
Expenses $0.00 Items $0.00 Ready to pay a credit card bill?
A Al MEMO CUSTOMER.J... | BILL
Expenses $150.00 ltems $0.00
ACCOUN T N MEM CUsS BIL LASS
65100 - Utilities:651... 150.00 Cell Phone A
\j
ave G Llose | (i rrick Save & Close Clear




SALES TAX

CUSTOMER RECORD ITEMS

L Edit Customer = Edit Item
USTOMER NAME 'Allard, Robert ]
1 ) D . Usefor goods you purchase, track as inventory, and resell.
RRENT BALANCE 15 510.00 How do | adjust the current balance? Y ALY
Cancel
Adggag info TAXCODE | Tax - st Notes
\ Item Name/Number (] Subitem of Manufacturer's Part Number
x i Custom Fields
Ed et TAX ITEM - - :
Spellin:
Sales Tax Settings UNIT OF MEASURE ges
RESALE NO
UM Set Edit...
Additional Info

PURCHASE INFORMATION SALES INFORMATION

- . Description on Sales Transactions
Description on Purchase Transactions B

Cabinets Cabinets

[ Item is inactive
Cost 0.00

COGS Account 50100 - Costof Goods... ~  TaxCode Tax v

Preferred Vendor ~ Thomas Kitchen & Bath  ~ Income Account 40100 - Constructionl.. ~

INVENTORY INFORMATION

Reorder Point Average
AssetAccount (Min) Max OnHand Cost OnPO.

i 12100 - Invento... » 15 0
|| Customeris inactive “ Cancel Help 9.00 0




MANAGING
YOUR
BUSINESS




YOUR CHECKING ACCOUNT
Banking, Use Register

= 10100 - Checking Tk

@ Goto.. | ) Print.. | [ Edit Transaction [E® QuickReport [2) Set Up Bank Feed
£ BER EE - ENT - - 5 :

12/15/2018 10075  Gregg O. Schneider 1.033.98 50,644.41 *
PAY CHK -split-

12/15/2018 10076 Dan T. Miller 1.350.15 49204 26
PAY CHK -split-

12/15/2018 10077 Elizabeth N. Mason 93292 48,361.34
PAY CHK -split-

12/15/2018 10078 Gregg O. Schneider 1,062.12 4729922
PAY CHK -split-

12/15/2018 10079 Gregg O. Schneider 1,062.12 46,237.10
PAY CHK -split-

12/15/2018 To Print  Madrid, Winnie 50.00 46,187.10
BILLPMT 20000 - Accounts Payable

12/15/2018 To Print  Violette, Mike 65483 46,122.27
CHK 11000 - Accounts Receivable

12/15/2018 SEND 500.00 46,622.27
TRANSFI 10300 - Savings

BEFEEE g8 Number |Payee -  Payment Deposi l

Account *  Memo ™
Splits ENDING BALANCE 46,622.27
1-line
Sortby Date, Type, Number/Ref ~ Restore




RECONCILE CHECKING ACCOUNT

Banking, Reconcile

Begin Reconciliation Reconcile - Checki

Select an account to reconcile, and then enter the ending balance from your account statement. - e .
For period: 11/30/2018 Hide transactions after the statement's end date:
LT, [ 10100  Checking] =
e Checks and Payments Deposits and Other Credits
Statement Date 11/30/2018 B
J | DATE 4 CHK # PAYEE AMOUNT J i DATE & CHK # PAYEE TYPE AMOUNT
Beginning Balance 71,452.58 What if my beginning balance doesn't match my statement? 2 "
e |_
_ 10/31/2018  |436 Bayshore Wa.. 24.00 121022018 DEP 4,706.01
Enter any service charge or interest earned.
) 111142018 |451 Larson Floori..|  3,200.00 1210312018 Teschner, ..|PMT 1,200.00
Senvice Charge Date Account Class
0.00 1R0R01e B 50600 - Bank Service Charges = < 1119/2018  |460 City of Baysh... 225.00 12/05/2018 TRANSFR | 25,000....
InterestEamed  Date Account Class 1112812018 464 Hopkins Con... 300.00 12/05/2018 |56321 Teschner, ...PMT 5,000.00
] HR0z0lo e it a 11282018 |465 Keswickinsu.|  500.00 1211012018 DEP 1,000.00
Locais Discisuancies UndotastRetonomtion Cancel Helo 1112812018 (466 McClain Appli.. 600.00 12/10/2018 {3008 Keenan, B...|RCPT 102.65
11/28/2018  |467 Lew Plumbing 800.00 121122018 DEP 4,936.12
11/28/2018  |468 Timberloft Lu..|  6,790.00 12/14/2018 DEP 4,700.00
11/28/2018  |469 Sloan Roofing 2,000.00 12152018 Abercrom...|PMT 7,633.28
11282018 |470 Washuta & S... 500.00 1211512018 DEP 50.00
1113012018 (471 Bayshore Wa.. 24.00 1211512018 DEP 100.00
v v
¥ Highlight Marked Mark All Unmark All GoTo Matched Columns to Display...
Beginning Balance 7145258 Modify Senvice Charge 0.00
Items you have marked cleared - Interest Earned 0.00
0 Deposits and Other Credits 0.00 Ending Balance 46,572.21
0 Checks and Payments 0.00 Cleared Balance 71,452.58
Difference -24,880.31




REPORTS




STANDARD REPORTS s
Views

Reports, Report Center Sar;ousel
IS

Grid

— Report Center

Standard Memorized Favorites Recent Contributed Search

Company & Financial

Customers: & Receive Profit & Loss (income statement)
Sales
Profit & Loss Standard Profit & Loss Detail
Jobs, Time & Mileage I
1 i & Loss Startard Camgaey A Francy Proft A Less Detad Covgany & Francs
Vendors & Payables aran reome Foes I N S A e —
20 - Canmrucsion Incemo PR s
Purchases 300  Remnranrt tecere " am .
Totst incame »IMM S Mot BUSL S, Ak, s am
m:t::‘::ums. St VR Walw L X s
Inventory e o 1puss Tkt e X me
Tets COCS 0‘-: n =: W J:;
firons Aure demn d R
Employees & Payroll S ":: i S 4% 2% Jaa
n N LR
Banking I e ol vads 5 e e
4 Nt Overy ncame 1241828 Sk Mot SUBL Sue Ak 000 N
Ofver IncomaSaerer S et SR Ve Own 3D AL
Accountant & Taxes e i e ﬁ ﬁ a
“':_"':’:”" ﬁ at Creasy b e ax e
Budgets ot brcome AL A e AN S e
List
Dates.  This Month-to-date ~ Dates  This Fiscal Year-lo-dale ~
121172018 1211572018 1172018 12/15/22018

OH 9O COHd 90




DRILL DOWN

In areport, where did a number come from?
Point to the number and double click

Original form will open




EXPORT TO EXCEL
Open Report

C
C

IcCk arrow on Excel button

Print v Hide Header

Customize Report Memorize xcel v

pse Refresh

Create New Worksheet

noose Create New Worksheet —or— Update
Existing Worksheet

Dates Al ~  From B To ~ SortBy Default
Update Existing Worksheet
10:25 AM Rock Ca onstructon
1211518

Customer Balance

All Transactions

° Dec 17,18 @
Abercrombie, Kristy S0.00
¥ Allard, Robert
Remodel 14,510.00
Allard, Robert - Other 1.000.00
Total Allard, Robert » 1551000 ¢
¥ Burch, Jason
Room Addition 1.005.00
Total Burch, Jason 1,005.00
¥ Campbell, Heather
Remodel 13.900.00
Total Campbell, Heather 13,900.00
¥ Cook, Brian
2nd story addition 541800
Kitchen 397933
Total Cook, Brian 9,397.33
—

Send Report to Excel

WHAT WOULD YOU LIKE TO DO WITH THIS REPORT?

ew worksheet

Create n

in new workbook

) in existing workbook
) Update an existing worksheet How it works
" Replace an existing worksheet

O Create a comma separated values (.csv) file

Advanced...

Cancel




CUSTOMIZE & MEMORIZE REPORTS

Open Report
Click Customize Report button m— " |

10:25 AM

12/15/18 Customer Balance
All Transactic

Customer Balance S

v E-mail ¥ Exce

Modify Report: Customer Balance Summary
Display Filters Header/Footer ~ Fonts & Numbers

REPORT DATE RANGE

Dates ~ | All dates in your company file

From B To ]
COLUMNS . .
Display columns by Total only ~ across the top. Sortby Default - M el I I O r I Ze C u S t O I I I I ZEd

@ Ascending order 24

Add subcolumns for Sortin
RERIG ) Descending order & R e p O rt

% of YTD

[ % of Row .
[7] % of Column Memorize Repor’(

Name: Customer Balance Summary

Advanced... Revert
' Save in Memorized Report Group:
o [ et
S - "] Share this report template with others




OPEN MEMORIZED REPORTS

Reports, Report Center

= Report Center =
Stand: avorites Recent Contributed Search
& Edit Memorzed List m | =
Accountant
Accountant
Banking
Company Balance Sheet General Ledger
Customers
Memorized Report —_— Memonzed Report _—
Employees
Uncategorized omm— — r— — — —
Vendors — — c— — e o
‘ ———— — — S — — —
Dates: This Fiscal Year-to-date « Dates: This Month-to-date «

112018 12152018 12/1/2018 1211522018




FAVORITES & RECENT REPORTS
Reports, Report Center

= Report Center

Standard Memorized Favorites Recent Contributed

i

Last 31-90 days

Customer Balance Summary
Older than 90 days

Customer Balance Summary Customers & Reconvabies

Andres, Cristina 11,5000

Bowden, Brenda 100500
Campbell, Heather 13,900.00

Cook, Brian 9,397 33

Evans Designs 1.46830

Haasby, Shane 4.22300

Jimenez, Cristing 2,320.00

Lew Plumbing - C 2000
Mackey's Nursery and Garden Supply 13,900.00
Mibowrn, Tad B61864

Pretell Real Estate 502650

Robson, Darcl 1242096

Sun, Alan 56595

Viclette, Mike 173223

< Vitton, David Z00.00
TOTAL 93,007.93




CONTRIBUTED REPORTS

Reports that are created by other QuickBooks

users and made available to all.

Reports, Report Center

Standard  Memonzed

Company & Financial

Customers & Receiva

Sales

Jobs, Time & Mileage
Vendors & Payables
Purchases

Inventory

Employee & Payroll

Banking l
Accountant & Taxes

Budgets & Forecasts

List

Report abuse, changes or
feedback

Favontes Recent

EW INDUSTR General Product-based Business -

Company & Financial

Profit & Loss By Month

Contnbuted

-omr = Highly rated -

Searc

Quarterly Profit And Loss Summary

4868 shared reports

Poum A Lads Dy Maren
dan feb Mar Ap May M
5 1 5 N 8 M
Lrcome
42100 . Comstrection rcame
40110 . Design 1acome A0 LIS AR AT AT
43130 . Later Lacuve (L7 37 RENER LT ANl Y
43140 Matariak Income AT SRR AN A0 Ga
AR150 . Sebenmtracied Labar Incame 00 2 7 1Y IR 6 200
ATLVD . Lo OMoausts given
A3100  Conetruation bivome - Other
Totst 40100 . Comstration Incone AN M08 MK
SIVI0 Wesantng e rnerl 1rvcme

Total 41530 Rorm bt sement nkane n
Total Income PIL PN VLA SRS

Created by _ Intuit
Populanty: 50339 downloads
Average rating ¥ S¥ 57 57 1y - 66 reviews

QuarTaity Proft b | aes sy

MaclS JunlS Sep 1S Decld

Ordinary bncorme/ Dxpenne

Ircoeme

40100 . Construction Incomme 15 006 ALOAL 100 T4 MMAL) 447507

40300 . Reswosrierent lncome | L B | AL
Tetsl Incame 15608 ALERY 10T W20 Ly
Coat of Gacas Saut

SOL00 . Cast of Ganes Sald LA AT 1 SAS W

4000 )0 Cxpares W0 14220 M7 $1000 16N
Teta COGS 2008 20091 M08 MU 180065
wans Prem S0 626 M A0 26a W
Enpanse

SOLEO  AuA smtie. ASE UM 1A e s

S0M00 . Bark Service Chavpes ) " . " 126

A2L00 . Irmurance AMU  AM) SO AN N

S2400 . Intarest Ciposse aeh “) Ol m 199

S2700 . Payre Capanses 025 MG 27000 273 10540

Created by  Intuit
Popularity: 14439 downioads
Average rating ¥ Y7 ¥ ¥ 1y - 22 reviews

(h




REPORT CAROUSEL

dard Memorized Favorites Recent Contributed Search A

Profit & Loss Prev Year Comparison
Is my company making more money now than for the same period a year ago?

ners & Receiva...

wagik Ncoge Profit & Loss Prev Year Comparison Company & Financial
s & Payables
ses — p ~ : lanDec 12 : § Change
Oudinary Income/Expense
o Income
ry Yl Construction 35,620.34 939.00
Total Income 35,620.34 939,00
Cost of Goods Sold
fees & Payroll & Cotol Goods S 176041 814045
|/ Total COGS 1326181 3 8.140.4%
g e Gross Profit 720145
Expense
v ; : Tooks 1362.77
itant & Taxes : & Utilties 496,83

Total Expense 1.859.60
-5,061.05

Total Other Income
Net Other Income
Net Income

Dates: This Fiscal Year-to-date » 1/1/2018  12/15/2018 ,
Run Fave Help




PAYROLL




ADD NEW EMPLOYEE

Employees, Employment Center
Create New Employee

Employee Center- Dan T Miller

& Pt v ) EnterTme v [§] Excel v

Employee Information ¢ ¢ |

[ word v

Ful name Dan T. Miller Mam Phone 555-2601 QuickReport

ME T B Address  Dan Miller Payroll Sumimarny

| I 195 Spruce Ave, #202

fosor e | | Bayshore, CA94325 Paid Time Of Report
Elizabeth N. Mason ‘
iGregg O. Schneider ! Map | Directions

Payroll Transaction Detail
i i

Workers® Comp Payment

Sepvice - Details

v
_— - m e - — — — — — >
b ! Transactions To Do's Notes Sent Email
' swow  All Transactions ~ oca=  |[This CalendarYear ~  (04/04/2018 - 12/31/2018
‘ Paycheck 1211512018 10100 - Checking 1.299.60 A
Paycheck 1211512018 10100 - Checking 1,350.15 .
Paycheck 12/01/2018 10100 - Checking 1,325.15

Paycheck 11/17/2018 10100 - Checking 1,324 .61




EMPLOYEE INFORMATION

= Edit Employee

InForyerion For Dan T, Miller

Personal
LEGAL NAME Dan T. Miller
Address & Contact s :
CHECKS AS Dan Miller
Additional Info SOCIAL
SECURITY NO 333-44-5535
Payroll Info GENDER v
DATE OF BIRTH B

Employment Info

Workers' Comp




PAYROLL INFORMATION

= Edit Employee

INFORMATION FOor Dan T. Miller

Personal FREPORO 2
FAYROLL SCHEDULE Blweekly v ] . Direct Deposit Taxes...
Address & Contact FAY FREQUENCY Biweekly - ) )
Sick/Vacation...
Additional Info caras X
Payroll Info
EARNINGS ADDITIONS, DEDUCTIONS AND COMPANY CONTRIBUTION S
Employment Info ITEM NAME i HOURLY/ANNUAL RATE ITEM NAME ! AMOUNT PLIMIT
Salary 41,500.00 | A |Health Insurance -25.00 -600.00|*
Workers’ Comp
A 4 v

[ Use time data to create paychecks || Employee is covered by a qualified pensicn plan




TAX INFORMATION

Taxes for Dan T. Miller x
Federal = State Other “

Filing Status  [RETE - Cancel :
Allowances 3 Help
Extra Withholding 0.00

SUBJECTTO D)

¥ Medicare
¥ Social Security
¥ Advance Earned Income Credit

¥ Federal Unemployment Tax (Company Paid)

What if this employee is subject to Nonresident Alien Withholding?




RUN PAYROLL

Employees, Pay Employees, Scheduled Payroll
Start Scheduled Payroll

Double click
for detalil

[(#; Time Tracking & Payroll Updates (= Payroll tems 2% Payroll Setup @ Preferences &

Payroll Pay Employees Pay Liabilities File Forms

»

Create Paychecks

1212912007

12129/2007 Overdue @ Biweexly 1211612007 - 121292007
port }
Payroll Schedules v Start Unscheduled Payrd
Recent Payrolls
18 1211512018 \Complete 7 9,692.30 7.64881 4
1210112018 \Complete [3 4,156.1 5| 324971
. 1171742018 |Complete (3 4,300.18 3,305.50
1 g ‘
et 11/03/2018 Complete [3 4,156.15| 122416
1012012018 |Complete 3 425217 3.284.89
14 [ e | | -
21 22 .
28 29 Quick Guides Other Activities Reports Supplies & Services

Fﬁ’“—:}d Empioyee [ad Payroll Summary @& Order Checks

aC

/= Before You Hire







CUSTOMIZE FORMS

Open Form, Formatting tab, Customize Data Layout

Additional Customization

Rock Castle Invoice Template is inactive|
Roz Cate T i
Header Columns  Prog Cols Footer Print 1o c.,_\::,m“ VOIS
Bmahore, CA 94326 | == [E—
A == ne
Screen Print  Title ooz ot
Default Title - 2 Invoice
Date > > DATE 3
Invoice Number - 7 INVOICE #
TaAus DUE0aT Mces
Bill To ) 7 BILL TO e
Sh[p TO J l SHIP To 283Ta evzo STy e asn AUS MY
PO. No. PO.NO
S.0. No. S.0.No.
Terms 7 ") TERMS
Due Date w 7 DUE DATE
REP REP
Account Number Account #
Ship Dat o -
ate
p SHIP DATE Sas Tax (0.0%) s
Ship Via 8 2] SHIP VIA Totu =m®
FOB [ FOB Payments/Creats =%
Project/Job ) PROJECT Balance Due o
Other
Contract # - CONTRACT # v
When should | check Screen or Print? Default P Dy

Help Basic Customization... Layout Designer... OK Cancel




LAYOUT DESIGNER

Layout Designer - Rock Castle Invoice

MAKE SAME CENTER UNDO/REDO
C::h QJ % ;i I ‘3 B | =8 b[“ 44
v
Properties... Add Copy Remove Copy Format Height Width Size Horz Undo
0 1 2 3 4 5 6 7 8 A
= a
;.’(////(////(////(///((////(///((////4"//l////(///((////(////(////l////(///g
. : Invoice
1735 County Road i o SRR —
Bayshore, CA 94326 fEat DATE INVOICE #
1 1 127152018 Sample
o BYLETOZA LS A H SHIF TO
This is sample text. This is sample text.
(3]
LI TERMS DUE DATE PROJECT
Sample 127152018 Sample
DESCRIFTION QUANTITY AMOUNT.
This is sample text. Sampls 123.45
w
v
4@ >
Label field for Invoice | Zoom:100% = 425050 | 375x0.44
Margins... Grid... v Show envelope window OK Cancel Help




MEMORIZE TRANSACTIONS

For transactions that are entered frequently
Edit, Memorize

= Memorize Transaction X
NEWERIAI County Roofing ] “
@ Add to my Reminders List How Often  Never v Cancel
> Do Not Remind Me Next Date &

O Automate Transaction Entry i

Aol el dm (S %
Rl 0 Lroup I\
00 10 LIOUR 0




CLASS TRACKING

WHAT IS CLASS TRACKING

Track account balances by
department, business office or
location, separate properties
you own, or any other
meaningful breakdown of your
business

When this preference is on,
QuickBooks includes a Class
field on all transactions

Main Formatting Send/Ship Reporis

@ P s E Sg Create a Copy ° g = Email Later @ @Create invoice

Find New Save Delete °Memon’ze Mark As Print Email Attach

Inactive ¥

CuSTOMER:JoB [JAbercrombie, Kristy -

TURN ON CLASS TRACKING
Edit, Preferences
Accounting

Company Preferences tab

Use Class Tracking & Prompt
to Assign Classes

Create Estimates

v

cuss (RS - -
——————




GENERAL JOURNAL ENTRIES

Sometimes it Is necessary to make adjustments
to accounts in QuickBooks that cannot be
performed in forms

Company, Make General Journal Entries

Main Reports 28 A
& P s B a\g a Create a Copy « — a
Find MNew Save Deiet= Q Memorize Reverse Print Attach
- File
113100 Pre-paid Insurance 457 06 Recurring Joumnal to Amortize Insurance Expense Overhead | Overhead
62100 - Insurance:62130 - Work Comp 175.00 Recurrning Journal to Amortize Insurance Expense Overhead - Overnead
62100 Insurance 62110  Disability Insurance 3206 Recurring Journal to Amortize Insurance Expense Overhead 3 Overhead
62100 - Insurance 62120 - Liability Insurance 25000 Recurring Journal to Amortize Insurance Expense Overhead 3 OCvernead

Save & Close Save & New | Revert




INVENTORY

ltems are added In
Purchase Orders, Bills,
Credit Card Charges,
Checks or Recelive
Inventory

ltems are removed In
Sales Orders, Invoices or
Sales Receipts

In manufacturing: Work
Order/Sales Order or
Build Assemblies

Adjusting Inventory:
Inventory Activities

Adjust Quantity/Value on
hand

eeeeeeeeeeeeeeeeeee

ooooooooo

Interior Door kit




DEPRECIATION

Create a subaccount for the fixed asset called
Accumulated Depreciation

Create a Depreciation expense account

To Make an Entry:
Open Accumulated Depreciation register
Enter $ amount

In the Account field, enter the Depreciation
expense account




