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CHAPTER 1
Welcome to QuickBooks
for Mac 2013

Welcome to Intuit QuickBooks 2013 for Mac! We’re glad you’re
here.

My name is Shelly King, and I’ve been a proud member of the
QuickBooks for Mac team for four years. Yep that’s me in the
picture at my desk here at Intuit. I'll be walking you through
QuickBooks to show you how to get the most out of it.

Whether you’re a new business owner or just new to QuickBooks, |
hope you’ll find this guide to be a helpful resource for getting to
know QuickBooks. For those of you who have used QuickBooks in
the past, welcome back. You’ll find information here on new features and maybe even something
you didn’t know about in addition to those features you used regularly.

In addition to this ebook, we have other resources for you:

@ The QuickBooks for Mac Help is always there for you.

. ‘ Anywhere you see a ? button, just click it for answers. Or
choose Help > QuickBooks Help. And you can always go to
the Help menu and search for a menu item or Help article.

?’ﬂ' Antult® QuickBooks™ for Mac Little Square is an online magazine with videos, articles, and
.ku% L|tt|e Sq UCATIe  advice on how to get the most out of QuickBooks.

http://www.quickbooks.com/littlesquare

Intuit Community Intuit hosts a community forum just for QuickBooks for Mac
users. This forum is monitored by both the team here at
Intuit and advanced users. It’s a great place to ask questions
and get assistance if you get stuck.
http://community.intuit.com/category/quickbooks-for-mac

In writing this guide, I’ve made certain assumptions that you should be aware of:
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First, ’'m assuming that you’re at least somewhat familiar with your Mac and Mac OS. It’s OK if
you’ve just bought your first Mac and getting familiar with it. As long as you know how to turn
on your computer and open an app, | think we’ll be fine.

As far as accounting principles, I’'m going to assume you know nothing. And that’s OK. If you’ve
been running your business for a while, you probably have some basic bookkeeping principles
down. That’s great, and it will help you get up to speed. But if you don’t, you’re OK. I'll point
you to some videos and other information that will show you some basic concepts that will be
enough.

The screenshots I've used in this guide were taking using Mac OS 10.7 (Lion), but everything
works the same way on Mac OS 10.6.7 (Snow Leopard) and Mac OS 10.8 (Mountain Lion).

Running QuickBooks

Now let’s talk about what you need to run QuickBooks and how you install it.

System Requirements

Before you install QuickBooks, be sure your Mac meets these requirements:

Mac OS X v10.7 (Lion) or v10.8 (Mountain Lion)

At least an Intel processor, Core 2 Duo or higher required

If you’re using the multiuser features: Intel Core 2 Duo or higher processor to run server
At least 2 GB RAM, 4 GB RAM recommended

CD/DVD drive for installation

250mb of available disk space

Intuit Checks if you plan to print checks. Canadian Image Ready Cheques are not supported.
Additional terms and fees apply.

Integration / compatibility requirements

What other software do you need? Well, it depends on what you want to do in QuickBooks.
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If you want to export report data, you'll need Apple Numbers '09 or Microsoft Excel 2008/2011 for
Mac.

If you want to email forms (like invoices and sales receipts) from QuickBooks, you must have
either Apple Mail, Microsoft Entourage 2008, or Outlook 2011 for Mac.

QuickBooks has features that use iCal or Calendar, iChat, and Address Book which are included
when you install Mac OS X from Apple, Inc. I'll go how to use these features in QuickBooks later
on.

QuickBooks for Mac 2013 supports one-way conversions from QuickBooks for Windows 2011,
2012, and 2013

QuickBooks for Mac 2013 supports round-tripping with QuickBooks for Windows 2013



Installing and Upgrading QuickBooks

Installing and upgrading QuickBooks is super easy.

To install QuickBooks:

1

Insert the CD into your computer’s CD drive or open the downloaded .dmg file. A
window will open showing a QuickBooks icon and an Applications folder icon.

Drag and drop the “QuickBooks 2013” icon onto the Applications folder icon.

Go to the Applications folder on your hard drive and double-click the QuickBooks
2013 icon.

To upgrade QuickBooks:

1

If you’re upgrading from a previous version of QuickBooks for Mac, you’ve got a few
more steps to get up and going.

Make a backup copy of your company file using the previous version of QuickBooks for
Mac.
(File > Back Up)

Quit any previous versions of QuickBooks that are running.
Start QuickBooks 2013 for Mac.

Choose File > Open Company, select your file, and then click Open. (Note: QuickBooks
2013 for Mac may automatically upgrade and open your last used company file.)

QuickBooks 2013 upgrades your file and adds a .qb2013 file extension. For example:
MyCompany.qb2013. QuickBooks also saves your original file and renames it to show it is an
older file, for example MyCompany (QB2011) .qb2011 if it was originally a QuickBooks 2011 file.

Converting your file from QuickBooks for Windows

If you’re switching from QuickBooks for Windows, you’ll have to go through a couple of more
steps to convert your file for QuickBooks for Mac. Go to page 22 to find out everything you need

to know.
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What’s New in 201372

Here’s what you can expect to see in QuickBooks for Mac 2013.

® Guide Me. Guide Me is a useful yet unobtrusive panel filled with nuggets of information about
how to use fields, buttons, and features. Guide Me follows you from field to field and button to
button as you navigate and fill out QuickBooks forms. Guide Me opens automatically the first
time you open your company file. If you want to turn it on again, just go to Help > Show Guide
Me and there it is

¢ Add attachments to QuickBooks records and transactions. Wouldn’t it be great to be able to
keep your files and documents together with your QuickBooks records and transactions? With
our new Attachments feature, you can! Click the paper clip at the top right corner of Invoice,
Estimate, Enter Bills, Customer Center, and other feature windows to get started. QuickBooks
makes a copy of any document you attach and saves it into the Attachment Library you set up
in Preferences.

Some ways you can take advantage of Attachments include:
o Attach receipts for supplies you purchased for a project to invoices
o Keep “before” and “after” photos with customers’ QuickBooks records
o Scan and attach statements and bills to vendor records or bills .

® Import contacts and items from other applications. Got customer, vendor, or employee info
in your Apple Address Book, in an email account, or in a spreadsheet? Or do you keep a list of
the products and services you sell in a spreadsheet? Now you can import contact info into
QuickBooks with a few clicks.

Get started by going to File > Import > From Multiple, and choose whether you’re importing
contacts (customers, vendors, or employees) or items (products and services, inventory items—
things like that)..

® Batch invoicing. Small businesses that invoice a group of customers for exactly the same set of
products and services can save tons of time by creating a batch invoice.

Say you’ve got a pool cleaning business. 20 of your customers have the same sized pools and
get the same services (and products) each month. A different group of 12 of your customers
just get their hot tubs cleaned every month.

Here’s what you do—first create two customer groups, maybe named Pool and Hot Tub. Next
go to Customers > Create Batch Invoices, choose the Pool group, go through the process of
filling out one invoice for pool cleaning services, then send that invoice to all the customers in
your Pool group. Then you create another batch invoice for the Hot Tub group..

® Get paid and pay others with the Intuit PaymentNetwork. The Intuit PaymentNetwork lets
you make and receive online payments that are quick, easy, and secure. Click the
PaymentNetwork button on the QuickBooks Homepage to sign up for the service and pick the
bank account you use for making and receiving payments. Then the fun begins!
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Back in QuickBooks for Mac, it takes only a tiny bit of time to set up the connection to Intuit
PaymentNetwork. Then you’ll be able to add a link to your invoices that your customer can click
to pay you online.

After your customer pays you, go to Customers > Download Transactions and select payments
you want to record in QuickBooks. Intuit PaymentNetwork works with QuickBooks for Mac to
mark your invoice paid, receive the payment, and even record the deposit to your bank
account..

® Reconcile your accounts quicker and easier. We've totally reworked our reconcile feature to
make it much, much easier for you to compare your monthly bank and credit card statements
with your QuickBooks accounts, find and fix errors, and reconcile your accounts.

® Back up your company files with updated options. Apple has discontinued the MobileMe
service, so we've changed our Backup Preferences accordingly. You'll back up your company
files onto your own hard drive--then you can use services like Dropbox or your own backup
hard drive to back up critical info.

® Refresh your reports with one click. Working with QuickBooks Reports in real time? We've
made it possible for you to refresh reports on your screen with the click of a button, giving you
the latest and greatest info on your business without sacrificing performance.

® Print forms quicker than ever. You'll find that printing performance has radically improved
compared to earlier versions of QuickBooks for Mac.

® Check out the attractive new home page icons. We've redesigned our Home Page with shiny
new icons that do a better job of describing what all the different features and functions of
QuickBooks for Mac do for your business. The new design also looks great on new Mac retina
displays.

For more information on these new features, go to:
http://www.qgblittlesquare.com/2012/09/whats-new-2013/
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New to QuickBooks?

Welcome! Thanks for choosing QuickBooks. This section is just for you. I’'m going to show you
how to create your company file, which is the file you’ll use each time you use QuickBooks.

Creating company file
QuickBooks walks you through a setup process that will create your company file for you.

1 Open QuickBooks. You’ll see the No Company Open window.

No Campany Open

infuit

QuickBooks
2012 New 1o QuickBooks? | Get Started |

Opan Company File

Nave
¥ Recent Files
¥ Shared Fies
» Eackup Fles
¥ Sample Foes
Sample Preduc £/30/11 %07 AM
Sample Service 8/30/11 507 AM

2 Click Get Started.

3 On the Create New Company, enter information about your company and click Next.
o Company Name — What you call your company.
o Legal Name — Your company name as it appears on legal documents.

o Address/Country — The address for your company as you want it to appear on
invoices, checks, and other forms. You can also enter different addresses for
Shipping and Billing.

o Company Start Date — The date you want to use to start tracking your business
transactions in QuickBooks. Usually this is the first day of your current fiscal year.
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Although you can change your start date later, it’s best to decide on the best start
date now.

o Income Tax Form Used — Which tax form do you use for your business's taxes? If
you're not sure, check with your accountant.

o Federal ID — The ID you use on your company's federals taxes.

4 Next you’ll see the “Choose your industry and chart of accounts” window. Select the
type of business that comes closest to describing your company. QuickBooks creates
all the accounts that have a check mark. This is our best guess for the accounts we
think you’ll need based on the type of industry you’re in. You can make changes if you
like. If you make changes and want to go back to QuickBooks suggested accounts,
click Default.

Expert Settings

You may need to set some non-standard options while creating your company file.
You'll probably only need these if your accountant has given you specific instructions.
Click Finish when you’re done.

o Summary Reports Basis — In QuickBooks, an accrual basis report shows income
regardless of whether all your customers have paid up, and expenses regardless of
whether you have paid all your bills. A cash-basis report shows income only if you
have received it, and expenses only if you have paid them. You can change this
later with Reporting preferences.

o First month in tax year — If your company's tax year starts in a month other than
January, select that month.

o First month in fiscal year — If your company's fiscal year starts in a month other
than January, select that month.

o Customers are charged sales tax — Select if you are charging your customers sales
tax. Then create your sales tax items. You can change your sales tax items later on
the Items list

o Inventory and purchase orders are used — Select this option if you want to create
inventory part items, write purchase orders, and create inventory-related reports.
You can change this later with Inventory preferences.

o Customer and/or job estimates are prepared — Turn the estimating feature on.
When estimating is on, QuickBooks adds a Create Estimates command to the
Customers menu, and an Estimate button to the Customer:Job list. You can change
this later with Inventory preferences.

o Keep track of time — Turns on time tracking in your company file. Track your time
and/or your employee's time by entering hours worked on weekly timesheets or
single activity entry forms (you can use the two forms interchangeably). You can
change this later with Time Tracking preferences.

5 On the final window, you’ll see the location on your new company file. Click OK.
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Next steps

Congratulations! You’ve created your company file. Now what do you do? Well, it depends. Here
are some suggestions:

® Have you been in business for a while and are just new to QuickBooks? Then you probably
have historical data for your company that you’d like to enter into QuickBooks. The good news
is that you don’t have to go back to the day you first started your business. But | suggest you
do go back as far as the start date you entered when you created your company file. Gather up
everything from the start date to today and enter that historical information. That way, you’re
records for your fiscal year will be complete. You’ll find out more in the following section.

® Are you the kind of person who likes to have everything organized up front before you
start? Then the best place to start is creating your lists. Lists are the building blocks for
QuickBooks. They include the things like what you’re selling your customers and what you’re
buying from your vendors. They also include the names and contact info for all your customers
and vendors and much more. I'll talk about lists in the next chapter.

® Are you the kind of person who just wants to get started and fill in the details later? You
can do that, too. Go ahead and start entering transactions. QuickBooks will prompt you to enter
information along the way. The Home Page is a good place to start.

an Shedy's Company 2 Home Page

§ §U P L
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And with Guide Me turned on, you’ll get additional help for your first tasks.
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Importing customers, vendors, and employees

You've probably got contact information for the people you work with—customers, vendors,
employees—in places like Gmail or LinkedIn. You can import those contacts into QuickBooks.

Note: If you use Address Book, you can sync your contacts with QuickBooks so that updates are
available in both QuickBooks, Address Book, and other devices you sync with Address Book. For
more on Contact Sync, go to page 87.

Before you start

You'll need a spreadsheet of the contacts you want to import into QuickBooks. If you have one,
great! Go to the next section.

If you don’t have a spreadsheet:

1

Open the program with your contacts (such as your email or LinkedIn), and create a
group for contacts you want to import to QuickBooks.

Export the group you created to a list file, such as a CSV file or tab-delimited text file.

Open the export file in your favorite spreadsheet program.

To import your contacts:

1

Go to File > Import > From Multiple. Or go to the Customer Center, Vendor Center, or

Employee list, click [:J, and then click the Import option.

Open your spreadsheet (see the "Before you start” section above if you don't have a
spreadsheet.)

Copy the First Name column in your spreadsheet.
Click into the first field in the QuickBooks First Name column. The field turns white.

Paste in the column you copied in Step 4.
Tip: Copy and paste by column, not by row.

Repeat steps 4-6 for every column in your spreadsheet. Tip: Be sure to scroll over to
the right to see and copy in all the available fields.

Be sure that the Import box is checked for all the contacts you want to import.
Change or add any info you didn't have in your original spreadsheet.

In the Role column, be sure that each contact is labeled as a Customer, Vendor, or
Employee correctly.

10 Click Import.

11 Click OK when the status window says Import Complete.
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Fun fact: You can use the Add Contacts window to add basic customer info without copying it
from someplace else. Just type your customers' info into the fields rather than copying it.

Troubleshooting:
® | can't click a cell in the Role column after I've opened the Add Contacts window. Click
"cnt..." and choose Add Line.

° | got a message in the Import status window that says | have errors in some of my items?
We can help you fix them:

1 Close the Import status window by clicking OK.
2 On the spreadsheet, look for the items that have red Xes on the far left side.

3 Click on the item with the red X. A message pops up to the right of the item's row
describing what went wrong.

4 Fix the items with the red Xes and click Import again.

5 Click OK when QuickBooks finishes importing your items.

Entering historical transactions

It's moving day! Only instead of moving offices, you're
moving your data into QuickBooks. And as with most
moves, you probably won't do it all in one fell swoop. It may
take some time to get everything in there. But even if you
don't have all the historical data in your company file, you

can (and should) still keep going with entering new
transactions along the way.

When you created your company file, you entered a start date for your company. If you entered a
start date in the past, you’ll need to enter all historical transactions from that start date through
today. Your business may have existed for longer than that start date, but that's OK. For example,
let's say your new year's resolution was to move your business finances from spreadsheets to
QuickBooks. You set the company file's start date to January 1, even though you've been in
business for three years already. So you should enter all your past transactions back to January 1
of this year.

A little confused? Don't be. You're just starting your QuickBooks file at a moment in time. If you're
in doubt about what your start data should be, check with your accountant.
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Why enter my historical transactions?

Entering historical transactions gives you an accurate look at how your company is doing in the
present and over time. After you enter your transactions from your start date up to today, you'll
have:

® Accurate balances in your bank accounts and all other accounts

® The ability to reconcile your bank and credit card statements with your QuickBooks bank and
credit card accounts

® Up-to-date records of what customers owe you and what you owe vendors
® Accurate year-to-date profit and loss statements

® Accurate sales tax reports for any period after your start date

Do | wait to enter current transactions until | get the historical data
in?

No. Just because you starting to use QuickBooks doesn't mean your business has stopped
running. You probably have current transactions happening right now that you need to record, as
well as get your historical data into QuickBooks. So this is important to know: You can enter
historical transactions at any time. You don’t have to enter all your past transactions before you
start using QuickBooks.

Go ahead and start entering current transactions as they occur so you don’t get behind. Then
catch up with historical transactions when you can. Try breaking them into digestible chunks, like
a week or month's worth at a time. Remember, though, that your account balances may be off
until you’ve entered all the transactions back to your start date.
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Order matters

There are two important guidelines to keep in mind as you enter historical transactions:

Enter transactions in your bank accounts last.

This may seem counterintuitive, but stay with 0.0 Lay's Landscapiog & Garden Suppdy - €
me here. You want to do this because your A

Accounts Payable and Accounts Receivable coas "“"" _""' _ ‘“"
accounts affect your QuickBooks bank Accousts Racaivable Accounts 15.410.02
accounts (but not the actual account at your ..... e -
bank). So the only bank transactions you’ll Cheching Bt $9.250.02
have to enter in your bank account are those TN s o
that are still missing after you finish entering oloscnd: Créodi Card i
transactions for accounts payable, accounts ' ~.... ‘ u:m:w\x =
receivable, and payroll. | + Ho-l(F) 2]

You must enter bills and invoices first before
you enter payments. If you tell QuickBooks
you've made a payment, QuickBooks needs to know what bill that payment is for. Likewise, if a
customer has sent you their payment, then QuickBooks needs to know what invoice the payment
is for. That way QuickBooks knows which bills you've paid and what invoices your customers have
paid.

Paying attention to these two guidelines will pay off big for you later on. You'll have an accurate
view of which invoices and bills are paid in full, which are partially paid, and which aren't paid at
all. As you record your bill payments and your customers’ invoice payments, QuickBooks updates
your bank balance. Then you can fill in any other transactions you haven't recorded previously.
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Entering vendor transactions

Strictly speaking, there’s no rule that says
you have to enter your transactions in a
particular order. But | recommend that you
enter your vendor-related transactions first,
especially if you invoice customers for
expenses you want to be reimbursed for.
Here's why: You won’t be able to include
expenses on an invoice for reimbursement
unless that expense is accounted for with a
purchase-related transaction. So, it's a
good idea to get those vendor transactions
in first.

Let’s get started! The first thing to do is enter all your transactions related to buying items and
services from your vendors. You only need to enter transactions from the start date you used for
your company file until today.

Vendor transactions to enter are:

® Purchase orders

® Item receipts

® Bills

® Payments you made to your vendors
Gather the information you'll need

To get started, you’ll need this information for the timeframe between your company file’s start
date and today:

¢ Details of any POs you’ve sent to vendors, if you use purchase orders

°

A list of inventory items you’ve received
® Any bills you’ve received

® Records of bill payments you made
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Entering transactions

Now you’'re ready to enter your transactions. If

yet, you’ll be asked to add these as you go '
along. For example, if you're entering a bill l
and enter the name of a vendor not in your Set Up Cancel | Quick Add
Vendors list, QuickBooks asks you if you want
to Quick Add it. Go ahead and do that. You
can go back to the Vendors

Shelly King's Big Market of Stuff is not in the Customer:job
list, ‘

you haven’t set up your Items or Vendors lists | _ ﬁ) 2 Customer:job Not Found

list later and add more details @

about this vendor. g o | ol . of ;ﬂ?

You can use the Vendors area s m“:::v ...f..".‘.'{..':.'.’..w

on the Home page to enter | l (2
your transactions. Remember, e— - »__"*"}‘
you only need to enter the toner Bl r—ry

transactions between your
company file’s start date and
today.

Enter these transactions in this order, and be sure you enter the correct date. You can enter all
these transactions on the Home page.

® Purchase orders. If you use them, enter your purchase orders first. You’ll use these PO
transactions when you enter bills.

® Bills. For all the bills you’ve received, enter the information about each bill. Be sure to assign
amounts to the correct expense accounts or track the quantities and costs of items received. If
you need details about doing this, check the Help.

® Inventory item receipts. If you received items you’ve ordered but didn’t get a bill for them,
choose Receive Inventory and enter an item receipt.

® Credits from vendors. If you have a credit from a vendor, choose Enter Bills and select Credit at
the top of the windows.

® Payments. For payments you've made, choose Pay Bills. Be sure the Payment Date field shows
the actual day you made the payment. Also check that you select the correct bank account for
the payment.

That’s it for entering your vendor transactions. Next, we’ll talk about entering transactions related
to your customers.
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Entering customer transactions

Customer transactions you need to enter are:

¢ Estimates

® Invoices

® Sales receipts

¢ Refunds and credit memos

® Payments received

Gather the information you’ll need

Depending on the type of business you have, you may not need to gather all of this information.
So if something in this list doesn’t apply to you, just ignore it. One important thing to remember:
you only need to enter the transactions from the start date you entered when you created your
company file until today. You don’t have to go back to the beginning of your business and enter
years of information. (Whew.)

Whether you’ve been keeping paper or electronic records, or a mixture, here’s what to gather up:

® Any estimates you’ve sent to customers or potential customers. (You don’t have to enter ones
for jobs or sales you didn’t get, but you can if you want to.)

® Invoices you sent to customers, regardless of whether you’ve received payment yet.

® Any credit memos you’ve issued.

® Records of payments you’ve received from customers.

¢ Records of refunds you’ve given.

® Records of deposits of customer payments you’ve made to your bank.

® Record of sales tax payments you’'ve made.

® If you sell things, details of what you sold, preferably grouped to correspond with deposits of
your sales income and records of deposits from sales receipts you gave.

Entering transactions

Now you’re ready to go. As with vendors, if you haven’t set up your Items or Customers lists yet,
you’ll be asked to add these as you go along. Go ahead and do that. You can go back to these lists

later to enter more detail.http://www.gblittlesquare.com/2011/03/making-the-move-part-3-enter-

customer-transactions/itemsetup/

You can use the Customer area of the Home page to enter most of the transactions | talk about
here. (I'll tell you where to enter the others.) Remember, you only need to enter the transactions
between your company file’s start date and today.

OK, now start entering your sales transactions in this order. Be sure to enter the correct
transaction date for each one.
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® Estimates. If you use estimates, you’ll need to first turn on this feature. Choose QuickBooks >
Preferences and select Sales and Invoicing to turn on estimates. Then go back to the Home
page and click Estimates. The estimates you create will be the basis for other sales transactions
such as invoices. You don’t have to enter estimates for jobs or sales you didn’t get, unless you
just want a record of them.

® Invoices. Click Create Invoices and create a copy of each invoice you’ve written between your
company file’s start date and now. Be sure you enter items in the Item field so QuickBooks can
track your sales in the correct accounts.

® Sales receipts for cash sales. If you were paid for work or goods on the spot, you probably gave
your customer a sales receipt. Click Sales Receipts and enter copies of your sales receipts from
your start date until today. Be sure to enter the amount of each item you sold and received
payment for at the time of sale. You can also enter multiple sales on one sales receipt form if
you don’t track sales by customer. If possible, group them so that the money received from
cash sales matches actual bank deposits. That’ll make it easier to record deposits.

® Refunds and credit memos. Click Refunds and Credits and enter returns that may have occurred
from the invoices and sales receipts you’ve already entered.

® Payments. Click Receive Payments and record each payment received from a customer for an
outstanding invoice. Be sure that you apply the payment to the appropriate invoice and that the
Date field shows the payment date. If the payment was for all or part of the customer’s open
balance as of the start date, you’ll see a QuickBooks invoice for that balance.

® Deposits. For this one, you’ll venture out of the Customer area of the Home page and go to the
Banking area. Click Record Deposits and record each deposit of a payment you’ve received; be
sure to select all customer payments (whether for invoices or sales receipts) deposited on one
date. Then click OK. In the Make Deposits window, be sure the Date field shows the deposit
date.

® Payments of sales tax. For this one, you’ll go to the Vendor area and click Pay Sales Tax. (I
know. This article is about customer transactions, but you’re collecting from customers and
paying a vendor so it's a gray area. Stick with me.) In the Pay Sales Tax window, record each
payment you made of sales tax you collected. Be sure that you enter the amounts you actually
paid the sales tax agencies and that the Date field shows the payment date.

That’s it for entering customer transactions! In the next steps in this series, I'll talk about entering
banking and credit card transactions.
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Entering bank and credit card transactions

When you entered your other transactions, QuickBooks automatically recorded:

® Checks you wrote to vendors to pay your bills
® Checks you wrote to pay sales tax you collected

® Deposits of payments your customers made to you

And you can see all of this in QuickBooks. Just go to your Chart of Accounts (on your List menu)
and open your bank account. You can see all of these transactions in that register. There it all is!
Look at all the progress you’ve made.

Why did | have you do this? | wanted you to see that a lot of your banking-related transactions are
already there. You shouldn’t enter any checks or deposits unless you’re sure they aren’t already in
your register. You don’t want to end up with double payments and deposits. You may want to
print out this register (Command-P) to use as a reference as you go along.

Gathering the information you’ll need

Here’s what you’ll need to enter your remaining transactions. Remember, you’ll only need to enter
transactions from the start date you entered for your company file to today.

® Checks you’ve written
® Deposits you made
® Bank statements showing fees, interest earned, and transfers

¢ Credit card statements showing charges and payments made

“I want to be able to reconcile my account, but my bank account opening balance is from the
statement prior to my company file’s start date. If I'm only supposed to enter transactions
between my company file’s start date and today, what do | do?” In this case, go ahead and enter
all the unrecorded checks and deposits from the period between your statement date and your
company file’s start date. This will make sure that your bank account balance is correct.

Entering your bank transactionshttp://www.gblittlesquare.com/2011/03 /making-the-move-part-4-bank-

and-credit-card-transactions/banking homepage/

Now you’re ready to go. Enter all your unrecorded bank transactions (the ones not already in the
bank account register | asked you to look at earlier in this article) between your company file’s
start date and today. You can use the Banking area on the Home page to enter many of these
transactions. Be sure you use the actual transaction date rather than today’s date. You can enter
these transactions in any order.

® Checks. Choose Write Checks and enter all miscellaneous checks that aren’t already in your
register. Be sure you enter the actual check number in the No. field. Since you’ve already written
these checks, click to clear the To Be Printed check box.

e |f the check is for an expense, select the expense account at the bottom of the check.
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e If the check is a payment for a liability you track (for example, a loan), enter the liability account at
the bottom of the check.

 |f the check is for items on your items list, enter the item in the Item field of the Items pane.

® Deposits. Choose Record Deposits and enter your unrecorded deposits. Be sure to refer to your
bank account register so you don’t record a deposit that’s already in there.

® Fees and transfers. In your bank account’s register window, enter any other fees, charges, or
interest earned from your bank statement. Be sure to enter amounts in the correct column:
Increase or Decrease. Also enter any transfers between bank accounts. (You can also use
Banking > Transfer Funds to record transfers.)

Entering credit card transactions

Now that you entered your unrecorded bank account transactions in QuickBooks, let’s look at your
credit cards. (Just to be clear, these are transactions on your credit cards. Accepting credit cards
as payment from your customers is another topic.)

How you enter these historical transactions depends on whether you pay your balance in full each
month.

If you pay your balance in full each month, you can simply record a check (Banking > Write Checks)
for each payment. Here are a few things to keep in mind:

® If you entered a balance for your credit card account as of your start date, the first check should
pay off that balance. In the Account field of the check, enter the name of the credit card
account.

® For checks written to cover credit card charges made between your start date and today, split
the amount of the payment among the various expense accounts it covers.

® If you don’t record individual credit card charges using the Enter Credit Card Charges window,
you won’t have detailed records of charges.

If you don’t pay your balance in full each month, or if you know of charges that have not yet
appeared on your statement, choose Banking > Enter Credit Card Charges and enter individual
charges.

When you write a check to cover charges already entered in your credit card account (or for the
opening balance of that account), enter the credit card account in the Account field of the check.
Don’t enter the expense accounts, because you’re already tracking expenses in the Enter Credit
Card Charges window.

You can enter interest and other fees directly in the credit card account register.

Reconciling your bank account

Using QuickBooks, you can reconcile your bank accounts to track which checks have cleared your
bank. After you’ve entered your bank transactions, it’s a good idea to reconcile your QuickBooks
register with each statement, one at a time, from the first statement after your start date to your
last statement. Then you’ll know that QuickBooks and your bank are in agreement.

QuickBooks for Mac 2013 User’s Guide 20



Where to go from here

So that’s it for getting your historical transactions into QuickBooks! Whew. You did good. Now go
do something nice for yourself. You deserve it.
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Switching from Windows?

If you’ve switched from QuickBooks for Windows to QuickBooks for Mac, you’ve probably noticed
some differences. QuickBooks for Mac is built as a Mac product from the ground up, so the
interface elements will be familiar if you’ve used other Mac applications. If you're used to using
keyboard shortcuts, they will be different on the Mac.

QuickBooks Windows vs. Mac: What’s the difference?

The biggest difference between the two products is in the feature set. Here is a summary of the
differences.

Because QuickBooks for Mac does not have all the features of its Windows counterpart, not all
data converts when you move your company file from Windows. For a complete list of data that
does and does not convert from QuickBooks for Windows, go to:
http://www.gblittlesquare.com/gbmac2012andgbwin/

Here are some of the biggest differences between QuickBooks for Mac and Windows:

® No Accountant’s Copy. You can share your QuickBooks for Mac file with your accountant, but
you won’t be able to continue work in it. To find out how to do this, search for “roundtrip” in
online Help.

® Online payroll. QuickBooks for Mac exchanges data with the online QuickBooks Payroll for Mac
service. Payroll is not part of QuickBooks for Mac as it is on Windows.

° Limited 3rd party app integration. Any applications that rely on the QuickBooks SDK,
WebConnector, or App Center to access QuickBooks data will not integrate with QuickBooks for
Mac.

° Basic online banking. QuickBooks for Mac offers online banking statement downloads using
DirectConnect or WebConnect. However, transactions can only be added to the account register
one at a time, and not as many financial institutions support QuickBooks for Mac. Full list

® Online Bill Pay

® Price levels. Price levels make it easy to change the prices of many items at once, for example
to discount all your items during a sale.

® Reports. QuickBooks for Windows has more reports than QuickBooks for Mac.
® Premier and Enterprise versions. There’s only one version of QuickBooks for Mac.
® Inventory. QuickBooks for Mac does not have units of measure or assembly items.

® Multicurrency. QuickBooks for Mac does not support multicurrency.
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Converting your file from Windows

So you’re switching from QuickBooks for Windows to QuickBooks for Mac. Welcome! We’re glad
you’re here. So you’re probably wondering if you can convert your QuickBooks for Windows
company file into QuickBooks for Mac. The answer is: Yes!

You can convert any company file from a U.S. versions of QuickBooks Simple Start, Pro, Premier,
and Premier Accountant Edition 2009, 2010, and 2011 for Windows. If you are using a QuickBooks
for Windows version that is earlier than 2009, you can still open your file in QuickBooks for Mac.
It’Il just be a couple of steps more. An article on our support site explains exactly how to do this:
http://support.quickbooks.intuit.com/support/Articles/HOW12750

Before you start, be sure that you’re familiar with what data is convert from QuickBooks for
Windows to QuickBooks for Mac.

Note: If you don’t have access to QuickBooks for Windows to convert your file, we can help you. In
QuickBooks, open the Welcome window (Help > Welcome to QuickBooks) and click Switching to
QuickBooks.

On your Windows computer:
1 In QuickBooks for Windows, open the company file you want to convert.

2 Choose File > Utilities > Copy Company File for QuickBooks Mac. Follow the onscreen
instructions. QuickBooks creates a Mac .qbb (backup) file.

3 Copy the .gbb file to a CD or USB drive or some other media. (Most Macs read and
write data to and from PC-formatted media.)

On your Mac:

1 In QuickBooks for Mac, choose File > Open Company, select the .gbb file, and then
click Open.

2 Click OK on when asked if you want to restore a QuickBooks for Windows file.

3 Enter a name for the restored file, and then click Save.

Depending on the size of your data file, the conversion process can take up to ten minutes. When
conversion is complete, QuickBooks opens the file.

What is and isn’t converted when you switch to QuickBooks for Mac

Although Intuit has used reasonable efforts to include all features affected, Intuit disclaims that all
features are included in these lists. Be sure to compare the newly converted data with the original
data to learn what data was not converted.

Data that IS converted from Windows to Mac

® Account list (chart of accounts) ® Vendor list (notes will not be

. converted
® Customer list )
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Item list

Payment terms list
Shipping via list
Customer type list
Vendor type list

Employee list (notes will not be
converted)

To do list (alerts will not be converted)
Other names list (without notes)

Job types list

Payment method list

Customer message list

Classes

Reminders (alerts will not be
converted)

Links between pay items and other
items

Custom field definitions
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Transactions and their links:
Invoices

Bills

Deposits

Payments

Transfers

Memorized transactions
Multiple estimates per job
All list reports

History of QuickBooks versions used
with the data file

Transaction statistics
1099 categories
Notes

Audit trail
Preferences

Company name and address
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Data that ISN’T converted from Windows to Mac

Important: QuickBooks 2011 for Mac does not support multiple currencies. Because accounts and

balances are affected by the multiple and home currency settings, these settings cannot be

changed in QuickBooks for Windows once they’ve been set. If you have used multiple currencies in

your Windows company file, you will not be able to convert your data for use in QuickBooks for

Mac.

Some features and data will NOT be converted from Windows to Mac, including (but not

necessarily limited to) the following:

® Any data if you have used multiple
currency in QuickBooks for Windows.

® Intuit integrated payroll and payroll
list items (QuickBooks for Mac uses
QuickBooks Payroll for Mac powered
by PayCycle and Aatrix Top Pay for
payroll services)

® Online banking transactions that have
not been accepted into a register
(transactions that have been accepted
will appear as payments, deposits,
and transfers with associated links)

® Online banking aliases
® Customized price levels

® Integration with third party
applications, including Microsoft
Word, Outlook, and ACT!™

® Merchant account services

¢ Sales order and back order tracking
(available in Premier versions of
QuickBooks for Windows)

® Assembly items (available only in
Premier versions of QuickBooks for
Windows) will be converted into non-
inventory part items
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Customized settings for forms like
invoices, estimates, statements, and
purchase orders (forms can be
customized in QuickBooks for Mac)

Multiuser data, such as sales
representative information

User passwords (QuickBooks for Mac
supports administrator password)

Memorized reports

Business planning, expert analysis,
and business optimization tools

Budgets created without an associated
account

Transaction type “EFP payroll” (will
convert into a payroll liability check)

Workers comp list
Fixed asset item list

Multiple “ship to” addresses, Preferred
Send method, and payment
information for Customer:Jobs

User-added columns to lists
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Unsupported reports

The following preset reports are currently not supported by QuickBooks Accounting 2009 for Mac.
You can, however, create many of these reports using the customization, filtering, and

memorization features in QuickBooks for Mac.

¢ Profit & Loss Unclassified

® Open Purchase Orders by Job

® Sales Tax Revenue Summary

® Pending Builds

® Income Tax Preparation

¢ Profit & Loss Budget Performance
® Reconciliation Discrepancy

® Previous Reconciliations

® Fixed Asset Listing

® Voided/Deleted Transactions
(available in Premier versions of
QuickBooks for Windows)

® Voided/Deleted Transactions History
(available in Premier versions of
QuickBooks for Windows)

® Closing Date Exception (available only
in Premier versions of QuickBooks for
Windows)

Unsupported report filters

Open Sales Orders by Customers
(available in Premier versions of
QuickBooks for Windows)

Open Sales Orders by Item (available
in Premier versions of QuickBooks for
Windows)

Adjusted Trial Balance (available in
Premier versions of QuickBooks for
Windows)

Adjusting Journal Entries (available in
Premier versions of QuickBooks for
Windows)

Forecast Overview (available in
Premier versions of QuickBooks for
Windows)

Forecast vs. Actual (available in
Premier versions of QuickBooks for
Windows)

All payroll and workers comp reports

The following report filters are currently not supported by QuickBooks for Mac. The balances of

memorized reports that were created using these filters will not match balances in the original

data file.

®* Name Email

Paid Thru
® Posting Status
® Sales Tax Code

® Template
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Online Status
Printed Status
Voided

Workers Comp Code

Is Adjustment
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Exchanging your file with your accountant

Getting your file to your accountant is much the same as it was for you previously. You’ll save a
file and get it to your accountant. It’s called “round-tripping” which means your company file is
going from the Mac to your accountant’s Windows computer and back to your Mac.

In a nutshell, what you’ll do is save your company file as a Windows backup file (File > Back Up to
QuickBooks Windows). Then your accountant will open that file, do the work she needs to do, then
save the file as a Mac file. Then the accountant sends the file back to you and you open it on your
Mac. This is called round-tripping.

One critical thing to note: to round-trip your file, you and your accountant must be on the same
version of QuickBooks. So if you are using QuickBooks 2011 for Mac, your accountant must be on
some 2011 version of QuickBooks for Windows.
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Using QuickBooks in multiuser mode

In QuickBooks for Mac 2013, you can run QuickBooks in multiuser mode. This means more than
one user can work on your company file from different computers at the same time. Why would
you want to do that? Well, you may have an employee who does basic tasks like sending out
invoices and keeping customer information up-to-date while you take care of the larger tasks like
payroll and paying vendors. In single user mode, you have to stop working in your company file so
your employee can work in it. This can be inconvenient and slow you down. In multiuser mode you
both can work in your company file at the same time.

How does it work?
One computer is set up with QuickBooks Server, E

QuickBooks, and your company file. Then, with
QuickBooks Server running, the company file is shared J =
with other computers on the same network. When other J : l{j

users open QuickBooks on their computer, they will be R ot
able to open the company file and work on it.
Note: You must buy a multiuser license of QuickBooks, & 7

add users to your current license, or buy multiple .

copies of QuickBooks to use it in multiuser mode. To Fﬁj Ej B
add users, open QuickBooks and choose QuickBooks > ! « mj
Manage License > Buy Additional Licenses.

What do you need?

® A license of QuickBooks with more than one user. You can buy QuickBooks for more than one user
or you add user seats to the license of QuickBooks you already have (QuickBooks > Manage
Licenses > Buy Additional Licenses). In addition, QuickBooks will also allow for different
registered copies of QuickBooks to work together.

® One computer to use as the QuickBooks Server. This computer will host the company file for all
your QuickBooks users. Find out what you should consider when picking which computer to
user for your server.
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Setting up multiuser

Ready for multiuser? Here’s what you do to get it going.

Step One: Buy and install additional user seats

To use your company file in multiuser mode, you must add users to your license. So if you want to
have three people working in your company file, you need a 3-user license. If you've already
purchased a copy of QuickBooks with more than one user license, go to Step Two: Install
QuickBooks Server.

Note: If you already have more than one registered copies of QuickBooks, you don't have to buy
more additional user seats. You can use any registered copy of QuickBooks to access the company
file in multiuser mode.

To buy additional licenses:

—

Choose QuickBooks > Manage License > Buy Additional Licenses.
2 Follow the directions on the screen to buy your additional licenses.

3 Choose QuickBooks > Manage Licenses > Sync License. (You must be connected to the
Internet.)

4 Install QuickBooks on each computer you want to use to work on your company file.

Step Two: Install QuickBooks Server

QuickBooks Server shares your company file on your network with other computers you set up to
run QuickBooks on your network in Step One. You should install QuickBooks Server on the same

computer where you want to store your company file. When QuickBooks Server is running, other

QuickBooks users on your network will be able to open the shared company file.

Note: Be sure to check out the Multiuser Checklist article for tips on picking a computer to use for
QuickBooks Server.

Step Three: Create user accounts

Everyone using the company file must have a user name and password. Here’s an overview, but to
learn more about user accounts, see page 310.

To create user accounts:

1 Choose QuickBooks > Preferences and then “Users and Passwords" or choose
Company > Users and Passwords.

2 Create an administrative user.

3 Create a user account for each user who will be working with the company file in
multiuser mode.
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Note: Creating user accounts is not the same as adding users to your license. A user account
creates a username and password so a user can log into a company file. Adding a user allows
another user to run another copy QuickBooks with your license in multiuser mode. Find out more
about the difference between user accounts and user seats.
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Step Four: Start multiuser mode

On the computer with QuickBooks Server:

1 Open your company file in QuickBooks like you would normally.
2 Log in as the administrator. (You must be an administrator to start multiuser mode.)

3 Choose File > Enable Multiuser Mode.

QuickBooks Server will start automatically. When other users open QuickBooks on their
computers, they can open the company file. It will be listed under Shared Files on the No Company
Open window.

QuickBooks server

QuickBooks Server is an application used when you're running QuickBooks in multiuser mode. It
shares your company file with other QuickBooks users on the same network. When a file is shared,
more than one user can work in the file at the same time.

You get QuickBooks server when you buy QuickBooks. But you only need it if you are using
QuickBooks in multiuser mode.

To start QuickBooks Server:

1 If you haven't already, install QuickBooks Server by copying it from your QuickBooks
CD or, if you downloaded QuickBooks, from the DMG file to your Applications folder.

2 If the company file isn't on the same computer you are using to run QuickBooks
Server, move it there. The company file must be on the same computer as QuickBooks
Server.

3 Open the company file in QuickBooks.

4 Choose File > Enable Multiuser Mode. QuickBooks Server starts automatically.

More about QuickBooks Server:

® You can start QuickBooks server automatically when you log in. With QuickBooks Server
running, right-click the icon in your dock and choose Options > Open at Log In. Then every
time you log in on that computer, QuickBooks Server starts up, sharing your company file.

® You can start and stop sharing a company file. Select the file in the left column of QuickBooks
Server and click either Start Sharing or Stop Sharing.

® If you close QuickBooks Server, everyone will lose their connection to the company file. On the
computer hosting the company file, you can open the file again in QuickBooks and restart
multiuser mode (File > Enable Multiuser Mode) to share the file. Or you can use the file in single
user mode, but other users will not be able to work on it.

® You can view stats on the company file by selecting it in the left column of QuickBooks Server.
You can see how long the company file has been shared, the number of changes that have
happened since you started sharing the file, the file location, and the users working on the
shared file.
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® You can disconnect a user. Select the company file name and then the user name you want to
disconnect. Then click Disconnect. The user will no longer be connected to the company file.

® Chat with other users working on the shared file. Sometimes you may need to contact other
users when you're all working in the same company file. In QuickBooks Server, select the
company filename and the user name of the person you want to chat with, then click Chat. Your
default Chat application will open a chat with the user you selected. Note: For Chat to work, the
user's account must include their Chat ID.

Where to store your file

In multiuser mode, your company file sits on one computer and is shared on your network with
other QuickBooks users. So which computer are you going to use to store the file? Here’s my
advice:

® | recommend picking a computer that meets or exceeds the recommendations for processor,
memory, and disk space. The amount of RAM on the computer can significantly affect
performance, so get as much as you can.

® It’s a good idea to pick a computer that will be on during work hours and is going to stay in the
office. Imagine the dirty looks you’ll get if you put it on a laptop and then take that laptop on a
customer visit when the office manager is trying to work on payroll. I think we all can agree, for
the sake of your happy workplace environment, this situation should be avoided at all costs.

® It’s best if the computer with the company file is connected to the network through an Ethernet
cable and not wifi. It’ll work fine on wifi, but you’ll probably have better performance from a
cable.

® Some activities are single user only, so it’s good idea to put the company file on the computer
of the person who will be doing those things. That way, that person can switch between multi
user and single user mode on their own.

Important: Backing up your company file is just as critical in a multi user environment as it is in
single user. To back up your data, stop sharing the company file then back up the file on the
computer running QuickBooks server. Then you can start sharing the file again.

Other things to know about multiuser mode

There are a few other things to keep in mind when you’re using QuickBooks in multiuser mode.

® You don't have to have QuickBooks running on the server, just QuickBooks Server. You'll have
both QuickBooks and QuickBooks Server installed on the computer you are using as a server.
But you only have to have QuickBooks Server running to share the company file with others.

® You can switch back to single user mode. You can turn off multiuser mode so that only one
person can access the company file. Choose File > Enable Multiuser Mode. You'll see a
checkmark by the command name. When you choose it again to go into single user mode, the
checkmark goes away.

® All the computers have to be on the same network. For users to be able to share the same
company file, their computers must all be on the same network. You can't share a file with
remote computers.
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® You may run into each other, but it's OK. You may try to do something in the company file and
see a message that says another user is trying to do the same thing at the same time. You can
either wait to try again or use your Chat app to communicate with the other user.

Set up each computer for Merchant Account Services (optional). For each computer in your
multiuser environment that you want to use to process your customer's credit cards, you'll need
to set up credit card processing using your Merchant Account Services connection ticket.

Don't forget to back up your company file. Backing up your company file is just as critical in a
multiuser environment as it is in single user. To back up your data, stop sharing the company
file then back up the file on the computer running QuickBooks server. Then you can start
sharing the file again.
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CHAPTER 2

Lists

Lists are one of the most important areas in QuickBooks. Your lists are where the things you use
in just about any transaction live. Take an

. . e " it EEEY Company Customers Vendors Employees Eanking
invoice, for example. The "Bill to" name,

Chart of Accounts OXA

item, description, rate, tax, payment terms, | 'C‘If'“ oxi ~ .
asses — S —— -—
customer message, anything you select
. Customer jobs ox)

from a dropdown list, are all set up on a Vendors oxv
I. Employees OXE
Ist. Other Names

Customer & Vendor Pro > Customer Types

i H - Vendor Types
You can get to any list from the List menu. Vehicies ob Tynes
. Memorized Transactions oxMm  Terms
In subsequent chapters, | go into more Customer Messages
. . . . Payment Methods

detail about specific lists like Chart of Ship Via

Accounts, Items, Customer:Jobs, and
Vendors. In this chapter, I'll talk about everything else:

® Classes

° Employees

¢ Other Names

¢ Customer & Vendor Profile

o Customer Types
o Vendor Types
o Terms
o Customer Messages
o Payment Methods
o Ship Via
® Vehicles

® Memorized Transactions
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How to use lists

You can perform these tasks in your lists:

° Add an entry to the list. Click the + menu at the bottom L"'_Jle list.
° Edit an entry. Select an entry on the list and then cILﬁ{Jdit.

® Search for an entry. Use the search field in the top right corner or the list to find the item you
need. Or you can search throughout QuickBooks.

® Change the view. By default, QuickBooks lists names in a hierarchy. For example, subitems are
listed under the item they are a subitem of. Click the arrow beside a name to view the names in
the hierarchy below them. You can also choose Flat View from the Action menu (%) that lists
each name plus the name below it in the hierarchy. You can change the view by selecting
Hierarchical View or Flat View from the Action menu.

® Print, Save, or Email the list. Control-click in the list and select commands to print, save, or
email what is currently displayed on the list. For example on the Item list, control-click the
name of an item and then select Print Item List, Save Item List as Text, and Email Items List as
PDF.

® View only active or inactive names. Use the filters at the bottom of the list to view only active
or inactive names.

° Display a QuickReport. Create a report for a selected name that lists year-to-date income and
expense transactions for the class you've selected. Select a name and then click QuickReport
from the Action menu (¥).

® Revert a list back to its default sort order. With the list open, choose Edit > Re-sort List.

Tips and tricks

Try these tips and tricks to make using the lists even easier.

¢ Sort information by clicking the column titles.

® Rearrange the columns by clicking and dragging the top of a column to move it to another
location.

® Select multiple entries in one of these ways:

o Shift-click to select a range of names. Select the first name you want, hold down the Shift
key, and then select the last name in the range.

o Command-click to select a group of nonadjacent names. Select a name, hold down the
Command key @), and then select each additional name.

o Command-A to select all names. No need to click; just press Command-A to select the
entire list.

Labor

Edit Item
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Classes list

Classes are simply categories. You can then apply a class to transactions to get more insight into
your business data. A class can be a department name, a location, or anything that means
something to you. Say you're a magician. You might create the classes "corporate event" and
"children's party." That way when you need to buy a custom costume for your rabbit, Hopscotch,
that spells out "Happy Birthday, Princess" in pink glitter, you can classify that expense as being
related to a "corporate event." (Hey, it could happen. Really, it could.) Then you can create a class
report to show all your income and expenses related to a class.

To manage classes:

1 Choose Lists > Classes.

2 Add a new class or edit an existing class.

Add New Class
Click the + menu at the bottom of the list.

(2]

Or control-click anywhere in the list and choose New Class from the shortcut menu.

Edit Existing Class
Double-click the class name. Or select the name of the class and click the Edit button at
the bottom of the list.

A
Or in the Class list, control-click the name of the class you want to edit and choose Edit

Class from the shortcut menu.

3 Enter a name for the class.

4 (Optional) If you want the class to be a subclass of another class, select the “Subclass
of” checkbox and enter the name of the parent class.
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Employees list

If you have employees, you should enter them in the Employees list.

B

L .

Is your worker an employee or a contractor?
http://www.gblittlesquare.com/2011/01/hiring-for-your-business-part-1-contractors-vs-

employees/

To add or edit an employee:

1 Choose Lists > Employees.

2 Add a new employee or open an existing employee.

Add New Employee Edit Existing Employee
e Click the + menu at the bottom of e Double-click the employee name.
the list. ¢ Or select the name of the employee and
el click the Edit button at the bottom of
» Or control-click anywhere in the list the list.
and choose New Employee from MJ

the shortcut menu.

e Or in the Employee list, control-click the
name of the employee you want to edit
and choose Edit Employee from the
shortcut menu.

3 Complete the Address Info tab. Take special note of the following fields:

o

Initials. QuickBooks fills in the employee's initials as you fill in the employee's
name. Normally, you do not have to enter anything into this field. If your employees
earn commissions for items they sell, you can select an employee's initials from the
Rep pop-up menu when entering a sale or estimate to give the employee credit.
You can then produce reports showing all sales for each employee.

Address. Complete the employee's address (QuickBooks has partially filled in the
Address field on the basis of what you've entered so far). Click Address Details to
make sure each individual address field is filled in correctly, especially if you are
using Contact Sync. The address information you enter can be exported for mail
merge. If you use mail merge, be sure to include in the last line of the address the
two letter state abbreviation and the zip code. This ensures that the address will
print correctly in mail merge documents.

Social Security Number. QuickBooks observes federal standards for social security
numbers. If the number you enter causes QuickBooks to display an error message,
call your local Social Security Administration office to check the validity of the
number.

4 (Optional) Click the Additional Info tab. Fill in any custom fields that apply to this
employee.

5 To mark an employee as inactive, select the Inactive checkbox. You can then hide

inactive employees by clearing the Include inactive checkbox in the Employees list.
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Note: If you plan to use QuickBooks Payroll for Mac, be sure the employee name is spelled exactly
the same (first name, middle initial, and last name) in both places. Employee names in paycheck
data imported from QuickBooks Payroll for Mac must match your QuickBooks employee list.
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Other names list

Do you have a name that is not a customer, vendor, or employee? You can use the Other Names
list to add contacts that you need for your business but don't fit in anywhere else.

To add or edit an other name:

1 Choose Lists > Other Names.

2 Add a new name or open an existing name.

Add New Other Name Edit Existing Other Name

¢ Click the + menu at the ¢ Double-click the other name.
bottom of the list. ¢ Or select the name of the other name and click
L] the Edit button at the bottom of the list.

e Or control-click anywhere in @

the list and choose New
Other Name from the
shortcut menu.

¢ Orin the Other Name list, control-click the
name of the other name you want to edit and
choose Edit Other Name from the shortcut
menu.

3 Complete the Address Info pane.
4 Add any notes you want to add for this name.

5 Click OK.

To mark a name as inactive, select the Inactive checkbox. You can then hide inactive names by
clearing the Include inactive checkbox in the Employees list.

Customer and Vendor Profile lists

You can use the Customer & Vendor Profile lists to set up categories you can use to group
information within QuickBooks. For example, when you create a Job, you can give it a Job Type
then use the Job Type in reports to see what category of jobs are the most profitable. These lists
also contain lists for the payment terms you use for your customers, customer messages, and
payment methods.

You can set up:

® Customer Types. Apply this category when you add or edit a customer.
® Vendor Types. Apply this category when you add or edit a vendor.
° Job Types. Apply this category when you add or edit a job.

® Terms. Terms are the payment terms for your customer. This is list already preconfigured for
you with common payment terms for your customers. You can edit these or add new ones. You
can assign terms to a specific customer or select terms when you are filling out a sales form
like an invoice.

® Customer Messages. These are messages you apply to sales forms you send your customer
such as "Thank you for your business."
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® Payment Methods. Payment methods categorize payments from your customers. When you
receive payments from your customers, you can select a payment method and then sort your
deposits by payment method and create reports based on payment method.

® Ship Via. This list is preconfigured with common shipping methods. You can edit these or add
new ones. Then you can add this information if you customize your sales forms.

Tip: Control-click a name on the list to choose common tasks from a shortcut menu.

To open a list:

Choose Lists > Customer & Vendor Profile and then the name of the list you want to open.

Most of the lists are just labels and can be anything you choose, so I’m not going to go into detail
with those. There are two exceptions: Terms and Payment Methods. These are a little more
involved.

Terms for payment

Payment terms say when you expect to receive payment from a customer or when your vendors
expect payment from you. For example, if you expect payment from a customer within 30 days,
and you give a discount of 2% if payment is received in 10 days, the terms are 2% 10 Net 30.

QuickBooks supplies a list of often-used payment terms. Because QuickBooks uses terms for both
invoices to your customers and bills from your vendors, you only need to add a particular set of
terms once to the list.

You can edit a customer or vendor and select the payment terms for each. Then QuickBooks
automatically enters terms for you in invoices and bills.

To set up payment terms:
1 Choose Lists > Customer & Vendor Profile > Terms.
2 Add a new term or open an existing term.
3 On the New or Edit Terms window, enter the details of the payment term.

Payment terms details:

® Terms. A word or phrase that will help you recognize the term. You'll see this wherever you
select payment terms.

Examples of payment terms

Let's say your invoices are due in 25 days of receipt, and you give your customers a 1% discount if
they pay within 10 days. These would be standard terms because payment is due within a specific
number of days from the invoice date. In the New Terms window, click Standard and enter the
following:

1% 10 Net 25
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Suppose instead that your invoices are due on the 25th day of the month and you give your
customers a 1% discount if they pay within 10 days. To let QuickBooks know that "25" means the
"25th day of the month" and not "25 days after the invoice date," click Date Driven in the New
Terms window and still enter:

1% 10 Net

® Standard. Select this if you want your customer to pay within a certain number of days. Now
enter the details for this type of payment term.

o Net due in. The number of days in which payments from customers or bills to vendors are
due.

o Discount percentage is. The discount percentage a customer earns for early payment of an
invoice, or that your business earns for early payment of a bill. If there is a discount, you
must also complete the next field (“Discount if paid...”). If there is no discount, enter zero.

o Discount if paid within. Enter the number of days within which a customer or your
business can pay and receive a discount for early payment. Be sure to enter the discount
percentage in the previous field (“Discount percentage...”).

° Date Driven. Customers to pay by a certain date.

o Net due before the.... The day of the month by which payment is due.

o Due the next month if issued within.... If you create an invoice that's due in this number
of days, then the due date is pushed back a month.

o Discount percentage is.... The discount percentage a customer earns for early payment of
an invoice, or that your business earns for early payment of a bill. If there is a discount, you
must also complete the next field (“Discount if paid...”). If there is no discount, enter zero.

o Discount if paid before the.... The number of days within which a customer or your
business can pay and receive a discount for early payment. Be sure to enter the discount
percentage in the previous field (“Discount percentage...”).

Payment methods

Payment methods categorize payments from your customers. For example "barter", "cash",
"check”, or "American Express." When you receive payments from your customers, you can select a
payment method and then sort your deposits by payment method and create reports based on
payment method.

Note: If you're using QuickBooks to process credit and debit card transactions, you must first set
up your Merchant Service account. When you open an existing credit card payment method, the
“Merchant Service enabled” checkbox is selected. This check box must be selected to process the
card type for a customer payment.

If you process your customers' credit or debit cards using Intuit GoPayments or your Merchant
Services Portal, the payment method "Intuit Payment Method" will be on the list and cannot be
changed.
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To add or edit a payment method:

1 Choose Lists > Customer & Vendor Profile > Payment Method.

2 Add a new payment method or open an existing one.

Add New Payment Method Edit Existing Payment Method
¢ Click the + menu at the bottom ¢ Double-click the payment method.
of the list. e Or select the name of the payment method and
[E click the Edit button at the bottom of the list.
e Or control-click anywhere in the [ij

list and choose New Payment
Method from the shortcut
menu.

e Or in the Payment Method list, control-click the
name of the other name you want to edit and
choose Edit Payment Method from the
shortcut menu.

3 Enter the text for the payment method.

4 (Optional) If you have Merchant Services activated to process credit and debit cards,
you can turn this feature on or off by checking or unchecking “Merchant Service
enabled.”

5 (Optional) To mark a payment method inactive, select the Inactive checkbox.
6 (Add only) If you're adding a new payment method and want to add more, click Next.

7 Click OK.

Other things you can do with lists

Once you get your lists set up, you can do different things like manage your lists.

Merging list entries

In some lists, you can combine two list entries into one. For example, you may find that you've

been using two customers (because of different spellings) when you really need only one on your

Customer:Job list.

Limitations: You can merge list entries for these lists only: Chart of Accounts, Item, Customer:Job,

Vendor, Employee, and Other Name. Once you merge two lists, you can't go back.

To merge list entries:

1 Display the list that has the entries you want to merge.

2 Select the list entry whose name you DON'T want to use and edit it. Usually this means

just double-clicking the entry name.

3 Change the list entry's name to be the same as the entry you're combining it with.
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4 Click OK.

5 Click Yes to confirm that you want to merge the two list items under the same name.

Exporting names for mail merge

You can select names and addresses from your QuickBooks records to merge with documents you
create with a word processor. This feature works with all QuickBooks lists of names
(Customer:Job, Vendor, Employee, and Other Names). For example, you can create a form letter to
your vendors in your word processor and have your vendors' names and addresses incorporated
automatically into the letter.

Watch how to export contact information to a mail merge file.
http://www.gblittlesquare.com/2011/06/exporting-contact-information-for-mail-
merge/?utc_source=iph

To export names for mail merge:

1 Choose File > Export > Addresses To Text File.
2 In the Select Addresses for Export window, choose the names you want to merge.

3 (Optional) Select the “Include jobs” checkbox to include the jobs associated with the
customers you selected. Select this checkbox ONLY if there is a different name or
address for each job. If the customer name and address are the same for each job,
leave the checkbox clear (otherwise, you'll end up with duplicate form letters to the
same name and address).

4 Click OK.

5 Enter a filename for the names and addresses you selected. The file is a tab-delimited
file that contains name and address information for the names you selected.

Notes:

® Each piece of information in a mail merge data file has a field name that you can use in a form
letter. For example, the First Name field inserts the first name of each person when you print
copies of the letter.

® Some of the fields let you use parts of an address instead of the entire address. For example,
you can use the City field to mention a person's city within a sentence. QuickBooks also
provides fields for placing the full block address at the beginning of a letter.

Inactive list entries

When you mark a list item as inactive, it is hidden in any windows that use that list. For example,
an inactive item from the Items list will be hidden in the Create Invoices window. Inactive list items
still appear in reports and transactions. When you mark an item as inactive, its subitems are also
marked inactive.
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To mark a list item as inactive:

1 Open the list or center containing the entry you want to make inactive. For example, i

f

you want to make a customer inactive, choose Customers > Customer Center to open

the Customer Center.

2 Open the entry, and select the "Inactive" checkbox, and click OK.

To view or hide inactive customers and vendors:
1 For an inactive customers and vendors, choose the center for that item. For example,

for customers, choose Customers > Customer Center to open the Customer Center.

2 At the bottom of the list, go to the View menu. Choose either “Active Customer” or
“Inactive Customers.”

To view or hide list items other than customer and vendors:
1 From the Lists, Customers, or Vendors menu, choose the list containing the inactive

items you want to hide.

2 Clear the “Include inactive” checkbox. Clearing the “Include inactive” checkbox hides
all inactive items; selecting the “Include inactive” checkbox displays inactive items in
gray.
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Deleting an item from a list

If an item is in use somewhere within your company file, QuickBooks will not let you delete it. For
example, if you have entered a shipping method on an invoice, QuickBooks will not let you delete
that shipping method from the Ship Via list, until you remove it from the transaction.

To delete an item from a list:

1 From the Lists menu, choose the list that contains the item.

2 Select the item you want to delete. Subitems: If the item you want to delete has
subitems, either delete the subitems or move them to another part of the list.
QuickBooks does not allow you to delete a list item that has subitems.

3 Choose Edit > Delete (or press 3 D). The Delete command changes to indicate the
type of item you are deleting. For example, if you are deleting a name from the
Employee list, the command becomes Delete Employee.

4 |If you delete an item by mistake, choose Edit > Undo immediately.

Adding what's important to you with Custom Fields

Need to add your own data, your own way? Custom fields can get it done. Add custom information

to your items such as Color or Material to your items. For the people related to your business

(customers, vendors, employees), add information that's important to you such as birthdays or the

names of spouses.

Note: If you memorize a transaction that has a custom field, QuickBooks memorizes what you

entered in the field along with the other details of the transaction. If you export a list that contains

data in custom fields, QuickBooks exports that data along with the other data from the list.

Adding custom fields

To add custom fields for customers, vendors, and employee

1 From the Lists menu, edit a customer, vendor, or employee.
2 On the Additional Info pane, click Define Fields.

3 For each field:
o Enter the name of the field in the label column.

o Select the lists where you want the field to appear.

Note: You can select a custom field for all three lists (customer, vendor, employee), but
each list can only have a total of seven custom fields.

4 Click OK.
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To add custom fields to items

1 On the Items list, edit an item.
2 Click Custom fields. If you already have custom fields, you'll see them here.
3 Click Define Fields.

4 For each new custom field:
o Enter the name of the field.

o Select the Use checkbox.

Note: Custom fields are available for all item types except subtotals, sales tax items, and
sales tax groups.

5 Click OK.

6 (Optional) Fill in the fields for this item. If you fill in information for a field, the
information you enter transfers automatically to any custom form where the field
appears. For example, if the field is named “Color” and you've entered “navy blue” as
the color of a particular item, the Color field on your sales forms prefills to “navy blue”
each time you enter a sale of the item. Leave a field blank if you'd prefer to fill it in at
the time you make a sale, write a purchase order, or prepare an estimate.

To remove or rename a custom field throughout QuickBooks

Keep in mind that changes to custom fields affects all transactions and reports where the custom
field appears. For example, if you change a name from “Sales Region” to “State,” a previous
transaction where you entered “Far West” as the sales region now shows “Far West” as the state.
This kind of mismatch also affects reports that show transactions you entered before you changed
the field name.

1 Edit a customer, vendor, employee, or item you want rename.

2 For customers, vendors, and employees, go to the Additional Info pane. For items,
click Custom Fields.

3 Click Define Fields.

4 In the Define Fields window, change the name of the field. Or, to the custom field, just
clear the field name.

5 Click OK.

To rename or remove a custom field on forms only

When you change the field name on forms ONLY, QuickBooks retains the old name in the Report
Filters window (this is the window where you restrict the content of a report to those transactions
that match specific information in one or more of your custom fields). For example, if you change
the field name from “Lease ending date” to “Lease ends” on your forms, the Report Filters window
still shows “Lease ending date” as the name of the field. You can still filter for information you
entered in the field, even though the name of the field is now different on your forms.
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1 Display the invoice, sales receipt, estimate, credit memo, statement, or purchase order
you want to customize. For example, to display an invoice, choose Customers > Create
Invoices.

2 Click Customize to open Layout Designer.

3 In the Layout Designer Fields window, rename the desired custom field. Or, to remove
the field, clear the checkboxes next to the custom field name.

4 Save the form template. Now, only when you use that template, you'll see the change
only on the form.

To use custom fields in reports

If you use custom fields in transactions, you can base your reports on data you've entered into the
fields. You can restrict the report so that it shows only transactions associated with a particular
entry in one of the fields (this is called filtering).

Restriction: You can report only on custom fields that are associated with transactions (that is, a
customer, vendor, employee, or item that uses the field must appear on a transaction). Reports
cannot show which names on a list (Customer:Job, Vendor, Employee) are associated with a
particular custom field.

1 From the Reports menu, choose the type of report you'd like to create.
2 In the report window, click Filters.
3 Choose the custom field you want to use from the Add filter list.

4 Enter the information you want to restrict the report to. For example, if one of your
custom fields is Color and you wanted the report to show only sales of navy blue
items, enter “navy blue” in the Color field.

Tips and tricks: Quick Add and Setup

You can add to any of your QuickBooks lists while you are in the middle of another task. For
example, if you're writing an invoice to a new customer and you type your new customer's name

in the Customer:Job field, QuickBooks asks whether you want to “Quick Add” or “Set Up” the
name.

® Quick Add. Add only the name or item to your list. Later, if you want to add more information
about the name or item, you can edit its record in the list itself.

® Set Up. Add additional information about the name or item, such as an address or phone
number. QuickBooks then displays a window where you can enter the information.
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CHAPTER 3
Accounts

If you were using pen and paper to run your business, you might use the old shoebox method of
tracking your transactions, sorting all your transactions by keeping them in labeled boxes. In
QuickBooks, accounts work kind of the same way. Your QuickBooks transactions are associated

with an account, and your accounts are listed in your Chart of Accounts. So your accounts are like

the shoeboxes, and the Chart of Accounts is like the closet you keep them in.

Important: One mistake new QuickBooks users sometimes make is thinking that their Chart of
Accounts lists only their bank accounts. It’s true that your bank accounts are listed in your Chart
of Accounts, but so are your expense accounts, income accounts, and others.

u We’ve got a great video on Little Square that gives you an overview of accounts and why
they are important to your business:
http://www.gblittlesquare.com/2011/01/video-bookkeeping-101/
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Types of accounts

There are two main types of accounts: balance sheet accounts and income/expense accounts.

Balance sheet accounts

A balance sheet account is an account that appears on a balance sheet report. This report
summarizes the financial position of a business. A balance sheet shows the value of your
company's assets, liabilities, and equity as of a particular day. It is called a balance sheet because
the value of the assets is always exactly equal to the combined value of the liabilities and equity.

® Bank account—Checking, savings, and money market accounts. Add one bank account for
every account your company has at a bank or other financial institution. (You can also use this
type for petty cash.)

° Accounts receivable (A/R)—Transactions related to the customers that owe you money,
including invoices, payments, deposits of payments, refunds, credit memos, and statements.
Most companies have only one A/R account.

® Other current asset—Assets that are likely to be converted to cash or used up within one year,
such as petty cash, notes receivable due within a year, prepaid expenses, and security deposits.

® Fixed asset—Long-term notes receivable and depreciable assets your company owns that
aren't likely to be converted into cash within a year, such as equipment or furniture.

® Accounts payable (A/P)—Your company's outstanding bills, bill payments, and any credit you
have with vendors.

® Credit card—Credit card purchases, bills, and payments.

® Current liability—Liabilities that are scheduled to be paid within one year, such as sales tax,
accrued or deferred salaries, and short-term loans.

° Long-term liability—Liabilities such as loans or mortgages scheduled to be paid over periods
longer than one year.

® Equity—Owner's equity, including capital investment, drawings, and retained earnings.

Income and expense accounts

Income and expense accounts track the sources of your income and the purpose of each expense.
When you record transactions in one of your balance sheet accounts, you usually assign the
amount of the transaction to one or more income or expense accounts. For example, not only do
you record that you took money out of your checking account, but you keep track of what you
spent the money on: utilities, office supplies, etc.

To display a balance for income and expense accounts, choose Reports > Company & Financial >
Profit & Loss, or select the income or expense account in the chart of accounts and then choose
QuickReport from the Action pop-up menu (¥).
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Your Chart of Accounts
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grows or changes, you can add

new accounts to your Chart of

Accounts to better organize your finances. For example you might want to create expense
accounts to track office supply purchases separately from advertising costs.

The Chart of Accounts lists the name of each account, the type of account, and the balance. If the
account shows a blue dot () in the last column, then online banking is enabled for that account.

® To open the Chart of Accounts. Choose Lists > Chart of Accounts.

® To add an account. Click + at the bottom of the Chart of Accounts and enter information f
the account.

® To edit an account. Select the account name, click Edit at the bottom of the Chart of Accounts,
then change informationthe account.

® To open the register for an account. Double-click the name of an account to open the
register. Or click Open Register at the bottom of the Chart of Accounts.

®* To show only active or inactive accounts. Use the View menu at the bottom of the Chart of
Accounts to change the view to show only Active Accounts or Inactive Accounts. To make an
account active or inactive, edit the account and check or uncheck “Inactive.” Or Control-click
the account name and choose Make Account Inactive or Make Account Active.
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® To reorder the accounts in the list. On the Action (-Q-) menu, be sure Enable Custom Ordering
is checked. Then you can drag and drop account names where you want them to appear in the
list. When Enable Custom Ordering is unchecked, the list uses the default ordering of account

names.

® To change the view. By default, QuickBooks lists accounts in a hierarchy. Click the arrow
beside an account name to view its subaccounts. You can also choose Flat View from the Action
menu () that lists each entry as the account name plus any subaccount name. You can change
the view by selecting Hierarchical View or Flat View from the Action menu.

Adding or editing accounts

When you set up your company file, QuickBooks sets up certain accounts for you automatically. As

your business grows or changes, you can add new accounts to your Chart of Accounts to better
organize your finances. For example you might want to create expense accounts to track office

supply purchases separately from advertising costs.

To add or edit a new account:

1 Choose Lists > Chart of Accounts.

2 To add an account, click + at the bottom of the Chart of Accounts. Lt
To edit an account, select the account name and click Edit at the bottom of the Chart

of Accounts. 2

3 Use the options below to set up your account.

o

o

Type—The type of account you are creating.

Number—The account number you want to give the account. (If you don't see the
number field, choose QuickBooks > Preferences and then click Transactions. Select
the “Use account numbers” checkbox.)

Name—The name you want to give the account.
Description—A description for the account and/or bank or credit card number.

Bank No—The number of the bank account associated with this account, such as
your checking account number.

Subaccount of —Makes the account the subaccount of an existing account. From
the list, select the account that will be the higher-level account for this subaccount.

Tax Line—Do you want to report this type of income or expense on your income
tax forms?
= If you do: Choose a tax line to associate with this account from the Tax Line

list. The type of tax form you chose in the New Company Setup Assistant
interview or Company Information window determines the income tax lines that
QuickBooks displays in the pop-up menu. For example, if you specified that
you file the Form 1040, you could associate an automobile expense account
with the Schedule C: Car and truck expenses tax line.
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= If you don't: Choose <Not tax-related> from the Tax Line list.

Check with your accountant if you need more information about which tax forms to
use and which tax lines to map to each account.

o Account is inactive—Makes the account inactive. You can then hide inactive
accounts by selecting “Active Accounts” in the View menu at the bottom of the
Chart of Accounts list.

o Online Settings—If you use online banking with this account, click Online Setup to
see the settings for your online banking. If you do not have online banking set up
for this account and want to do so, choose Banking > Online Banking Setup and
follow the screen instructions. If you do have online banking setup for this account
and want to disable it, select “Not Enabled” from the Download Transactions list.

o Opening Balance—Enter an opening balance for a balance sheet account.

= If you acquired the account before your QuickBooks start date: See the
QuickBooks User's Guide for details on how to calculate the opening balance.

= If you acquired the account after your QuickBooks start date: Leave the opening
balance at 0.00 and enter the opening balance as a transaction in QuickBooks.
For example, if you open a new savings account using $500 from your
checking account, enter a check for $500 and assign the transaction to the new
savings account in the detail area of the check.

Some advice on creating accounts:

° Don’t create too many accounts. Too much detail can be burdensome. You can always see the
details by running a detailed report.

° Be as descriptive as possible when naming your accounts. Descriptive names help you find
the correct account quickly and easily.

° Be consistent when entering your transactions. For meaningful reports and comparisons, it’s
very important to use the same accounts for the same transactions each time.

Tips and tricks on using your Chart of Accounts

Try these tips and tricks to make using the Chart of Accounts even easier.

® Customize the color of an account type. Double-click any account name that is the type you
want to change. Then choose Edit > Change Account Color.

¢ Sort information by clicking the column titles.

® Rearrange the columns by clicking and dragging the top of a column to move it to another
location.

® Select multiple names in one of these ways:

o Shift-click to select a range of names. Select the first name you want, hold down the Shift
key, and then select the last name in the range.

o Command-click to select a group of nonadjacent names. Select a name, hold down the
Command key (), and then select each additional name.
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o Command-A to select all names. No need to click; just press Command-A to select the
entire list.

® Control-click an account name to access a shortcut menu to common tasks.

T 10100 — Checkin- —

10300 — Savings  1€IP

10400 — Perty New Account

ueeogma _ Edit Account, |
L3

12000 — Undepo
12100 — Invento  Use
12800 — Employy  QuickReport
| 13100 — pre-pak  Make Account(s) Inactive
13400 — Retaina  Reconcile

Adding subaccounts

Subaccounts let you track several related types of income or expenses independently, yet keep
them all under the “umbrella” of a single parent account. For example, if your business has
substantial advertising expenses, you could divide your Advertising expense account into several
subaccounts:

Advertising
Directing Mailings
Newspaper Ads
Signs
Yellow Pages Listing

Your reports will now show subtotals for the various ways that you advertise as well as the total
for all of your advertising.

To add a new subaccount:

1 Create a new account as described in the previous section. The account type must be
the same as the parent account. For example, if the parent account is an expense
account, the subaccount must be an expense account also.

2 Select the “Subaccount of”  checkbox.
3 From the list, choose the account that you want to be the parent account.
4 Click OK.
To turn an existing account into a subaccount:
1 Choose Lists > Chart of Accounts.

2 Select the account you want to make a subaccount and click Edit at the bottom of the
Chart of Accounts.

3 Select the “Subaccount of” checkbox. From the list, select the account that will be the
higher-level account for this subaccount.

QuickBooks for Mac 2013 User’s Guide 54



4 Click OK.

Note: You can also select the account then drag and drop it under the name of the account
you want to make it a subaccount of.

What happens

The balances of subaccounts are added to their parent account balance in the chart of accounts.
The register of a parent account shows all the transactions in the subaccounts.

When you reconcile a balance sheet account that has subaccounts (such as a joint checking
account), reconcile the parent account, so that you reconcile all transactions for that account.
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Deleting an account

You can delete an account only when it:

® is not used in any transactions.
® is not assigned to any line items.

® does not have subaccounts.

To find transactions that use an account:

® For balance sheet accounts only, double-click the account in the chart of accounts to display its

account register.

® For income and expense accounts only, double-click the account in the chart of accounts to
display its QuickReport.

® For all accounts, create a Transaction Detail by Account report by choosing Reports |
Accountant & Taxes | Transaction Detail By Account.

To delete an account:
1 Choose Lists > Chart of Accounts.
2 Select the account you want to delete.

3 Choose Edit > Delete Account.

Notes

® Subaccounts. If the account has subaccounts, either move the subaccounts to another parent
account, or delete the subaccounts before you delete the parent account.

® Merging accounts. Consider merging the account with another account instead of deleting it
(before deleting the account, you would have to reassign all the transactions that post to the
account).
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Numbering your accounts

You can set up your Chart of Accounts to show an account number next to each account name.
To set up account numbering:

1 Choose QuickBooks > Preferences and then click Transactions.

2 Select the “Use account numbers” checkbox.

3 (Optional) Select the “Show lowest subaccount only” checkbox. This option shows you
only the account you are working with when entering transactions.

For example, the expense account on a check would be shortened to:
5411-Main

rather than the full account path:
5400-Rent: 5410-Office: 5411-Main

To number your accounts:

1 Choose Lists > Chart of Accounts.

2 Select the account name and click Edit at the bottom of the Chart of Accounts. @

3 In the Number field, enter the number of the account. You do not have to assign
account numbers to your Sales Tax Payable or Undeposited Funds accounts.
QuickBooks assigns numbers to these accounts automatically.

Notes

® QuickBooks inserts the account number before the account name in the chart of accounts. The
account number also appears in Account fields, in reports that list the account, and on graphs.

® If you turn off account numbers, QuickBooks does not display numbers for accounts. However,
it saves numbers you already entered, and displays them if you turn the preference on again.

Combining two accounts

Combine two accounts of the same type into a single account if you want to see those accounts
represented by a single line in your reports.

To combine two accounts:
1 Choose Lists > Chart of Accounts.

2 Make sure that the accounts you want to merge are at the same hierarchical level. How
do I move an account? Drag and drop the account name to the level on the hierarchy
where you want it to be. If you make a mistake, press Control-Z to undo the move.

3 Select the account whose name you DON'T want to use for the merged account.

4 Choose Edit at the bottom of the Chart of Accounts. w
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5 Change the account name so that it is the same as the account you're merging it with.
6 Click OK.
7 When prompted to merge the selected accounts, click Yes.

8 Click Merge Accounts to confirm that you want to merge the two accounts.

Working with registers

Registers help you track what goes on in your accounts. Every balance sheet account in your Chart
of Accounts has its own register that lists, in chronological order, all the transactions in the
account.
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Opening a register
You can open an account's register at any time.

From the Chart of Accounts:
® Double-click the name of the balance sheet account whose register you'd like to open.

® Click Open Register at the bottom of the Chart of Accounts. L=
From a form (check, invoice, etc.):

With the form open:
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® Choose Edit > Use Register.

® Press R.

What happens?

QuickBooks opens the register for the account where the check, invoice, bill, or credit card charge
originated. For example, if you are viewing an invoice, QuickBooks opens the register for the
accounts receivable account where the invoice was recorded.

What about income and expense accounts?

These types of accounts do not have registers in QuickBooks. If you need to see a list of the year-
to-date transactions for an income or expense account, select the name of the account, and then
choose QuickReport from the Action pop-up menu (¥).

Editing a transaction in a register

With some exceptions (see “Restrictions” below), you can go to a register to edit a transaction.
This can save time if the transactions you want to edit have relatively few distribution lines and
you do not need to track the costs of specific items.

To edit a transaction in a register:

1 Open the register where the transaction appears.

2 Go to the transaction. If you're not sure where the transaction is, you can either scroll
the register to see if you can spot the transaction, or you can use the Go To feature
(Edit > Go To) to jump to the first transaction that contains a particular payee name,
amount, memo, or transaction number.

3 In the transaction, edit the fields you want to change.

Restrictions

You can edit deposits (designated by DEP in the Type field) without restrictions. You can edit split
amounts for checks (CHK), credit card charges (CC), credit card credits (CC CRED), bills (BILL), and
vendor credits (BILLCRED) if all the amounts are assigned to expense accounts (if any amount is
assigned to an item, you must double-click the transaction to edit the split amounts). For all other
kinds of transactions, only certain fields can be edited directly in the register. To edit one of these
transactions without restrictions, double-click the transaction to display it in its complete form.

Entering split transactions

When you enter a transaction in a register, you can “split” the transaction to different accounts,
customers, jobs, or classes, so that you can keep track of how much you're spending on each
account, customer, job, or class. From the register, you can also view split transactions that you
entered by using the Expenses tab in the Write Checks, Enter Bills, Enter Credit Card Charges, or
Create Item Receipts windows.
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Restriction:

From a register, you cannot view or enter a split transaction that tracks items.

To enter split transactions:

1

10

In the account’s register, select the transaction you want to split, or click in the blank
entry at the end of the register.

Enter the payee, vendor, or name.

Enter the total amount of the transaction in the payment field. If you don't know the
total, leave the Amount field blank. QuickBooks totals the amount as you fill in the
splits and displays it in the Payment field.

Click Splits.
In the Account field, enter an account.

In the Amount field, enter the amount to be assigned to this account. QuickBooks
subtracts the amount entered from the total amount and displays the remainder on
the next free line of the Splits window. If you left the transaction amount blank,
QuickBooks adds the split amount to the transaction amount.

(Optional) Enter a note about the split amount in the Memo field.

(Optional) Enter the name of a customer or job in the Customer:Job field. In the
column, indicate whether the expense is billable to that customer:

o If the expense is billable, do not change the invoice icon next to the customer's
name.

o Ifitis not, click the invoice icon next to the customer's name. This marks an “X”
through the icon. (Clicking again removes the “X.”)

(Optional) Enter a class in the Class field. The class field appears only when you select
the “Use Class Tracking” checkbox (choose QuickBooks > Preferences and click
Transactions).

Continue to add accounts and amounts (and customers, jobs, or classes if needed)
until you have added one line for each part of the transaction.

If the split amounts don't add up: As you enter amounts in the Splits window,
QuickBooks enters the remainder on the next free line. Sometimes the total of the
amounts entered in the Splits window doesn't equal the figure you originally entered in
the register. This happens when you delete a splits line or change the total amount in
the register. To balance your transaction, click the Recalc button in the Splits window.
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Changing an opening balance

Normally, when you create a balance sheet account, you’ll enter a starting balance for it. But there
are times when you might either skip this step or find a need to change that balance.

First of all, | want to talk about what an opening balance is. In a nutshell, it’s the amount of money
or the value of an account when you start using QuickBooks. So if you have $5000 in savings
account when you start using QuickBooks, you enter that as your opening balance when you
create that account.

® If you don’t have any transactions recorded for that account, just edit the account and enter an
opening balance.

® If you’ve already got transactions recorded, then open the Chart of Accounts and double-click
the account to open the register. Look for the Opening Balance Equity entry and change it to the
correct amount.

® If you don’t have an Open Balance Equity entry in your account’s register, you need to add one.
Add a transaction to the register with Opening Balance Equity as the description and a date you
want to record for the opening balance. Enter the opening balance amount:

o In a bank account, enter the amount in the Deposit column.
o In an asset, liability, or equity account, enter the amount in the Increase column.

o In a credit card account, enter the amount in the Charge column.

u To see how this works, check out this video on Little Square:
http://www.gblittlesquare.com/2011/05/adding-or-changing-an-opening-balance/
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Changing an Account’s Color

When you change an account’s color, your change affects the account’s register and associated
data entry forms. For example, if you make your checking account blue, both the register and the
Write Checks window for that account will be blue.

Changing an account’s color is useful if you have several accounts of the same type, such as two
or three checking accounts. You may want to make each account a different color to avoid
mistakenly writing checks from the wrong account.

To change an account’s color

1

In the Chart of Accounts, double-click the account you want to change to open the
register.

Choose Edit | Change Account Color to display a standard color palette like the one
shown here:

Click to select the color you prefer. The register or form changes color immediately.

Click the color palette’s close button to dismiss it.

Moving a transaction to a different account

If you enter a transaction into the wrong account, you can easily correct your mistake without
having to re-enter the transaction.

To move a transaction to a different account:

1

2

3

Open the register where you mistakenly entered the transaction.
Select the transaction.

Choose Edit > Copy <item>. In the menu, <item> changes depending upon the type
of transaction you have selected in the register. For example, if you have selected a
check, the command is Copy Check. Do not choose the Copy command.

Open the register for the correct account. Click in the blank transaction at the bottom
of the register. Restriction: You can copy and paste a transaction only between
registers that accept the same types of transactions. For example, all bank
transactions and credit card transactions have similar fields, so you can copy and
paste a bank transaction into a credit card register. On the other hand, you cannot
paste an A/R transaction (such as an invoice), or an A/P transaction (such as a bill) into
a bank account register.

Choose Edit > Paste <item>.
Click Record to record the transaction in the new register.

Delete the transaction from the original register.
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CHAPTER 4
ltems

When the QuickBooks term “items” comes up, many users immediately think “inventory”—that is,
things that retail businesses sell. Service business owners may wonder why they need to fool
around with items, since they sell services rather than physical things.

Whatever your business, you’ll need to use items. If you buy it or sell it, it’s an item—whether it’s
a physical thing or a service. In a doctor’s office, an exam is an item. For a writer, a blog post is an
item. For a lawyer, a courtroom appearance is an item.

Items can also be discounts, sales tax, and subtotals. QuickBooks for Mac has ten different types
of items you can use for forms and reports.

Items permeate the QuickBooks landscape, acting as key components in everything from jobs to
invoices, accounts to reports. So where can you find all these items? First and foremost, in the
Items list (List > Items)—one of the three major lists in QuickBooks. (The other two are the
customers and vendors lists.)
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Types of items

QuickBooks provides ten types of items to help you fill out sales and purchase forms quickly.

® Service. Use for services you either charge for or purchase, such as specialized labor and
consulting hours.

® Inventory part. Use for merchandise or parts you purchase, track as inventory, and then resell.

® Non-inventory part. Use for materials or parts you buy but don't keep on hand as inventory.
These can be either part of your overhead (for example, office supplies), or they can be
materials you buy to finish a specific job and charge back to your customer.

® Other charge. Use for miscellaneous charges that are not services, labor, materials, or parts.
Examples include delivery charges, setup fees, and service charges.

® Subtotal. Use for calculating a subtotal. You must use a subtotal item before calculating a
discount or a charge that covers several items.

® Group. Use for fast entry of a group of individual items already on the Items list.

¢ Discount. Use for an amount to be subtracted from the total. If you are applying the discount to

more than one item, you must first use a subtotal item and then apply the discount to the
subtotal.
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® Payment. Use for a payment you received at the time you write an invoice. A payment item
reduces the amount owed on an invoice.

¢ Sales tax item. Use for calculating a single sales tax.

¢ Sales tax group. Use for calculating two or more sales taxes grouped together and applied to the
same sale.

Adding or editing items

When you choose an item throughout QuickBooks, such as on an invoice, QuickBooks fills in a
description of the line item and calculates its amount for you. Add items to your Items list so you
can select them in other areas of QuickBooks.

To add or edit an item:

1 Choose Lists > Items.

2 Add a new item or open an existing item.

o To add new Item, click the + menu at the bottom of the item list. L"'_'J

o To edit an existing item:
= Double-click the item name.
= Or select the name of the item and click the Edit button at the bottom of the

list. @

= Or in the Items list, Control-click the name of the item you want to edit and
choose Edit Item from the shortcut menu.

3 From the Type pop-up menu, choose the item type. I'll go into what to enter for each
item type in the following sections. One thing to keep in mind is that, you can change
an item's type only under these circumstances:

o Service, Non-inventory Part, or Other Charge. A service, non-inventory part,
other charge, or inventory part item. If you are changing the item to an inventory
part item, the “as of” date you enter for the total value of the item must be a date
that is AFTER the date of the last transaction that uses the item. Note: You cannot
change a Service item to any other type. You can change Charge and Non-Inventory
parts to Service and Inventory types.

o Anything else. Nothing else. You must leave the item type as it is.

4 Enter the item name as you want it to appear on purchase and sales forms.

5 Enter the item description as you want it to appear on purchase and sales forms. You
can enter multiple lines for your description, up to 4095 characters. Use Option-
Return to put in a line break.

6 In the Rate field, enter the amount you want to charge for the item.

7 In the Account field, choose the account that is associated with this item. (In most
cases, you will assign the item to an income account.)

QuickBooks for Mac 2013 User’s Guide 66



8 Click OK or Next (if you want to enter another item).

Creating service, non-inventory part, or other charge items

QuickBooks provides three different item types for products or services that you EITHER buy or
sell.

® Service—Services that you either charge for or purchase. Examples include specialized labor
and consulting.

°* Non-inventory Part—Materials or parts you buy but don't keep on hand as inventory. These
can be either part of your overhead (for example, office supplies), or they can be materials you
buy to finish a specific job and charge back to your customer.

® Other Charge—Miscellaneous charges that are not services, labor, materials, or parts.
Examples include delivery fees, setup fees, and service charges.

If you have products or services that you both purchase and sell, see the information about
inventory items and subcontracted services.

To create items for non-inventory sales or purchases:

1 Decide whether the new item will represent purchases or sales. It CANNOT represent
both.

o Purchases—You'll be able to use the item on purchase orders and create purchase
reports that show units purchased and amounts spent by item.

o Sales—You'll be able to use the item on sales forms and create sales reports that
show units sold and sales by item.
2 Choose Lists > Items.
3 Choose New from the Action pop-up menu ().

4 From the Type list in the New Item window, choose the item type.

5 Enter an item name or number. What you enter here appears on the list of items when
you are filling out a sales form or purchase order. Enter a name or number that will
help you distinguish this item from all the others on the list.

6 Enter a description of the item. The description prefills on sales forms or purchase
orders when you use the item. Enter the description as you would like your customers
— or vendors — to see it.

7 Enter the rate, price, or amount:

o Service—The RATE for the service. The amount can be either a flat fee or an hourly
rate. If you purchase this service, enter the vendor's rate. If you sell this service,
enter the rate you charge your customers.

o Non-inventory part—The PRICE of the part. If you purchase this part, enter the
vendor's price. If you sell this part, enter the price you charge your customers.
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o Other charge—The AMOUNT of the charge. You can enter either a dollar amount or
a percentage. If the amount is a percentage, be sure to include a % sign.

o Enter an account for the item:

o Sales—The name of the INCOME account you use to track income from this item.

o Purchases—The name of the EXPENSE account you use to track purchases of this
item.

(Sales only) If you don't charge sales tax for this item, clear the Taxable checkbox.

(Optional) Fill in any custom fields that apply to this item.

10 To mark an item as inactive, select the Inactive checkbox.

11 Click OK.

Creating items for inventory

Use inventory part items to represent materials or parts you buy, track as inventory, and then

resell. You can keep track of how many items remain in stock after a sale, how many items you
have on order, your cost of goods sold, and the value of your inventory.

To create items for inventory:

1

2

Choose Lists > Items.

Click the + at the bottom of the list. E

Choose Inventory Part from the Type pop-up menu. If Inventory Part isn't on the list,
you need to turn inventory tracking on. Choose QuickBooks > Preferences and then
click Inventory. Select the “Inventory and purchase orders are active” checkbox.

Enter an item name or number. You may use letters or numbers, up to a maximum of
31 characters. The item name you enter here appears on the Item list you choose from
while entering a sale or purchase. It prints on invoices, sales receipts, estimates, or
purchase orders only if you print Item columns.

Fill in the Purchase Information fields. QuickBooks uses the purchase cost and
purchase description you enter here on purchase orders, and checks, credit cards, and
bills you use to pay for this item.

o Description on Purchase Transactions—What you enter here appears in the
Description column of checks, bills, credit card charges, and item receipts when
you reorder the item. Your description may be up to three lines in length. You can
edit the description when you are filling out a purchase order.

o Cost—Enter the cost you expect to pay when you order or buy this item. You can
change the cost at the time you purchase the item.

o COGS Account—Select a different cost of goods sold account if you don't want to
use the preset account. The type of this account should be “Cost of Goods Sold.”
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QuickBooks calculates the cost by using the average cost of the items in stock at
the time of sale.

o Preferred Vendor—Enter the name of your preferred vendor for this item. This
information appears on the stock status report and the physical inventory
worksheet.

6 Fill in the Sales Information you show to customers. QuickBooks uses the sales
description and sales price on invoices, cash sales, and credit memos relating to this
item.

o Description on Sales Transactions—You can edit the description on any sales
form.

o Sales Price—If your sales price varies, you can leave the field blank.

o Taxable—Select this checkbox if you charge sales tax for the item. When you make
a taxable sale, QuickBooks will calculate tax on the item.

o Income Account—Enter the name of the income account you want QuickBooks to
use to track the income you earn from sales of this item.

7 Fill in the Inventory Information for easy reordering of stock.

o Asset Account—Select a different inventory asset account if you don't want to use
the default account. If you use the same account for all your inventory items, the
balance of this account will show the total value of your entire inventory at any one
time.

o Reorder Point—Enter the quantity at which you want QuickBooks to remind you to
reorder this item. This information also appears on the stock status report.

o Qty on Hand and Total Value:

= If this is a new item that you are adding to your inventory, leave the quantity-
on-hand and value at zero.

« If this is an item you already have in stock, enter the quantity-on-hand and
value as of the last time you measured your inventory. Then, be sure to enter
any sales or purchases of the item that occurred between the date you
measured your inventory and today. This ensures that QuickBooks' record of
your quantity-on-hand for the item will be accurate.

= If this is an item you are converting to an inventory part item from a non-
inventory part, service, or other charge item, the date you enter must be a date
that is after the date of the last transaction that uses the item.

o As of—It's best to use today's date. If you're converting this item from a different
type of item, you must use today's date for accurate records. If you use your start
date or any date in the past, you'll need to enter all purchases and sales of this
item up to today in order for your quantity on hand and value to be correct.

8 (Optional) Fill in any custom fields that apply to this item.
9 To mark an item as inactive, select the Inactive checkbox.

10 Click OK.
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Creating subtotal items

A subtotal item adds up the amounts of the items above it, up to the last subtotal. Create a
subtotal item if you want to apply a percentage discount to several items. Because QuickBooks
calculates percentages only on the line above, you need to subtotal the items before entering a
discount item that calculates on a percentage basis.

To create subtotal items:
1 Choose Lists > Items.
2 Click the + at the bottom of the list.
3 In the Type field of the New Item window, choose Subtotal.
4 Enter an item name, such as “Subtotal.”

5 Enter the description that you want QuickBooks to put on your sales forms when you
apply the subtotal.

6 Click OK.
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Creating group items

You can create groups of items that can help you with:

® Fast data entry. Group items let you enter a great amount of line item detail quickly. On a sales
or purchase form, enter the name of the group item — and QuickBooks fills in all the details
about the items in the group for you.

® More detailed reports. Group items let you track the items you sell in greater detail. For
example, a construction firm that remodels houses could set up a group item that lists the
significant components of a remodeling job: lumber, carpentry hours, markup, etc. Sales
reports for the company would then show income broken down by each component instead of a
single lump sum for all remodeling jobs.

® Less detail for customers. Use group items to track a lot of detail about your items while also
giving your customers simple, uncluttered invoices. Set up a group item so that the printed
version of an invoice reduces a group item to a single line item and one amount. When you view
the invoice on your screen, however, you'll see a separate line entry and amount for each item
in the group.

To create a group item:

1 Choose Lists > Items.

2 Click the + menu at the bottom of the list and click New Item. il
3 In the Type field of the New Item window, choose Group.
4 In the Group Name/Number field, enter a name or number for the group item.

5 Enter a description of the group item. What you enter here appears on the list of items
when you are filling out a sales form or purchase order. Enter a name or number that
will help you distinguish this item from all the others on the list.

6 (Optional) Select the “Print items in group” checkbox.

o Select this checkbox if you want your customers to see a list of the individual items
and their amounts on your printed forms.

o Leave the checkbox clear if you don't want the details of the group to appear on
your printed forms. (You'll still see the details when you view the form onscreen.)

7 In the Item column, select the items that you want to include in this group.

8 In the Qty column, enter the quantity you want QuickBooks to enter for each individual
item when you use the group item on a form. If you do not enter quantities,
QuickBooks assumes that the quantity of each item is 1. You can always change the
quantities when you enter a sale or purchase. You make the changes directly on the
sale or purchase order form.

9 (Optional) Fill in any custom fields that apply to this group of items.

To group items on a form:

1 Fill in the form as you normally would.
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In the line item area, choose the group item from the list in the Item column.

(Optional) Change the quantities QuickBooks fills in for the group item.

If you change the quantity for the entire group, QuickBooks automatically adjusts the quantities of

the individual items and recalculates the amount for each item. If you change the quantity of an
individual item, the quantities and amounts of the other items remain unchanged.

Creating discount items

A discount item applies a discount (either a percentage or a fixed amount) to the preceding line
on a sales form.

You do not need a discount item for discounts you give for early payment. You can calculate these
discounts when you receive payments from customers.

To create discount items:

1

Choose Lists > Items.

Click the + at the bottom of the list. N
In the Type field of the New Item window, choose Discount.
Enter an item name, such as “Discount.”

Enter the description that you want QuickBooks to put on your sales forms when you
apply the discount.

Enter the discount amount or percentage:

o If the discount is a percentage, include a % sign. For example, 5% tells QuickBooks
to multiply the previous line by .05.

o If your discount amounts vary, you may want to leave the Amount field blank and
enter the amount directly on your sales forms.

Enter the account you use to track discounts you give to customers. You can use either
an expense account or an income account. When an income account tracks discounts
on sales, the account is often called a “contra-income” account.

Indicate whether you want this discount to reduce sales tax when you apply it to a
sale:

o To reduce the tax, select the “Apply discount before sales tax” checkbox. This
causes QuickBooks to include the discount when it calculates tax on a sale.

o To keep the tax the same, clear the “Apply discount before sales tax” checkbox.
This causes QuickBooks to exclude the discount when it calculates tax on a sale.
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Creating payment items

A payment item subtracts the amount of a customer payment from the total amount of an invoice.
You need a payment item when you receive a partial payment toward the amount of an invoice at

or before

the time you create the invoice.

If you receive full payment at the time of the sale, use a sales receipt form instead of an invoice
with a payment item.

To create

1

2

payment items:

Choose Lists > Items.

Click the + at the bottom of the list. Lt
In the Type field of the New Item window, choose Payment.
Enter an item name, such as “Payment.”

Enter the description that you want QuickBooks to put on your sales forms when you
use the payment item.

(Optional) Enter the payment method. Tip: If you enter a payment method, you can
group the money you receive by payment method when you deposit it (all checks in
one deposit, all Visa charges in another deposit, etc.). Simply create a separate
payment item for each payment method your customers use.

Tip: If you enter a payment method, you can group the money you receive by payment
method when you deposit it (all checks in one deposit, all Visa charges in another
deposit, etc.). Simply create a separate payment item for each payment method your
customers use.

If this is the first time you are setting up a payment item, indicate how you want
QuickBooks to deposit customer payments:

o Grouped with other payments: Click “Group with other funds for later deposit.”
o Directly to a bank account: Click “Deposit to” and enter the name of the bank

account where you would like QuickBooks to deposit the payment.

Click OK.
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Creating tax items

On invoices, cash sales receipts, and credit memos, you specify which sales tax applies to the
taxable items. QuickBooks calculates the correct tax and prints it on the sales form. QuickBooks
has two types of sales tax items:

® Sales tax. A single tax with a specific rate, payable to an agency, that you collect from your
customers.

¢ Sales tax group. A group of two or more single taxes collected for the same sale and shown on
the sales form as one tax item.

To create a tax item:

1

Choose Lists > Items.

Click the + at the bottom of the list. it
From the Type list, select Sales Tax Item.

Enter a tax name. This name becomes one of the available sales tax choices when you
fill in a sales form.

Enter a description to describe this sales tax on your sales forms. The description
prints on your sales forms after the final line item. You cannot edit it on the forms
themselves.

Enter the tax rate. QuickBooks assumes the rate is a percentage. For example, enter
7.25 if the rate is 7.25%.

Enter the tax agency to which you pay the tax. If the tax agency is not already on your
Vendor list, QuickBooks adds it to your list now.
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Importing items in batches

Got spreadsheets full of inventory items, service items, or non-inventory part items? You can
import them directly into QuickBooks, along with all the info you've got about them.

You y can watch a video to see how to import items from a spreadsheet:
u http://www.qgblittlesquare.com/2012/09/importing-items/

Before you import your items...

Hang on a sec—Importing your item spreadsheets into QuickBooks isn't quite as simple as just
copying the contents of your current spreadsheet, going into QuickBooks, and hitting Paste.

You'll be much, much happier if you take a few minutes to prep both your spreadsheet and your
QuickBooks company file.

1 Follow Steps 1-3 in the To import items procedure down below this section.

2 Take a look at the columns on the QuickBooks spreadsheet. Compare them to your
item spreadsheet.

3 Make changes to your spreadsheet if you need to, to make it fit better with the
QuickBooks columns.

4 Back in QuickBooks, set up Income Accounts that make sense to your business. If
you'll be tracking inventory in QuickBooks, set up COGS Accounts and Asset Accounts
too. (We can help you decipher COGS and other account types if you're new to serious
bookkeeping.)

To import items:
1 Go to File > Import > From Multiple. The Add Contacts, Products, and Services window
appears.

2 Click the Add Now button on the Add the Products and Services You Sell side (on the
right) of the window. The Copy and Paste spreadsheet appears.

3 Choose the kind of item you're going to copy into QuickBooks:
= Service Items

= Non-Inventory Items
= Inventory Items.

Tip: If you've chosen Inventory Items, there are lots more columns in the spreadsheet.
Drag the window to the right to make it wider. If you're working on a laptop or narrow
monitor, the whole spreadsheet may not fit on your screen--use the scroll bar under
the columns to navigate.
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Open your item spreadsheet. Copy the Item Name/Number column (or whatever you

call it).

Go back to QuickBooks. Double-click the first cell of the Item Name/Number column-

-a white field appears.
Press Command + v to paste the column in.
Repeat steps 4-6 for all the columns in the QuickBooks spreadsheet.

Add an Income Account to every item now listed in the QuickBooks window if you
didn't have this info in your original spreadsheet. It's a required field.

(Inventory Items only) Add a COGS Account and an Asset Account for every item now

listed in the QuickBooks window if you didn't have this info in your original
spreadsheet. They are required fields.

Make sure the Import box is checked for every item row.
Click Import.
Click OK when QuickBooks finishes importing your items.

You're done! All your items are now in QuickBooks. Go to Lists > Items to see the
items you just imported.

Troubleshooting when the import fails

Did you get a message in the Import status window that says you have errors in some of your

items? We

can help you fix them.

1

2

Close the Import status window by clicking OK.
On the spreadsheet, look for the items that have red Xes on the far left side.

Click on the item with the red X. A message pops up to the right of the item's row
describing what went wrong.

Fix the items with the red Xes and click Import again.

Click OK when QuickBooks finishes importing your items.

Other things to know about items

Now that you know all about creating different types of items, I’'m going to tell you how to change
the price of items and create subitems.
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Changing the price of items

Got something selling like fans in a heat wave? Maybe you should apply a little supply and
demand theory and change the prices. Here’s how.

To change prices to a specific amount:

1

2

Choose Lists > Items.

Control-click the item name and choose Change Prices from the shortcut menu.
Select the type of item for which you want to change prices.

Enter the new prices in the New Price column.

Click OK.

To change prices based on a percentage:

1

2

Choose Lists > Items.

Control-click the item name and choose Change Prices from the shortcut menu.
Select the type of item for which you want to change prices.

Click Calculate Prices.

In the column, click the items to which you want the markup to apply. Or click Select
All to select all the items.

Enter the markup in the field provided. Enter either a dollar amount or a percentage. If
you are entering a percentage, be sure to type a percent (%) sign.

Specify whether to calculate the markup based on the current sales price or the unit
cost of each item.

Click Apply, and then click OK.
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Creating subitems

Subitems let you create a hierarchy of items so you can group v Plants/Trees
information about similar items in sales reports and graphs. Citrus Trees
Fruit Trees
To create subitems: Hedges & Shrubs
. ' . “ " . Misc Plants & Flowers
1 If it doesn't exist yet, add the “parent” item (that is, :
. . . . , Ornamental
the item that will have subitems) first. If you won't
be using the parent item on invoices and sales
forms, leave the rate or price of the parent item at zero. You'll still have to assign an
account to the item, however. QuickBooks requires an account even if you don't plan
to sell the item.
2 For the subitem, add a new item or edit an existing one.
3 Select the “Subitem of” checkbox and choose the name of the parent item.
4 Be sure the Type of the subitem is the same as the parent item.
5 Click OK.

QuickBooks for Mac 2013 User’s Guide

78



CHAPTER 5

Getting paid

Getting paid is what being in business is all about, right? In this chapter, I'll show you how to
manage your customer information and track the transactions related to getting paid.

Customer Center

The Customer Center is where you find information about all of your customers and jobs and their
associated transactions in one place. In QuickBooks, a customer is anyone who pays you for goods

or services. A job is a specific project or scope of work that you want to track.
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You can watch a video on the Customer Center on Little Square:
http://www.gblittlesquare.com/2011/01/video-overview-of-the-customer-
center/?utc_source=eb

Here you can quickly find customer contact information, what your customers bought in the past,
what invoices they've paid, the balance they owe, notes you want to keep about them, and more.
You can also quickly access transactions such as sales receipts, received payments, and statement
charges.

In the default view of your Customer Center, the Customer:Jobs list is on the left side of the
Center, and the detailed information and transactions list for the selected customer or job are on
the right. Use the views and icons at the bottom of the Customer Center to manage your
customers and job information.

Note: You can click Expand to expand the Customer:Jobs list to the full Customer Center.

Tip: Control-click a customer or job name to choose common tasks from a shortcut menu. More
tips

To open the Customer Center:

o Choose Customer > Customer Center.

How to use Customer Center

Select a customer or job name on the left side of the center to view information about the
customer and associated jobs. As you click on a customer or job name, the right side of the
Customer Center displays the information associated with your selection.

You can perform many tasks within the Customer Center:

¢ Add a customer or job. Click the + menu at the bottom of the customer list and click Add
Customer or Add Job.

® Create a transaction. Click the + menu at the bottom of the transactions area to create
estimates, invoices, sales receipts, payments, and credit memos.

¢ Search for a customer. Use the search field above the customer list to find the customer name
you need.

® Open accounts receivable. Select a customer name and click Open Accounts Receivable for

that customer.

° Edit a customer or job. Select the name of the customer or job and then click Edit Customer or
Edit Job in the top right corner of the center.

° Add customer's credit or debit cards. Edit customers to add their credit or debit card. Then
when you need to process a card payment, you can select the card from a
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° Keep notes about a customer or job. Select a customer or job and then click Add Note or Edit
Note in the top right corner of the center.

® Get a map or driving directions. Select the name of a customer and click Map or Directions.
Intuit Maps displays a map or directions to the customer's address. (You must be online to get
maps and directions.) I'm getting an error with Maps and Directions. If you see an error with
Maps or Directions, be sure the information in the Billing Address area is a street address.
Incomplete information or non-address information (such as a phone number) may cause an
error.

® Sync customer contact information to Address Book. Turn on Contact Sync (Company >
Contact Sync Settings). Select names of customers you want to sync with Address Book, and
then Control-click and select Sync Customer(s) with Address Book. A dot () displays to remind
you which names are synced.?

® Change the view. By default, QuickBooks lists jobs display in a hierarchy below a customer
name. Click the arrow beside a customer name to view the jobs for that customer. You can also
choose Flat View from the Action menu (¢') that lists each entry as the customer name plus the
job name. You can change the view by selecting Hierarchical View or Flat View from the Action
menu.

® Print, Save, or Email the customer list. Control-click anywhere on the customer list and then
select Print Customer List, Save Customer List as Text to print it, save it as a text file, or email it
as a PDF file.

® Filter the information you see. You can filter the customer list as well as the transactions by
using the filters located under each list. For example, you can select “Customers with Open
Balances” from the View pulldown menu under the customer list, then select a customer name.
Then you can use the filters under the transactions on the right pane to filter the transactions
to view “All Sales Transactions” filtered by “Open Invoices and Charges” in the date range of
“Last Month.”

Tips and Tricks

Try these tips and tricks to make using Customer Center even easier.

¢ Sort information by clicking the column titles.

® Rearrange the columns by clicking and dragging the top of a column to move it to another
location.

® Select multiple names in one of these ways:

o Shift-click to select a range of names. Select the first name you want, hold down the Shift
key, and then select the last name in the range.

o Command-click to select a group of nonadjacent names. Select a name, hold down the
Command key @), and then select each additional name.

o Command-A to select all names. No need to click; just press Command-A to select the
entire list.

® Control-click a name in the left pane to access a shortcut menu to common tasks.
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® Change the order of names in the Customers:Jobs list by dragging and dropping a hame to
where you want it to appear. You can turn this feature on and off on the shortcut menu by
selecting Enable Custom Ordering.
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Adding or editing a customer

Throughout QuickBooks, you select a customer from a list. If you create an invoice, you select the
customer you're sending the invoice to. Then QuickBooks inserts the billing address for that
customer and tracks the invoice. So you need to add customers for them to appear in those lists.
You'll enter your customer's contact information and maybe a few more details. You can then edit
that customer over time, including adding notes and To Do list items.

To add or edit a customer:
1 Choose Lists > Customer:Jobs or choose Customers > Customer Center.

o Add new customer
= Click the + menu at the bottom of the customer list and click New Customer.
= Or Control-click anywhere in the Customer:Job list and choose New Customer
from the shortcut menu.

o Edit existing customer

= Double-click the customer name.

= Or select the name of the customer and click the Edit button at the bottom of
the list.

= Or in the Customer:Jobs list, Control-click the name of the customer you want
to edit and choose Edit Customer:Job from the shortcut menu.

= Or (in Customer Center), select the name of the customer you want to edit in
the Customer:Jobs list and click Edit Customer in the top right corner of the
center. Note: You can click Expand to expand the Customer:Jobs list to the full
Customer Center.

2 In the Customer field, enter the name of the customer as you'd like it to appear on
your Customer:Job list. For example, if the customer is Hayley Green and you want the
list to show last names first, you would enter Green, Hayley. If the customer is a
business, like Babcock's Music Shop, the enter the name that way.

3 Continue to enter the information you want to keep on the customer.

Address pane

On this pane, enter the contact information for the customer. If you entered a business name for
the Customer name, then you may want to use this area to enter the name of your contact at the
business, such as the bookkeeper because that's who you'll be sending your invoices to.

® How is are the Email and CC addresses used? When you create a form, like an invoice, you can
email that form to your customer. QuickBooks uses the email addresses you enter in Email and
CC to email that form. You can enter mulitple addresses in each field, separating each address
with a comma.

® What's the difference between Bill To and Ship To?

o Bill To. Enter the address as you want it to appear on printed invoices, checks, and other
forms. Click Address Details to make sure each individual address field is filled in correctly,
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especially if you are using Contact Sync. The address information you enter can be
exported for mail merge. If you use mail merge, be sure to include in the last line of the
address the two letter state abbreviation and the zip code. This ensures that the address
will print correctly in mail merge documents.

o Ship To. If the customer has a separate shipping address, enter the address as you'd like it
to appear on printed invoices and other forms. If the shipping address is the same as the
billing address, click Copy to copy the billing address to the Ship To field. Click Address
Details to make sure each individual address field is filled in correctly, especially if you are
using Contact Sync.

What are Address Details? This window shows how the multi-line Address field displayed on the
Add/Edit Customer, Vendor, Employee, or Other Name window is separated into the individual
address fields.

Note: We strongly recommend keeping the “Show this window again...” checkbox selected so
that QuickBooks can automatically alert you when it detects possible address field entry errors.

Note: The information in shaded fields are synchronized with Mac OS X Address Book and other
applications that use Sync Services.

Additional Info pane

On the Additional Info pane, enter more information about the Customer such as a category for
the customer and tax information.

® Type. A word or phase that categorizes this customer for your reports. You can choose a
customer type you have already set up from the list, or you can enter a new customer type and
have QuickBooks add it to the list. To create a customer type, choose Lists > Customer &
Vendor Profile > Customer Type. For more about this, see page 40.

® Terms. Associates a specific set of payment terms with the customer. You can choose an
existing set of terms from the list, or you can enter a new set of terms and have QuickBooks
add it to the list. For more information, see page 41.

® Rep. The initials of the sales representative who deals with this customer on a regular basis.
When you write an invoice to this customer, QuickBooks automatically associates the sales
representative with every invoice you send to the customer. This gives you the ability to create
sales reports that are subtotaled by sales representative.

® Credit limit. (Optional)The credit limit that the customer has with your company. QuickBooks
remembers the limit and warns you when the customer is about to exceed the limit.

® Opening balance/As of. Applies only if you are setting up records for a new QuickBooks
company. They help you establish a correct accounts receivable balance as of the start date you
chose for your QuickBooks records.

o In the Opening Balance field, enter the amount this customer owed as of your start date.

o In the “as of ” field, enter your QuickBooks start date.
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Important: Leave these fields blank if you are planning to set up one or more jobs for this
customer. QuickBooks will calculate the overall balance for this customer from the balances you
enter for the individual jobs.

To keep your records up to date, enter all historical transactions from the day after your start date
through today. For example, if you wrote invoices to this customer between your start date and
today, you must enter those invoices into your QuickBooks records. This gives QuickBooks the
ability to provide full financial reports for your company for any period of time after your start
date.

® Customer is taxable/Tax Item. When this checkbox is selected, QuickBooks automatically
calculates sales tax for each taxable item you sell to this customer. QuickBooks uses the sales
tax rate specified in the Tax Item field. If you do not charge sales tax to this customer, clear the
checkbox. If these options do not appear, it means that sales tax is turned off in QuickBooks.
This could be because you indicated that you don't charge your customers sales tax when you
were setting up your QuickBooks company through the New Company Setup Assistant. Tip:
Ordinarily you don't charge sales tax on items that a customer buys for resale. If this customer
is strictly a resale customer, be sure to clear the “Customer is taxable” checkbox.

® Resale number. If the customer has a resale number, enter the resale number. This field is for
your information — what you enter will not affect your reports, or how sales tax works in
QuickBooks.

You can also create custom fields to capture information that is important to your business but
QuickBooks does not provide a field for such as spouse's name or the customer's website.

Payment info (if you use Merchant Services)

Note: You must have an Intuit Merchant Account to process credit or debit cards for payment.

On the Payment Info pane, enter customer credit or debit card information. (You must have a
Merchant Service account that is connected to QuickBooks to see this pane.) You can then use the
card(s) to process payment transactions for this customer. To view transaction information for a
card, click the card in the Card Activity list then double-click a transaction in the Card Activity list.
This accesses your online Merchant Service account. Log in to view details on credit card
transactions. See page 124 for information about accepting credit cards as payment.

Notes

When you open a customer or job in the Customer Center, you'll see that each one has a Notes
pane. This is a notepad where you can keep notes about a customer or job.

® Click Date Stamp to add the current date to the note.

® Click New To Do to enter a note.

® Use To Do notes to remind yourself about tasks you need to complete by a certain date.
QuickBooks adds each note to the Reminders list when the note's reminder date arrives.
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® Add a reminder to your To Do notes by editing Notes for a customer. In the Customer Center,
select the customer name and click Edit Notes in the top right corner.

® You can view your reminders, including your To Do list, on your Company Snapshot or by
clicking Reminders on the toolbar.

® When you've completed a To Do note, edit the note and mark the To Do note as Done.

® View notes when you are using the customer or job in a transaction by choosing Edit >
Notepad.
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Contact Sync

Carry your QuickBooks contact lists (customers, vendors, employees, other names) wherever you
go by synchronizing with Address Book. Contact Sync syncs your contact information in
QuickBooks with Apple's Address Book and your mobile devices.

When you make changes in either QuickBooks, Address Book, or your mobile devices, the change
is synced between the programs and devices. Once Contact Sync is set up, syncing is all
automatic.

Note: Even though you may have used Contact Sync in a previous version of QuickBooks, be sure
to turn on Contact Sync again.

How do | use it?

To use Contact Sync, you first turn on Contact Sync and then you tell QuickBooks which contacts
you want to sync. To learn more about how Contact Sync works, be sure to read “Things to know.”

Step One—Turn on Contact Sync:

1 Choose Company > Contact Sync Settings.

2 Select Use Contact Sync and click Apply. QuickBooks creates a group in Address Book
named “QuickBooks:CompanyFileName.” All your contacts in the current company file
will be organized in this group.

Note: The first time you sync a company file with Address Book, QuickBooks will prompt you that
it is making a backup of your Address Book file before syncing. You can choose to cancel Contact
Sync, skip the backup, or continue with the backup and turning on Contact Sync.

Step Two—Sync your contacts: ano =
1 After turning on Contact Sync, go to any list of — ———y —
names such as the customer list in Customer e e Y ff
Center. =
2 Control-click one or more names and choose Ces - N S

Sync With Address Book.

Or, edit the name and click Sync at the bottom oz, i AP
of the Edit window. prh

How do | sync all my contacts?

Select all or multiple names, then Control-click and choose Sync With Address Book.

e Command-A to select all names. No need to click; just press Command-A to select the entire
list.
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¢ Shift-click to select a range of names. Select the first name you want, hold down the Shift key,
and then select the last name in the range.

* Command-click to select a group of nonadjacent names. Select a name, hold down the
Command key @f), and then select each additional name.

The Contact Sync icon (<5) appears next to the names that are now synced with Address Book.

Managing syncing

® To turn off Contact Sync, choose Company > Contact Sync Settings. Then uncheck Use Contact
Sync and click Apply. All contacts remain in both QuickBooks and Address Book but are no
longer synced.

® To turn off syncing for a specific contact, Control-click the contact name in a list, and select
Unsync with Address Book.
Or, edit the name and uncheck Sync at the bottom of the Edit window. The contact remains in
both QuickBooks and Address Book but is no longer synced. All other contacts with the Contact
Sync icon (<) are still synced.

Adding a contact from Address Book

You can add a contact from Apple's Address Book to any contact list in QuickBooks by dragging
and dropping the name from Address Book to the list.

d Watch Contact Sync in action!
http://www.gblittlesquare.com/2011/03/address-book-and-quickbooks-syncing-your-

contacts/

What information is added from Address Book?

You may have more information for the contact in Address Book than QuickBooks needs. Here the
contact information that is added to QuickBooks:

Last name Last name

First name First name
Company name Company name
Work email Email

Work phone Phone

Mobile phone or Home phone Alternate phone

(whichever one appears first in
the Address Book contact)

Work address Address
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To add a contact from Address Book:

In QuickBooks, if it is not already on, turn on Contact Sync. (Company > Contact Sync Settings)

1 In QuickBooks open the list or center where you want to add the contact. For example,
if you want to add a contact as a customer, open the Customer Center.

2 Open Address Book and select the contact(s) you want to add to a list.

3 In Address Books, drag and drop the selected contacts to the list in QuickBooks. As

4

(]

you drag the contact to the list, you'll see card icon with a green plus.
If Contact Sync is on, the contact is automatically synced with Address Book.

Note: If you are adding a name to the Employees list that already exists, the green plus does not
appear and QuickBooks does not add the duplicate name.

Setting up jobs

If you're a service provider and if you’re Customer ¥ Martin, Leanne 1,724.84
fortunate enough to win multiple projects Job | Martin Advertising 0.00

. b2 Martin Residence 1,724.84
from the same client, Jobs are an excellent Jo

way to track different projects you do for the same customer.

For example, say you’re a video producer and you have a project to produce a video series for a
customer. You can create a job to track that project. And then - good news - a few months later
the same customer requests another video. You can then create a new job for that customer,
which allows you to separate revenue and expenses for each video project that | produce. This
enables you to understand the profitability | have on a per project basis. For example, tracking
Unbilled Costs by Job helps ensure you don’t forgot to invoice a customer for additional expenses.

All the jobs you do for a customer are tracked in the Customer Center. Jobs are a super flexible
Quicksbooks feature and which be used to associate one entity with another for billing and
reporting purposes.

Types of Jobs

Job types let you group and subtotal similar jobs on your reports. By using them, you can
determine which kinds of jobs are the most profitable for your business.

Here are a few examples:
® In construction: Decks, Kitchens, Bathrooms
® In graphic arts: Logos, Brochures, PR

® In real estate: Brokerage, Property Management
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How do customer types fit in?

Customer types let you categorize your customers independently of the types of jobs you do.

They are useful for grouping your customers into categories that are meaningful to your business.

Some examples: Wholesale and Retail; Commercial, Residential, and Industrial; From
Advertisement, By Referral. You can use customer types in addition to job types. You can also use
job types without customer types, customer types without job types, or neither.
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Creating jobs for a customer

QuickBooks lets you track each job you do for a customer separately from all other jobs. That way,
your reports can show your income and expenses by job. You can add multiple jobs for a
customer.

u See how a business owner like you uses jobs:
http://www.gblittlesquare.com/2011/01/video-introduction-to-jobs/?utc_source=iph

' Watch a demo of how to create customers and jobs:
http://www.gblittlesquare.com/2011/01/video-overview-of-the-customer-
center/?utc_source=iph

To add or edit a job:

1 Choose Lists > Customer:Jobs or choose Customer > Customer Center.
2 Select the customer you're doing the job for.

3 Click the + menu at the bottom of the customer list and click Add Job. Or, Control-
click anywhere in the Customer:Jobs list and choose Add Job from the shortcut menu.

4 Enter the name of the Job.
5 To mark a customer as inactive, select the “Customer is inactive” checkbox. More info

6 If anything shown in the General Information section is incorrect for this job, change it.
The information QuickBooks fills in comes from your customer's record. If you make
any changes here, the changes affect only this job. For example, if your customer's
billing address is different for this job, you can enter the job address without affecting
the customer's main address.

7 Click the Job Notes pane. Enter the information about the job and click OK.
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Tracking items ordered especially for a job:

1 Create a non-inventory part item to represent each item you ordered. When you set up
each item, be sure to select the “This item is purchased for and sold to a specific
customer:job” checkbox. This lets you enter different rates for your cost and the sales
price to your customer.

2 When you receive a bill for the items, enter each non-inventory part item in the detail
area of the bill:
o In the Enter Bills window, click the Items tab.
o Enter the name of each item in the Item column.

o For each item, be sure to fill in the name of the customer or job in the
Customer:Jobs column. This associates the customer with the cost of the item so
you can invoice the customer later.

3 When you invoice your customer, click Time/Costs to enter the cost of the @
items on the invoice:
o In the Create Invoices window, click Time/Costs.
o In the Choose Billable Time and Costs window, click the Items tab.

o Inthe Use column, click next to each item whose cost you want to include on the
invoice.

On the invoice, QuickBooks automatically fills in the sales price. This may be higher than the cost
you entered on the bill.

Paying subcontractors

When you pay a subcontractor, you can either write a check directly to the subcontractor, or enter
a bill and then pay the subcontractor later when you're paying other bills.

To pay subcontractors:
1 Choose one of the following:
o Banking > Write Checks: to write a check directly to the subcontractor.

o Vendors > Enter Bills: to enter a bill from the subcontractor.
2 In the top part of the form, fill in the name of the subcontractor and the date.
3 In the detail area at the bottom of the form, click the Items tab.

4 In the Item column, enter the service item you set up for this type of subcontracted
work.

5 In the Cost column, check the amount QuickBooks filled in. If the cost is incorrect for
this job, change it.
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6 In the Qty column, enter the appropriate quantity. For example, if the subcontractor
charges an hourly rate, you would enter the number of hours. If the Qty column
doesn't apply to this work, leave it blank.

7 In the Customer:Jobs column, enter the name of the job (or customer) for which the
work was done.

Important: Entering the name here gives you the ability to invoice the customer for the work later.
Also, you'll be able to create reports that show your costs and revenue from the work.

Tracking services performed by an owner or partner

Because owners and partners do not submit bills, the costs of the services they perform will not
be part of the overall costs of the job unless you enter a transaction to account for the work. If
you want owner or partner time to contribute to the job costs on reports such as job profitability
or job estimates vs. actuals, here's what to do.

To track services performed by an owner or partner:
1 Set up the owner or partner on the Other Names list. Other Names is the best list to
use, since an owner or partner is not an employee, vendor, or customer.
2 Create a new service item to represent the work done by the owner or partner:

o Select the “This service is performed by a subcontractor” checkbox.
o Inthe Expense Account field, enter the name of the person's equity account (on the
list, equity accounts are above expense accounts).
3 To make the work of an owner or partner billable, enter their time on either a weekly

timesheet or single activity record:

o Enter the name of the service item you set up to represent the owner's or partner's
work.

o Enter the name of the customer (or job, if you are tracking individual jobs for the
customer).

o Make sure the time is billable.
4 To invoice a customer for the owner's or partner's work, click Time/Costs when you

are writing the invoice. In the Choose Billable Time and Costs window, click the Time
tab. Then select the work that you want to appear on the invoice.

5 To make owner and partner time part of the job costs on reports but not affect the
profit and loss statement, write a zero-amount check as follows:

o Write the check either in your regular checking account or in a special checking
account that has no money in it. (You can set up the special checking account
specifically to handle checks like these.)

o Inthe “Pay to the order of” field, enter the name of the owner or partner.

o Be sure the "Print later" button is not selected at the bottom of the window.
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o Leave the No. field blank.

o On the Items pane, enter each service item for the work performed. On each line,
enter the number of hours in the Qty field and the job in the Customer:Jobs field.

o On the Expenses pane, enter the name of the person's equity account in the
Account field. In the Amount field, enter the negative of the total amount on the
Items tab. Do not enter a job name.

If you have not yet invoiced the customer

Be careful not to invoice the customer twice for the same work. When you go to the Choose
Billable Time and Costs window, you'll see the cost both on the Time tab (because you entered the
time and made it billable) and on the Items tab (because you associated the service item with a
Customer:Jobs when you wrote the zero-amount check). Mark ONLY the work shown on the Time
tab. To avoid confusion, we recommend that you click in the Hide column to remove the service
item entry from the Items tab.

What you'll see in your reports

After you record the zero-amount check, the cost (as shown on the Iltems tab in the Choose
Billable Time and Costs window) appears on all job and item reports that show costs by job or
item. On the other hand, the cost does not appear as an expense on a profit and loss statement
because it is not assigned to an expense account.

Estimating work you’re going to do

If a customer asks you for an idea of what you would charge for work, the form you need is an
estimate. You’ve probably received estimates yourself from service providers, like a plumber or
the guy who fixes your computer. In other words, estimates can be your first step in getting paid,
and getting paid is good. Choose Customers > Create Estimates. (Be sure to turn on estimates
through QuickBooks > Preferences > Sales & Invoicing.)

To create an estimate:
1 Choose Customers > Create Estimate.

2 To create a new invoice, click the "Create an Estimate" on the left panel or click the +
at the bottom of the list. To edit an estimate, select an estimate in the list on the left
panel.

3 Enter the information for the estimate, and click Save.
Note: You can also create sales forms using the Customer Center and Transaction Center.

What’s on an estimate?

¢ Customer:Job. Select the customer or job you want to create the invoice for. You can also enter
a new Customer:Jobs name, and QuickBooks will prompt you to set it up. QuickBooks will
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automatically alert you if you choose a Customer:Jobs that has outstanding billable time or
costs.

® Account. If you have more than one Accounts Receivable account, choose which on you want to
use. If you don't have more than one A/R account, you won't see this.

® Class. If you're using classes, choose which on you want to use. (If you don't see this, you need
to turn classes on in Preferences.)

® Bill to. The address you have for the customer displays here. This is how the customer contact
information will appear here. You can make any changes you need to.

° Date. Today's date, which you can change. Tip: Press + to increase the date by one day; press -
to decrease the date by one day.

® Invoice Number. QuickBooks automatically increments this number by one for each new
invoice. Tip: Press + to increase the number by one; press - to decrease the number by one.

® PO Number. If you're filling a purchase order (PO) from your customer, enter that PO number
here.

® Terms. When do you want to get paid? Select the payment terms for this invoice.

® Item. Select what you are invoicing this customer for. You can include anything on the Items list
here. You also enter a new item, and QuickBooks will prompt you to set it up. Tip: If you need
to insert an item between two others, select the item line where you want the new one and
choose Edit > Insert Line. Likewise, if you want to delete an item, select the item then choose
Edit > Delete Line.

® Description. The description of the item you entered when you created the item. You can
change this if you need to. Tip: You can enter multiple lines for your description, up to 4095
characters. Use Option-Return to put in a line break.

® Quantity. How many of the items does your customer need to pay you for? This could be 400
antennaes or 10 hours of web design. If you leave this blank, QuickBooks assumes the quantity
is 1.

® Rate. How much you charge the item. If you entered this when you created the item,
QuickBooks enters it for you. If you didn't or you need to change it, just edit this box.

°* Amount. This is the total amount (Quantity x Rate) for this item that QuickBooks calculates for
you.

® Taxable. If the item is taxable, click this box.

¢ Customer Message. A message for our customer, either on from your Customer Messages list
or enter a new one.

¢ Tax. The tax item you assigned to the customer or the default tax if you have not assigned a
tax item to the customer. QuickBooks uses the tax item to calculate the tax. You can also select
a different rate from the list of tax items if you need to.

Make the estimate inactive

If you have multiple estimates for a job and your customer has accepted one of the B
estimates, you might want to make the unaccepted estimates inactive. When you make an
estimate inactive QuickBooks keeps a record of it, but does not use the estimate numbers in
reports.
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Getting paid for work you’ve done

You’ve done the work or delivered the goods, and now you want to be paid. You have two
approaches you can use to get the money ball rolling. With both options, you can either print a
paper version to drop in snail mail to your customer or you can email a PDF.

® Invoice. An invoice is a request to be paid. When you create an invoice, QuickBooks then sees
that the customer now officially owes you money. So you might send an invoice for each job
you complete for a customer. Choose Customers > Create Invoices.

¢ Statement. A statement is a list of charges the customer has rung up over a period of time. You
create statement charges to record what you’ve done for the customer as you go along, and
then send a statement that lists all the accumulated charges. For example, you can send a
statement once a month for all the work you’ve done for a customer that month. Choose
Customers > Create Statements.

Sending your customer an invoice

Any time that you do something or sell something for a customer, they need to pay you. If they
don't pay you on the spot, then you can send them an invoice so they'll pay you later.

If you have an open estimate for a customer, QuickBooks lets you know this when you select
the customer name on the invoice. You can then select which estimate you want to use to create
an invoice.

u Watch a video on how to create an invoice:
http://www.gblittlesquare.com/2011/09/video-creating-an-invoice-in-quickbooks-
2012/

Creating or editing an invoice

1 Choose Customers > Create Invoice.

2 To create a new invoice, click the "Create an Invoice" on the left panel or click the + at
the bottom of the list. To edit an invoice, select an invoice in the list on the left panel.

3 Enter the information for the invoice, and click Save.
Note: You can also create invoices using the Customer Center and Transaction Center.

What’s on an invoice?

® Customer:Job. Select the customer or job you want to create the invoice for. You can also enter
a new Customer:Jobs name, and QuickBooks will prompt you to set it up. QuickBooks will
automatically alert you if you choose a Customer:Jobs that has outstanding billable time or
costs or if there's an open estimate for the customer.
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® Account. If you have more than one Accounts Receivable account, choose which on you want to
use. If you don't have more than one A/R account, you won't see this.

® Class. If you're using classes, choose which on you want to use. (If you don't see this, you need
to turn classes on in Preferences.)

® Bill to. The address you have for the customer displays here. This is how the customer contact
information will appear here. You can make any changes you need to.

° Date. Today's date, which you can change. Tip: Press + to increase the date by one day; press -
to decrease the date by one day.

® Invoice Number. QuickBooks automatically increments this number by one for each new
invoice. Tip: Press + to increase the number by one; press - to decrease the number by one.

® PO Number. If you're filling a purchase order (PO) from your customer, enter that PO number
here.

® Terms. When do you want to get paid? Select the payment terms for this invoice.

® Item. Select what you are invoicing this customer for. You can include anything on the Items list
here. You also enter a new item, and QuickBooks will prompt you to set it up. Tip: If you need
to insert an item between two others, select the item line where you want the new one and
choose Edit > Insert Line. Likewise, if you want to delete an item, select the item then choose
Edit > Delete Line.

® Description. The description of the item you entered when you created the item. You can
change this if you need to. Tip: You can enter multiple lines for your description, up to 4095
characters. Use Option-Return to put in a line break.

® Quantity. How many of the items does your customer need to pay you for? This could be 400
antennaes or 10 hours of web design. If you leave this blank, QuickBooks assumes the quantity
is 1.

® Rate. How much you charge for the item. If you entered this when you created the item,
QuickBooks enters it for you. If you didn't or you need to change it, just edit this box.

°* Amount. This is the total amount (Quantity x Rate) for this item that QuickBooks calculates for
you.

® Taxable. If the item is taxable, click this box.

¢ Customer Message. A message for our customer, either on from your Customer Messages list
or enter a new one.

¢ Tax. The tax item you assigned to the customer or the default tax if you have not assigned a
tax item to the customer. QuickBooks uses the tax item to calculate the tax. You can also select
a different rate from the list of tax items if you need to.

Other things to know about invoices:

@ Add time and costs to your invoice. If you've incurred expenses for
your customer, such as mileage or other expenes, you can add that to
an invoice to be reimbursed by your customer.

X Invoice your customer in phases. Use progress invoicing to send
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invoices for parts of a job over a period of time.

View payment history for the invoice. Click history to see the
payments for this invoice.

e Apply a payment to the invoice. Click Payments to enter a payment
your customer made for this invoice.

% Apply sales tax. If you're charging sales tax for the items, click Taxable
to apply sales tax.

IS

Print, email, add to iCal or Calendar. You can mark the invoice to be printed or emailed later.
Then choose File > Print forms or File > Email forms. You can also add a reminder to iCal or
Calendar that the invoice is due.

You can mark an invoice as pending. There may be a time when an invoice is only in draft form.
In that case, you can mark it was Pending (Edit > Mark Invoice as Pending) and finalize it later.

Invoicing a customer over time (progress invoicing)
u Watch a video on how to use progress invoicing.

http://www.gblittlesquare.com/2011/09/sneak-peek-2-progress-invoicing-in-
quickbooks-2012/

Using progress invoicing, you can invoice for jobs in phases. For example, you're working on a job
where you ask your customer for 25% payment at the beginning of the project, then you invoice
them periodically throughout the project.

You start by creating an estimate for the job. (You don't have to give this estimate to the customer
if you don't want to. Just use it for tracking purposes.) Then, as you complete each phase, you can
transfer items from the estimate to an invoice. You can specify which items to include on each
invoice and how much of that item you're charging for on that invoice.

Later on, you can run reports to help you track your estimated versus actual costs.

Note: Be sure you turn on progress invoicing in Preferences. (Choose QuickBooks > Preferences >
Sales & Invoicing.)

To create progress invoices for a job:

1 Create an invoice using an estimate. You can do this by opening an estimate
(Customers > Create Estimate) and clicking Create Invoice. Or create an invoice
(Customers > Create Invoice) and choose a customer name that you've created an
estimate for.
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2 Tell QuickBooks what you want to include on the invoice, and click OK:

o Remaining amounts on the estimate. QuickBooks creates an invoice for the full
unpaid amount on the estimate. QuickBooks copies all the informatioin on the
estimate to an invoice. You can then edit the invoice or you can change the invoice
to a progress invoice by clicking Progress Invoicing on the invoice.

o A percentage of the estimate. Enter how much of the estimate you want to include
on the invoice. For example, If you created an estimate for $1,000, and you want to
invoice for the job in four equal phases, enter 25 in the percentage field.

o Only certain items or different percentage for each item. Choose this option to
highly customize the amounts that you want to include on the invoice. You'll find
out how to do this in the next step. For example, you've created an estimate for
$1,000. You finished the first phase of the job and you want to invoice for 100% of
items related to the first phase, but don't want to invoice for anything else at this
time. When you select this option, a window appears in which you can select the
items you want include on the invoice and indicate the amounts or percentages for
each item.

3 Specify the amounts you want to include on the invoice, and click OK. The amounts
shown are based on what you told QuickBooks you wanted to do in the previous step.
You can change any of the amounts on the invoice here, but not any of the amounts
on the original estimate. Use the checkboxes at the bottom of the window to show
more detail such as the quantity/rate and percentages.

This completes one invoice in the series of invoices you are sending your customer. To
create the next progress invoice for this job, start with Step 1. The next invoice picks
up where you left off with the remaining amount on the estimate.

Tips for progress invoicing:

® If you usually invoice for phases of a job, and you plan to turn your estimate into a series of
progress invoices, divide the estimate into sections. Make each section correspond to one
phase. Enter a subtotal item after items for each phase.

® When you turn the estimate into a progress invoice for one phase, it will be easy to invoice
100% (or another percentage) of the items for that phase alone.

Modifying your progress invoice

When you use progress invoicing, you can modify the amounts that are on each invoice on the
Specify Invoice Amounts window.

At a minimum, the Specify Invoice Amounts window contains this information:

o Item. The item(s) copied from the estimate when you created the invoice.
o Est Amt. The amount of the item you entered on the estimate.

o Prior Amt. The amount you've previously invoiced your customer for. If this is the first
invoice you've sent the customer for this job, this amount will be 0.
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o Amount. The amount you are invoicing the customer for on this invoice.

o Tax. The tax that is applicable for the item.

If you select Show Quantity and Rate, you'll see these additional columns:
o Est Qty. The quantity of the item you entered on the estimate.
o Est Rate. The rate you entered on the estimate.
o Prior Qty. The quantity that appeared on prior invoices for the original estimate.
o Prior Amt. The amount that appeared on prior invoices for the original estimate.
o Qty. The quantity you're invoicing your customer for on this invoice.

o Rate. The rate you're invoicing your customer for on this invoice.
If you select Show Percentage, you'll see these additional columns:
o Prior %. The percentage of the original estimate you included on prior invoices.

o Curr %. The percentage you are currently invoicing your customer for with this invoice.

o Tot %. The total percentage of the orignal estimate you have invoiced this customer for.

Invoicing groups of customers

Say you've got a pool cleaning business. Fifteen of your customers have pools that are about the
same size, and you provide the same cleaning and maintenance services for these customers each
month. Using batch invoicing, you can add all these customers to a group, fill out the invoice form
only once, then send it to all the customers in the group.

Creating a group for batch invoicing

QuickBooks lets you create groups of customers that you can then invoice in batches.

Tip: Create groups of customers you invoice for the same things. Say you run a landscaping
company, and you have two dozen customers you mow the lawn for every week. To make billing
these customers faster and easier, you'd create a group named Weekly Mow and add all your
weekly lawn-mowing customers to i

Watch a video on how to create customer groups when batch invoicing.
http://www.qgblittlesquare.com/2012/09/batch-invoicing

To create a new group:

1 Choose Customer > Customer Center to open the Customer Center.
2 Click the + at the bottom left corner of the Customer Center.
3 Choose New Group. ORClick the New Group button in the Invoices window.

4 Give your group a Group Name.
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5 Choose a customer (or a job) from the Customer:Job list.
6 Click Add>>. The customer (or job) shows up in the Group Members list.

7 Keep adding customers (and jobs) until you've got all the customers you want in this
group. Tip: Press Command + A to choose all the customers and jobs at once. Use
Shift + click and Command + click to choose more than one customer at once.

8 Click OK to save the group and close the New Group window.

9 You can add notesto your group--info about who's in this group, what kind of work
you do for this group, and any other detailed info you'd like to keep about this
group. To add notes to your group:

10 Click the Notes tab up at the top of the New Group window.

11 Click your cursor into the big field. Add away!
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Sales: Batch invoicing

With batch invoicing, you can save tons of time by filling out one invoice, then sending it to a
whole group of customers. This works well if you sell the same products or services to lots of
customers at about the same time.

Say you've got a pool cleaning business. 15 of your customers have pools that are about the same
size, and you provide the same cleaning and maintenance services for these customers each
month. Using batch invoicing, you can add all these customers to a group, fill out the invoice form
only once, then send it to all the customers in the group.

) Watch a video on how to create customer groups when batch invoicing.
u http://www.qgblittlesquare.com/2012/09/batch-invoicing/

To create batch invoices for a group of customers:

1 Go to Customers->Create Batch Invoices.

2 Read the Batch Invoicing info that pops up. Click OK to send the pop-up away.
3 Click New Group to create a group of customers to invoice.

4 Choose the group you just created in the Customer:Job / Group field.

5 Read the info about sales tax and batch invoicing that pops up. Click OK to send the
message away.

6 Add items to the invoice.

7 Make sure the date, invoice number, customer message, and other info on the invoice
are correct.

8 When your invoice is complete, click Save. The Review Invoices window pops up.

9 Check each invoice, which appears as one line in the table, to make sure all the info
(including the sales tax charged to the customer) is correct.

10 Choose the To Print checkbox if you're going to print this invoice. Choose the To Email
checkbox if you're going to email this invoice to the customer. Tip: You can both print
and email the same invoice.

11 Make sure that QuickBooks has checked all the invoices you want created in the left
checkbox. If you don't want one of the customers in this group to get this invoice,
uncheck the box.

12 Click Create. QuickBooks creates the batch of invoices, assigns them numbers, and
saves them.

But wait...you're not quite done yet. You still need to email and/or print the invoices
you've created.
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To print a batch of invoices:

1

2

3

4

5

Click Print.
On the Print Forms window, make sure all the invoices you want to print are selected.
Click Print.

Take a look at each invoice on the print preview window to make sure everything looks
good.

Click Print.

To email a batch of invoices:

Tip: Emailing a batch of invoices works a bit differently than emailing a single invoice—

read carefully keep from being surprised.

1

Click Email.
On the Email Forms window, choose all the invoices in the batch.
Click Email.

Change the text in the cover email that will go to your customers so it'll sound good to
your customers. Important: Do not edit <<contacts>> at the beginning of the email.
QuickBooks uses it to put the name of each individual customer into the email that's
attached to his or her invoice—so that you don't have to.

Check Include text in emails to tell QuickBooks to send the cover email text to your

default email account.

Get ready to send out the emails with invoices attached:

a. If you want QuickBooks to send these emails now, do not check Save emails as
drafts.

b. Click Send. QuickBooks sends the emails, with invoices attached as PDF forms,
from your business email account.

OR

a. If you want to review the emails in your default email account before you send
them, check Save emails as drafts. QuickBooks puts the emails with the invoices
attached as PDFs into the Drafts folder of your default email account.

b. Whenever you're ready, go over to your email account Drafts folder and send out

your invoices.

Click OK to close the Review Invoices window. All the new invoices show up in the left
wing of your Invoices window.
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Tips for batch invoicing:

=  Want to print out the whole batch of invoices? Email the whole batch? On the
Review Invoices window, use the checkmark-shaped menu at the bottom left of
the window to select all invoices to print, select all invoices to email.

= A batch invoice isn't the same as a memorized transaction. You still have to
create an invoice for your group of customers every time you want to bill them.
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Statement charges

Say you’re a web designer. A

client needs you to do odds
and ends work: update a
page here, add a video
there, you get the picture.
Sometimes the work takes a
few minutes and sometimes
it takes hours. In this
situation, it may make sense
to use a statement to bill the
client. You can also send
statements as a record of
invoices you’ve sent and
payments you’ve received. A
statement includes the
following information:

® Any balance the customer
owes

® Date, number, amount,
and description for each
invoice and statement
charge

® Date and amount of each
payment received

® Finance charges

® Total amount due

Larry's Landscaping & Garden...

1045 Main Streat
Bayshore, CA 94326
(418} 555.4567

Date
0&a0M1

oS3
o8OI

o im
osn2m
o211

Curremt

$1.390.00

B Yo

Aana's Candy Svop
Aana's Viers

1528 Kty Bang Bang S
Fuoge, CAS4555

Amount Cue
$1,330.00

Enclosed

.ﬂ&vo. forward
Defvery Service Fee
{00 for orders over $100)

retalation of andscape design
Troe and sheub trimming
Tree Removal Service
1-30 Days 3160 Days
Past Due Past Due
$0c0 $0.00

1500

26500

7000

1,000.00

61.90Days | OVER90Dwys
Past Due Past Due
$0.00 $0.00

To use statements, you enter statement charges and then you create a statement.

Entering Statement Charges

Entering charges is the first step in prep