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INTRODUCTION

The University of Tennessee Extension Service has identified management and marketing as top
priorities for educational emphasis in the 21* century. Record-keeping is one of the primary components of
management and marketing. USING COMPUTERS TO MANAGE THE MODERN BUSINESS is the name
given to a series of workshops where producers participate in “hands-on learning” about keeping and analyzing
financial records for small businesses. These workshops are made possible in counties across the state through
the coordination of state Extension specialists in agricultural economics and resource development, area
specialists focusing on farm management and resource development, and county Extension Service agents.

This guide has been developed for two primary purposes:

O To serve as an outline and teaching manual during the actual workshop and

O To provide the workshop participant with a resource to use on the farm once the workshop is
concluded.

THE EXAMPLE COMPANY

The fictional company that we will use as an example is called Tennessee Computers. This firm has
two main functions: the sale of new computers, accessories, software and components; and the service and
repair of computers. The company is organized as a sole proprietorship and has five employees. These
employees are a manager, a secretary, two salespersons and a service technician. The manager earns a yearly
salary, while all other employees earn a regular hourly wage for all hours worked up to 40 hours per week.
These hourly-wage employees also earn an overtime wage equal to 1 % times the regular hourly wage for all
hours worked in excess of 40 hours per week. One employee has a garnishment imposed on his wages and also
has two loans from the company that are paid back on a weekly basis. Finally, three employees are participating
in the company’s 401(k) retirement plan in which the company will match up to 4 percent of the employee’s
gross wages as a contribution to the plan.

Tennessee Computers has two outstanding bank loans. The first is a revolving line of credit that is used
mainly to purchase inventory for resale, while the second loan was used to purchase service and repair
equipment. Other liabilities incurred by the firm include the payroll liabilities and state sales tax collected on
the sale of products. Sales tax and payroll liabilities are paid on a monthly basis.
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CREATING THE COMPANY

To use QuickBooks Pro for your firm, you must first create the financial structure of the company in
the computer software. While this structure can be changed later, it is best to plan the company setup carefully
at the beginning of a conversion to a computerized record-keeping system.

Obviously, careful planning at the beginning of the conversion should significantly reduce or eliminate
the need for radical changes to the company set-up in the software. But even more importantly, careful planning
should reveal whether or not a particular record-keeping program is right for your business. There are many
different types of programs available, and the one you choose should complement the way that your business
operates. In other words, you should not have to change the way that you do business just so you can use a
particular program.

When you first start QuickBooks Pro, you should see the No Company Opened screen as shown
in Figure 1.

No Company Open

"® Select a company that vou've previously opened and click Open

ample product-based business, gbw

Location: C:YProgram Files\IntuithQuickBooks 2005

A id

Creake a Open an
MEW COMPAanty exisking company

Restore a Open a
backup file sample file

@ | 2.

Figure 1

Using your mouse, click the Create a [y =
new company button. This takes you to
QuickBooks Pro’s Easy Step Interview
screen as shown in Figure 2. This “interview”
takes you on a step-by-step process through the
company setup procedures. However, since we |
are going to do a great deal of customizing for |7

=] | Welcome I Company Info l Preferences l Start Date I General

Income &
Expenses

Income
Details

Opening

Click Next Balances

to begin
. . .« . . What's Mext
our example, we will skip this interview process. S;&?éﬁ'

To leave the setup interview, click the
Next button at the bottom of the Easy Step
Interview window. This takes you to the Do
you need assistance in setting up L4|
QuickBooks? window as shown in Figure 3. Figure 2
After clicking the Next button again, you will
be asked if you are converting your data from Quicken to QuickBooks. Click Next and you should be at the
Setting up a new QuickBooks company window like the one shown in Figure 4.

Bres
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EasyStep Interview x| EasyStep Interview x|
=] | Welcome I Company Info ] Preferences ] Start Date ] General = | Welcome I Cornpany Info ] Preferences ] Start: Date ] Erme]
— Do you need assistance in setting up Setting up a new QuickBooks company
> “  QuickBooks? Income & Income &
1 : Expenses ‘Wie've designed this interview ko help you set up your NEW QuickBinoks company. Expenses
! L The EasyStep Interview provides step-by-step instructions for setting FrEEiE we'll walk you through choosing and setting up various QuickBooks features, e
up yaur company. If you need further assistance, contart 3 Certified Details 1F vou don't want ko use this interviews and prefer to add minimal information to get started, click Dietzils
QuickBooks Proddvisar to answer vour questions or to have an advisar this button:
properly set up QuickBooks For your Eype of business, Opening Opening
Balances Skip Interview | Eal
Click Find & Certified QuickBooks ProAdvisor or enter e
v, quickbooks, comfgbsetup into your browser to connect ko the: : Click Mexzt ko continue the interview,
Internet and choose from our network of advisors, Wwhat's Next ‘What's Nest:
- Find & Certified QuickBooks Profdvisor
Click. Nest Eo continue the interview,
Erev | Next I Leave | Brev | i Next I Leave
. .
Figure 3 Figure 4

Click the Skip Interview button. You will now see the Creating New Company information box.
Using your mouse, click in the field beside Company Name and type your company’s name (in this case,

Tennessee Computers). Using the TAB key, move to the Legal Name field. (The TAB key is used to move

between fields, while the ENTER key and the arrow keys, to some extent, are used to move within a field).
By default, QuickBooks Pro uses the company name as the legal name. If this is not the case for your

company, simply type in the correct legal name.

Now TAB to the Address field and type the
company’s address (1347 Oaks Road, Metropolis, TN
47382). You can now move through the rest of the
fields. For this example, assume that the Country is
U.S., the Phone # is (423) 668-7643, the FAX # is
(423) 668-1476, the E-mail address is help@
tennesseecomputers.com, the Web Site is
www.tennesseecomputers.com, the First month in
your fiscal year is January, and the First month in
your income tax year is also January.

This brings you to the Income Tax Form
Used field. Clicking the drop-down arrow at the right
of the box produces a list of the income tax forms used
by different business organizations. For this example
choose Form 1040 (Sole Proprietor).

The Creating New Company screen should
now look like the one shown in Figure 5. If so, click the
Next button.

Creating New Company

Please enker wour company name, address,
and the First month of your Fiscal vear,

Cormpany Mame |Tennessee Compukers

Cancel |
= |

Legal Mame |Tennessee Computers Help
Address 1347 Oaks Road
Metropolis, TH 47382
Country us -
Phone # J(423) 668-7543
Faz # J1423) e-1476
E-mail |help@tennesseecnmputers.com
weh Site |www.tennesseecnmputers.com

IJanuary =~
First month in your income kax year I_‘Ianuary -

|Form 1040 {Sole Proprietor)

First month in your Fiscal year

Income Tax Form Used

hd

Figure 5

This takes you to a list of business types for which QuickBooks Pro has created account lists. Since
we want to set up a customized Chart of Account, choose [No Type](Figure 6). (We will set up the account

list later.) Then click the Next button.
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Creating New Company

QuickBooks can help ywou start your company with a preset chart of
accounts, You'll be able o edit the accounts that are created.

Please select the company type

which most closely matches yours,

eneral Business

ccounting/CPA
dvertising/PR
rchitecture
onstructionfContracting
onsulking
arming/R.anching
raphic Design/Printing
ealthcare: General
nsurance

egal

lanuf acturing

-

Listed below are the accounts
QuickBooks will create Faor the:
company bvpe vou have selected.

Next

Prew

L

Canicel

Help

o Accounts):

by Documents

by Computer

.

Figure 6

Filename for New Company

Savein: | ) GuickBaaks 2005

s

L) Components

@CUnvertDS

@Data

[ )0uickBooks Letter Templates
samplejruduct-based business
sample_servlce-hased business

File narme: ITennessEe Computers

=l { T Save I

Save as type:

I QuickBooks Files (% 08w, " 0BA]

d Cancel |
Help /L

Figure 7

QuickBooks Pro now offers you a choice of the directory (Figure 7) in which to store your company
file. For the sake of simplicity, store the file in the c:\Program Files\Intuit\QuickBooks 2005 directory and
let the filename remain Tennessee Computers. Click Save.

You will now see the QuickBooks Learning Center screen (Figure 8). This screen has several
links that can be of assistance as you start a new company. For the time being, however, close this window.

QuickBooks Learning Center x|

QuickBooKs
Learning Center

Welcome to
QuickBooks
ﬁa I Understanding
£ the Basics
%E Customers & Sales
% Yendors & Expenses
@ Ireeentary
=

What's News

¥ Show this window at startup

Welcome to QuickBooks
QuickBooks Overview

The tutarials in the QuickBooks Learning Center will help you get starked right away,
*ou'll get a "big picture” overview of imporkant concepts in QuickBooks, as well as

step-by-step instructions for key tasks.

Get oriented
+ QuickBooks overview

Learning Center tips
+ Yiew the tutorials in the Understanding the Basics section
=+ View other tutorials that are relevant to your business
+ You don't need to view all the kutorials at once
« Feel free to try out what you've learned

+ Come back by selecting QuickBooks Learning Center
fram the Help menu

Beqin Using QuickBooks

Figure 8

As of this point, you have actually started the QuickBooks Pro program. Congratulations! You have
now created the basic setup for your company. However, we still have a long way to go. There are several
other components that must be set up so QuickBooks Pro can keep your records in a meaningful way.
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ACCOUNTS

The account is the most basic division of financial records in the QuickBooks Pro record-keeping
software. There are five basic types of accounts.

Assets
Liabilities
Equity

business is worth.

Income
Expense

What your business owns.
What your business owes.
The difference between assets and liabilities. This type of account tells you what your

Tracks the sources of funds that enter your business.
Tracks the uses of funds that leave your business.

Click on Company in the top menu bar and then choose Company Information... to see a window
that contains the same information as Figure 5. The screen contains one additional field that you need to
complete before proceeding with the example. TAB to the Federal Employer Identification Number
(FEIN is required for payroll) field and enter the Federal Employer Identification Number for Tennessee
Computers (62-6001636). This screen should now look like the one shown in Figure 9. If so, click OK.

Company Infermation Type a help question nskl

[~ Contact Information

Comparny Mame ITennESsee Computers

Address [ 41547 Oaks Road
Metropolis, TN 47382

Country. IUS il

Phone # [(423) e65-7643
Fax # W
E-mail [help@tennesseecomputers.com

Weh Site v tennesseecomputers.com|

Legal Mame ITennessae Computers
Legal Address |1347 Oaks Road

City/State/ZIP IMetropo\is ITN < |47382
-

Legal Country ILIS

i~ Legal Information (Appears on payroll tax forms) ————————————

i~ Company Identification

Federal Employer Identification Mo, 626001636

(FEIM is required For Payroll}

Social Security Number
(55M is used on 109%'s if

no FEIM is entered)

= How Do l?l x|
0K
Cancel
Help

—

r— Report Information

First month in your:

Fiscal Year |January j Tax Year |January

]

Income Tax Form Used |Furm 1040 (Sole Proprietor)

]

r Payroll Tax Form Information

Contact

{Mame of person preparing and signing payroll tax Forms)

Title

Phone #

I
—

Mavigators

You should now see the Navigation Bar on the left side of the screen(Figure
10). Click Company to reveal the Company Navigator (Figure 11).

Now click the Chart of Accounts icon located inside the Company
Navigator at the bottom of the window. The Chart of Accounts window (Figure
12) is the screen from which you will set up your basic company account structure,

Figure 9

ﬁ Company

52 Customers

E Yendors

‘ﬁ Employees
Banking

£ Business Services

ﬁ Reports

Help & Support

Open Windows

Cuztomer Mavigator

Figure 10

according to the five types of accounts listed above. (You should notice that QuickBooks Pro has created five
accounts for you. Payroll Liabilities and Payroll Expenses deal with the payroll feature and will be used if you
are planning to use QuickBooks Pro to calculate your payroll. Retained Earnings deals with the profit or loss
of the business due to net income. Owner’s Capital and Opening Balance Equity will be discussed more in a
later chapter.) To create a new account, click the Account button at the bottom of the Chart of Accounts
window and then click New. This brings up the New Account screen as shown in Figure 13.
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* Compary Navigator

FuChart of Accounts

Tvpe a help question | Ask % How Do I?

[ e —
Balanca Total
o~ . Tem Rolatod Activitios Liabilities COther Current Liability
£ A & +Opening Bal Equity Equity 0.00
e Wady R c +Owner's Capital Equity 0.00
N +Draws Equity 0.00
= ¥ - s +Investments Equity 0,00
- [ o
&5 a,_? Q,% w h L icom od Fupens Gugh +Retained Earnings Equity
Py Tobe U Bahp shp # oo e +Payroll Expenses Expense

ot | o ]| | A5 CiewesShae Databans

I T ———

Memaornzed Reports Hep |

[company =l

3o Tas Darrars dus
¥ Qughen w2 oref 10980 T P!

ik Checks, Fomms L Supples S Flommd e ket
ks basrivasy ko Larhes gref sagies with Duickflced s Chacky oy ard

~| Activiies ~| Reports v||'Includeina_ctive

QuickBooks Mechant Aceomt Sermcn Pl e bt

__-s_tf Agcect cred caedy with eare No addtionsl poffmars or hardwsps neaded Lagen moss

Figure 12

Figure 11

Type 9 oK |
Cancel |

Mame | Mect |
[ Subaccount of I J [ Account is

inactive
Description |
Bank Acck, Mo, |
= How Do Ich
Taxline |<Unassigned: A the rifE tax Ine?
the rght tak Iine:

Opening Balance I as of Igg|,'13|,'2005 E Am I entering the

correct opening
Remind me to order checks when I print check number I balance and date?

%Sy  Order Checks

Figure 13

The first account that we need to create is a checking account for the company. To do this, click the
drop-down arrow beside Type and choose the type of account that you would like to create. For a checking
account, choose Bank. Then TAB to the Name field and give the account a descriptive name that is easily
recognizable (in this example, use Checking). Since the Checking account will not be a subaccount of any
other account, TAB through this field to the Description ficld. Enter a description of the account, such as

City Bank Checking. Now TAB to the Bank Acct. No. ficld and enter the account number (47413-02).

Now TAB to the Tax Line field. This field is an extremely powerful feature of QuickBooks Pro. One
of the reasons that a firm needs to maintain up-to-date financial records is to ease the burden of preparing
income tax returns. To accomplish this, QuickBooks Pro allows accounts to be assigned to IRS tax form lines.
The lines that are available depend on the income tax form that was chosen in the Creating New Company
screen (Figure 5). For a firm that is organized as a sole proprietorship, the balances in asset, liability, and equity
accounts (commonly known as balance sheet accounts) are not reflected on the income tax return. Therefore,
click the drop-down arrow beside the Tax Line field and choose <Not tax related> for our checking account.
This is the option to be chosen for all balance-sheet accounts. However, the information contained in income
and expense accounts (commonly known as income statement accounts or profit and loss accounts) are

Using Computers to Manage the Modern Business
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shown on the end-of-the-year income tax return. Therefore, when you create this type of account, choose a tax
line appropriate to the name of the account you are creating.

Now TAB to the Opening Balance ficld and enter 13,000.00 as the opening balance of the checking
account on the day that the company adopted QuickBooks Pro as its financial record-keeping package. Now
TAB to the as of field. Set the date for the opening balance of the account (in our example, set the as of date
to December 31 of the previous year). When you finish, this screen should look like Figure 14. If so, click
Next to create another account.

Type |Bank ﬂ oK |
Cancel |

Tame |Checking Tk |
" Subaccount of | J [~ Account is

inackive

Description |City Bark Checking

Biank Acck, Mo, |4?413.02

ﬂ How Do I choose
the right ks line?

Opening Balance |13jgug.gg as af |12|.'31|.'g4 E & I entering the

Correct apening
Rerind rme bo arder checks when I print check number I balance and date?

Tax Line | <Mk kax related =

% Order Checks

Figure 14

Now create the following accounts for our company. Use December 31 of the previous year as the
starting date for all balance-sheet accounts and set the tax line for these accounts as <Not tax related>. Indented
accounts are subaccounts of the immediately preceding unindented account. For example, Acc Depreciation
is a subaccount of Mach & Equipment. This suggests that (in this case) all new capital machinery costs are
to be entered in the Mach & Equipment account and all depreciation associated with capital machinery is to
be entered in the Acc Depreciation subaccount. These accounts, when added together, reflect the book value
of the equipment. To set Acc Depreciation as a subaccount of Mach & Equipment, choose Fixed Asset as
the Type (subaccounts must be the same type as “main” accounts), check the Subaccount of box, and choose
Mach & Equipment in the Subaccount of field.

Enter other relevant information as is shown in the following table.

TYPE NAME BALANCE OR TAX LINE
Bank Money Market 25,000.00
Accounts Receivable Accounts Receivable

Fixed Asset Machinery & Equipment 90,000.00
Fixed Asset Acc Depreciation -15,000.00
Accounts Payable Accounts Payable

Other Current Liability Line of Credit 10,000.00
Long Term Liability Note - Machinery & Equipment 35,000.00

Using Computers to Manage the Modern Business
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TYPE NAME BALANCE OR TAX LINE
Income Sales Income Sch C: Gross receipts or sales
Expense Bank Charges Sch C: Commissions and fees
Expense Contract Labor Sch C: Labor, cost of goods
Expense Service & Repair Labor Sch C: Labor, cost of goods
Expense Installation Labor Sch C: Labor, cost of goods
Expense Depreciation Expense <Unassigned>

Expense Dues & Professional Services Sch C: Legal and professional fees
Expense Employee Benefits Sch C: Employee benefit programs
Expense Freight Expense Sch C: Other costs, COGS
Expense Fuel & Oil Expense Sch C: Car and truck expenses
Expense Insurance Expense Sch C: Insurance, other than health
Expense Interest - Non Mortgage Sch C: Interest expense, other
Expense Inventory Purchases Expense Sch C: Purchases, cost of goods
Expense Marketing Expense Sch C: Advertising

Expense Rent Expense Sch C: Rent/lease other bus. prop.
Expense Repairs Expense Sch C: Repairs and maintenance
Expense Building Sch C: Repairs and maintenance
Expense Machinery & Equipment Sch C: Repairs and maintenance
Expense Office Supplies Sch C: Office expenses

Expense Repair & Service Supplies Sch C: Supplies (not from COGS)
Expense Taxes & Licenses Sch C: Taxes and licenses
Expense Utilities Expense Sch C: Utilities

Expense Electricity Expense Sch C: Utilities

Expense Phone Expense Sch C: Utilities

Expense Water Expense Sch C: Utilities

Other Expense Capital Gains/Losses <unassigned>

Other Income Freight Income Sch C: Other business income

This is a good time to discuss the different types of computerized financial record-keeping systems
available. These systems generally fall into two categories: single-entry and double-entry. Single-entry
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bookkeeping usually consists of listing the income and expenses of a business and perhaps denoting what
business enterprise they are associated with. One example of a single-entry financial record-keeping system
is your checkbook register. It is a listing of your income (deposits) and expenses (checks written) with a
description of each transaction shown in the memo space. Other examples of single-entry accounting include
software packages such as Intuit’s Quicken® and Microsoft’s Money®.

A single-entry system is the simplest record-keeping system available. This type of system is usually
relatively easy to implement, and its output (reports) can be formatted to fit a wide variety of needs, from
business management to tax management. However, this type of system does have some drawbacks.

A major drawback to a single-entry record-keeping system is its inability to easily track accounts
receivable or accounts payable. In the case of accounts receivable, a business usually has a large number of
customers who are buying “on account.” It is very important for the owner or manager to identify overdue
accounts easily.

Another drawback to this type of record-keeping system is its inability to track inventory easily.
Keeping track of inventory in a business is not an easy thing to do. However, it is very important for the owner
or manager to be able to keep a fairly close account of the business’s inventory. Inventory should be tracked
to prevent losing market share from the promise of goods to customers that are not in inventory or to help
identify excessive loss through theft or waste.

A double-entry financial record-keeping system can remedy Account Name
these problems. To do this, the double-entry system uses a set of et side Right Side
accounts that are simply records describing the effects of various
transactions on the business. The basic account has three parts: (1) the
name of the account (such as Checking); (2) a method for recording
increases in the monetary value of the account; and (3) a method for Figure 15
recording decreases in the monetary value of the account.

Debit Credit

A graphical description of an account is shown in Figure 15. This type of description is known asa T
account because of its similarity to the letter 7. The left side of the 7 is known as the debit side and the right
side of the T is known as the credit side. While we will not see this type of graphical depiction in QuickBooks
Pro, we will use the terms debit and credit to denote increases

. . Asset A t Liability A t
and decreases in the value of a particular company account (the S e Ty e
acc Oul’lt balanc e) Debit Credit Debit Credit
Normal Balance Normal Balance
Unfortunately, we cannot say that all account balances
. . . Increase Decrease Decrease Increase
are increased or decreased with an entry to the same side of the
T. An asset account is said to normally have a debit balance. Equity Account Income Account
y
This means than an entry to the left-hand side of the T increases p..; Credit Debit Credit
the account balance (increases the value of the asset), while an
entry to the right-hand side of the T decreases the account Normal Balance Normal Balance
balance (decreases the value of the asset). Using the same type Decrease Increase Decrease Increase

of logic, a liability account has a normal credit balance, an
equity account has a normal credit balance, an income account

Expense Account

. Debit Credit
has a normal credit balance and an expense account has a normal
debit balance (see Figure 16). These different “normal Normal Balance
balances” are the means by which a record-keeping system Increase Decrease

keeps your books “in balance. Figure 16
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For example, suppose you write a check for $100 to cover electricity usage for a particular month. In
a double-entry system such as QuickBooks Pro, two entries will be made. First of all, writing the check will
decrease the value of the checking account, so a credit entry of $100 will be made to the Checking account.
The second entry involves the electricity expense account. Since you have used more electricity, the amount
of money that you spend on electricity has increased. Therefore, a debit entry of $100 will be made to the
Electricity Expense account. This causes the total value of debit entries ($100) to equal the total value of credit
entries ($100) and your books are in balance.

Now that we have created these additional accounts, let’s look at the Chart of Accounts screen again
(Figure 17). Note that QuickBooks Pro has created one additional equity account: Opening Bal Equity. This
account shows how much your business is worth at the implementation of the record-keeping software.

FuChart of Accounts Tvpe a help question Ask- ¥ How Dm
Iame % | Type Ealance Total

+Checking Bank 13,000,00 |
+Maney Matket Bank 25,000.00
+fAccounts Receivable Accounts Receivable 0.00 =
+Machinery & Equipment Fixed Asset 75,000.00
+Ace Depreciation Fixed Asset -15,000.00
+Accounts Payable Accounts Payable 0.00
+Line of Credit Other Current Liabiliey 10,000,00
+Payrall Liabilities Other Current Liabiliey 0.00
+Mote - Machinery & Equiprient Long Terr Liability 35,000.00
+0pening Bal Equity Equiky &3, 000,00
+Owner's Capital Equity 0.00
+Draws Equiky 0.00
+Investments Equiky 0.00
+Retained Earnings Equity
+5ales Income Incarme
+Bank Charges Expense
+Contract Labar Expense
+Installation Labar Expense
+Service & Repair Labar Expense
+Depreciation Expense Expense ﬂ
" hccount v Activities Reports ~ I |_ Include inackive
Figure 17

Now let’s examine the Chart of Accounts more closely. First of all, think about the Accounts
Payable and Accounts Receivable accounts. Remember that we did not specify opening balances for these
accounts as we did for the other balance-sheet accounts. This is because outstanding balances in these accounts
are tied to individual vendors or customers. For example, if you owe the water company (an individual vendor)
$132.27 for one month’s water usage, that amount is tied to that particular vendor through Accounts Payable.
The same type of logic applies to Accounts Receivable.

Second, there are several accounts that we did not set up that most businesses will use in their day-to-day
operations. These include (but are not limited to) payroll expense, liability accounts, inventory asset accounts,
and cost-of-goods-sold accounts. QuickBooks Pro has specific ideas on how these accounts should be set up
and the software will create the accounts for you.

Finally, there are other accounts (such as Bad Debt Expense) that we will need in the future. We will
set these accounts up on an “as needed” basis as we work our way through the example. Now close the Chart
of Accounts window.
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TERMS

QuickBooks Pro uses “Terms” to show not only the date by which you expect payment from your
customers and the benefits you will give them if they pay within a shorter time than required, but also the date
by which vendors (creditors) expect payment from you and the benefits they will give you if you pay within a
shorter time than required. However, it could be difficult for you to set up terms for each vendor since each
particular vendor could have (and probably will have) a unique payment structure. For this reason, we will only
concern ourselves with the terms that we give to customers to guide them in making their payments. For
example, one common term not only gives a customer 30 days to pay an invoice, but also gives that customer
a 2 percent discount if the invoice is paid within 10 days.

We will demonstrate two terms in this example. The first term describes an invoice that is due in 30
days, but gives a discount of 2 percent to the customer if it is paid within 10 days. The second term describes
invoices that are due on a particular day of the month.

To create the first term, choose Lists, Customer & Vendor Profile Lists, and then Terms List.
This brings up the Terms List window. Click the Terms button and then New to see the New Terms screen.
Type the name of the term in the Terms field; in this case, it is 2%10, Net 30. Since this is a standard term (it
is not driven by a particular date), all our entries will be made in the top half of the window. Make sure that
the circle beside Standard is checked and fill the remaining fields in as follows.

Net due in 30 days
Discount percentage is 2.0%
Discount if paid within 710 days

When you finish, this screen should look like the one shown in Figure 18. If so, click Next to create

the other term.
Type a help question | Ask * How Do I?

Terms IZ% 10, Mek 30 oK |
% Standard Cancel |
Mek due in |3I:| days, ek |
Discount percentage is I 2.0% . [T Term is inackive

Discount if paid within | 10 days,

ret due before the |1 Eh day of the month,
De the next month iF issued within ||:| days of due date,

Discount percentage isl 2.0% |5

Discount if paid before the |1 th day af the month,

Figure 18

The second term is a date-driven term that stipulates that invoice is due on the 15th day of the month,
due the next month if the invoice if issued within five days of the due date, and the discount percentage is 2
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percent if the invoice is paid before the seventh day of the month in which the invoice is due. Give the term
aname of Net due 15th, 2% if before 10th and click the circle beside Date Driven. Now enter the following
information to describe the term:

Net due before the 75th day of the month

Due the next month if issued within 5 days of the due date
Discount percentage is 2.0%

Discount if paid before the 70th day of the month

When you finish, the New Terms screen should look like the one shown in Figure 19. Choose OK
to close the New Terms window and then close the Terms List screen.

Type a help gquestion | Ask * How Do I?

Terms INEt due 15th, 2% if before. .,

" Standard Caricel
et due in ||:| days, Me:xk |
Discount percentage is I 2.0%: | [T Termis inactive

Liscount if paid within ||:| days,

i= Date Driven
ret due before the |15 th day af the month,

Duie the next month iF issued within |5 days of due date,

Discount percentage isl 2.0% .

Discount if paid before the |1|:| th day af the month,

Figure 19
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VENDORS

A vendor is a person or company from whom you buy goods or services. Types of vendors include
utility companies, software companies, component supply companies, parts houses, etc. This list also includes
1099 contractors (to be discussed later).

To enter the vendors, choose Vendors from the Navigation Bar to reveal the Vendors Navigator.
Now click on the Vendors icon. This reveals the Vendor List window. To add a vendor, click the Vendor
button and then New to bring up the New Vendor screen.

The first vendor to enter is City Bank (the vendor to whom you will make payroll tax liability and loan
payments). Information that we need to complete the New Vendor screen is as follows:

City Bank

P.O. Box 1702
Metropolis, TN 47382
Contact: Jim Beasley
Phone: (423) 668-4326
Fax: (423) 668-7316

To enter this particular vendor, type the vendor’s name (City Bank) in the Vendor Name field and
press TAB. In the Opening Balance ficld enter 0.00 (since there is no opening balance for this vendor) and
set the as of date field to December 31. Press TAB and retype the vendor’s name (City Bank) in the
Company Name ficld. Type the name in this field the way you would want it to appear on a check. TAB

through the personal name fields until you get to the Address ficld. You will see that QuickBooks Pro has
already entered the company name for you. Enter the remaining portion of the company address and press

TAB.

You are now at the Contact field. The gy Tome = help quection [Ask . ow Do 17
contact at City Bank for Tennessee Computers is | vendorteme  [cty b
Jim Beasley. Type his name in this field, and, in | ©rennaBakne fo.o o= of 125172004 B the cponine fanes? i
the same manner, enter the bank’s phone number | [address o | addiionaiir | CN%:I"
and fax number in the appropriate fields. When || cpuymarefayom— contst [roomir ;elp |
you finish, this screen should look like Figure || wmsi. [ Phone  [(429) ees-4326 N
20. If so, click Next to enter another vendor. Frsthame [~ mp[ " Fax faegessae | M

lastMame [ aepn [

It is prudent to take a moment to talk || Asmes  [S5K T_'m:ntm I—I
about the opening balance fields. These fields MeoRols, TH 47502 |
(when we are concerned with vendors) deal with Iciy Bank
Accounts Payable.  Earlier we discussed _ adress Dot |
Accounts Payable and Accounts Receivable
and talked about how those balances are tied to
specific vendors and customers. These fields are

where you would enter the outstanding balance
and beginning date information for the particular
vendor - in this case, City Bank. In our example,
we are assuming that we are current in liabilities in this organization, so we will leave the Opening Balance
field set as 0.00.
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It is important, however, to realize what numbers should be included in the Opening Balance field
concerning Accounts Payable and Accounts Receivable. These numbers should reflect short-term obligations
only and should not show any long-term obligations such as machinery and equipment loans or mortgages. For
example, our first vendor is City Bank. We make two types of payments to this vendor: payroll tax liability
payments, and machinery and equipment loan payments. Since payroll tax liabilities are short-term obligations,
we would enter the balance of payroll tax obligations due from the paychecks created in December of the
previous year (assuming that the payroll liabilities are paid monthly) in the Opening Balance. However, we
would not enter the $35,000 Machinery & Equipment loan nor the Line of Credit that we owe City Bank into

this field. If we did enter the balance of the machinery and equipment loan into Accounts Payable,
QuickBooks Pro would assume that this balance is a scheduled payment and is due now in its entirety.

Now enter the following vendors and their relevant information in the same manner as you entered City
Bank. Assume an Opening Balance of $0.00 if none is supplied in the following table. When you finish, close

the Vendor List window.

TN Dept of Revenue
P.O. Box 17048
Nashville, TN 37201
Contact: Joe Richards
Phone: (615) 832-1411
FAX: (615) 832-1746

Metropolis Mutual Insurance
2112 Simpson Road
Metropolis, TN 47382
Phone: (423) 668-3438

Friend of the Court
1405 Belvedere Street
Metropolis, TN 47382
Phone: (423) 668-8476

Microsoft

P.O. Box 37601
Fredericksburg, CA 47901
Contact: Jana Middleton
Phone: (813) 794-4444
Fax: (813) 794-8326

IBM

P.O. Box 78432

New York, NY 47321

Contact: Ab Smith

Phone: (212) 473-4361

FAX: (212) 473-8444

Opening Balance: $8,500.00 as of December 31

Seagate

Old Mill Road
Winchester, IA 84432
Contact: Jim Smith
Phone: (511) 368-4326

Office Super Store
7679 Oaks Highway
Metropolis, TN 47382
Phone: (423) 668-8925

Computer Wholesale Supply
P.O. Box 17432

Los Angeles, CA 47901
Phone: (813) 334-8413

Metropolis Utilities
South Main Street
Metropolis, TN 47382
Phone: (423) 668-1376

TN Dept of Labor & Workforce Development
P.O. Box 15645

Nashville, TN 37201

Phone: (615) 852-7143

Contact: Phil Sheridan

After entering all vendors, choose OK to close the New Vendor screen and then close the Vendor

List window.
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1099 CONTRACTORS

QuickBooks Pro considers 1099 Contractors to be vendors, not employees (in compliance with federal
labor laws). These contractors are entered into QuickBooks Pro in much the same way as our previous
vendors, with two additional entries.

First of all, you must use the 1099-Mis¢ o S - - b aeon Ask ~ Howborz| x|
Setup screen to assign accounts to the 1099 [TZ-—a] [ #vPeferences | Company Preferences | o |
categories that are applicable to your company. st Do you Fie 1099 MIse formsr. EHeE Ol caneel |
: : ) Sdest | Doyoufie 1099MISC forms? s
To configure this screen, click the Edit menu To create 1039s: e |
1. Verify vour 1099 vendors faul
and Choose Preferences L. to reVeal the Sales Tax z P'i1ck|a single;ccoub?tErl"SeIected Accounts.,." ko choose multiple accounts For w
. the li in Ehe . 0
Preferences window. Then choose the Tax: | 3. Rovion the Throshokd vakis also see:
1 099 1C0n al’ld Clle on the gom pany Send Fortns 1099 Cakegor Account Threshald General
Preferences tab. This screen should look like | €8 e — o L
1 . 1 1 Service Box 3: Other Incame Maone 0.00
the one shown in F. igure 21. Now click in the |, | [ e e e oo
Account column beside Box1: Rents and use oS Ty e e 010
0x B Medical Payments jone .
the drop-down arrow to choose Rent Expense as Box 7: Nenemplayes Conpensation [Nene 600,00
. . . Box 8! Substitute Payments Mone 10,00
the expense account to be associated with this Box 5: Direc Sals Hane s
1099 form category. Now click in the Account

column beside Box 7: Nonemployee
Compensation and use the drop-down arrow
to choose Selected accounts. This brings up a separate Select Accounts screen with all expense accounts
showing. Click on the Contract Labor, Installation Labor and Service & Repair Labor accounts (Figure 22).
Then click OK. The Company Preferences screen should now look like the one shown in Figure 23. If
so, click OK.

Figure 21

Preferences Type a help question Askl % How Do I? 1[
Select Account x|
AI My Preferences I Company Preferences I oK |
' Manual Mote - Machinery & Equipment = @
Select th ¢ from the list, th Opening Bal Equity
e Owner's Capital Sales & Do you fie 1099-MISC forms? % Yes  Ho G
: Draws J Cuskamers
= Aukomnatic Investments To create 1099s: H;lpl
Feetained Earnings .
Enter the exact account below, then Sales Income Sales Tax 1. Werify your 1099 vendors Default |
dlick OK. Bank Charges 2. Pick a single account or "Selected Accounts..." to choose multiple accounts For —
[ j Cankract Labar the lines in the table below,
Installation Labor 3. Review the Threshold values Also See:
I Service & Repair Labar —
Apply | Depreciation Expense - send Forms
1099 Categor Account Threshaold General
a7 | % B 1: Rents Rent Expense 600,00 =
Box 2: Rovalties Mone 10.00
Cancel | Service Biox 3t Other Income Mone 0.00
Connection Box 4: Federal Tax withheld Mone 0.00
3 Box 5: Fishing Boat: Proceeds Maone 0,00
Figure 22 o
Box 6: Medical Payments Maone 0,00
anEmip Compensation Selected accour ¥
Biox 8: Substitute Payments Mone 10.00
Biox 9 Direct Sales Mone 5,000.00
=]
.
Figure 23

You are now ready to enter the 1099 contractors for Tennessee Computers into QuickBooks Pro. As
before, click on the Vendors icon located within the Vendors Navigator. When the Vendor List window
appears, click the Vendor button and then New to add new vendors. You are now at the New Vendor
window. [If you are entering private individuals as vendors (or as customers), it may be easier to sort these
names by the last name rather than the first name. To have QuickBooks Pro sort names in this manner, enter
the last name first and the first name last in the Vendor field. In our example, you would enter Allen, Fred
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in the Vendor Name field to sort Fred Allen by his last name.] Now enter the following information for the
first 1099 contractor:

Fred Allen

500 Oaks Road

Metropolis, TN 47382
Phone: (423) 668-4316

SS# (Tax ID#): 400-97-6236

For QuickBooks Pro to recognize this vendor as a 1099 contractor, certain fields must be completed.
You must have an address with the two-character postal abbreviation for the state in which the 1099 contractor
resides (for Tennessee, this abbreviation is 7V) and you must include the ZIP Code in the address. Second, you
must have a Social Security number for the 1099 contractor entered in the Tax ID field. Finally, you must
check the Vendor Eligible for 1099 box. The Tax ID field and the Vendor Eligible for 1099 box are
located in the Additional Info screen of the New Vendor window. When you finish, the Address Info and
Additional Info screens should look like those shown in Figure 24 and Figure 25. If so, click Next to enter
the remaining 1099 contractors. Their information is located in the following table

Type a help question | Ask # How Do I? -E Type a help question | Ask! ¥ How Do I?
Yendor Mame [allen, Fred Wendor Hame |allen, Fred
How dio I determing 0K | = Howe do T determine |
Opening Balance | as of [oyjoifzo0s 8| e opening balance? Opening Balance | as of [n1j01jz005 | @ the opening balance?
Cancel | Cancel |
Address Info I Additional Info I Address Info I Additional Info I
Mexk | et |
Company Nama| Contack |Fred Allen Help | Account Mo, . Help |
Mr fMs. Phone |(4213) 666-4316 r Vendat is Categorizing and Defaults Custom Fisds il Yendor is
Firsk Mame I—Fred M.I I_ Fat l— inackive Type inackive
Last Mame |.Q||en Al Ph, | j
Mame and Alk, Contact | s
Fred Allen . l—
Address 500 Caks Road Emal A
Metropaolis, TH 47352
Print on Check as Credit Limit l—
| TaxI  [so0-o7-6236
w [ wendor eligible for 1099 Define Fields |
. Figure 25
Figure 24
Eduardo Gutierrez
Sam Jones 473 Sparta Hwy
1743 Homewood Lane Metropolis, TN 47382
Metropolis, TN 47382 Social Security #: 107-68-4136

Social Security #: 561-78-4236

R« Yendor List Type a help question | Ask % How Do 127 x|

Balance Total

City Bank
Computer Wholesale Supply
Friend of the Court:

When you finish, the Vendor List should look like [euer: cawrse

1EM 8,500, EIEI

. H Jones, Sam 0,00
Flgul"e 26. If SO, CIOSG the Vendor LISt. Metropolis Mutual Insurance 0,00
Metropolis Ukilities 0.00

Microsoft 0.00

Office Super Store 0.00

Seagate 0,00

TH Dept of Labor & Workforce Development 0,00

TH Dept of Revenue 0.00

_ Wendor vil Aciviies v | Reports v |[T Incude inactive

Figure 26
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CLASSES

QuickBooks Pro can use “classes” to track the various profit or cost centers of the business. General
Motors, for example, could define its classes or profit centers as Chevrolet, Oldsmobile, Pontiac, Buick,
Cadillac and Light Trucks. The classes we will use in the example are Product Sales, Service & Repair and

Overhead.

You should first enable class tracking in |- - qucstion [Ask | HowDo T2 x|
QUiCkBOOkS Pro. Todo this, choose Edit and B My Preferences I Company Preferences ] oK |
then choose Preferences . ... Now choose the [t pecoa s Concel |
Accounting icon in the Preferences window T — _ ot |
and click on the Company Preferences tab. ¥ Reauire accounts efot_|
Using your mouse, check the box beside Use | s ¥ Use dags tracking also see:
class tracking. We will not use numbered | ot b ot s casses Genersl
accounts in this example, so leave the Use | %, I e e e e ey Enployens
account numbers box unchecked. Leave | e ¥ tam when posting a transaction to Retained Earrings
Automatically assign general journal Cosngdate o
entry number and Warn when posting a | “™* L]
transaction to Retained Earnings checked. | 48 el ot R bl
Finally, make sure that the Require accounts opicsnons <] et |
box is checked, since the account is the basic Figure 27

division of information that will provide us the
means to manage our business more effectively.
27. If so, click OK.

Now let’s create the classes that will be used in this

example. To do this, click the Lists menu and then choose
Class List. This brings up the Class List window. To create
a new class, click the Class button and then New. Enter the
first class (Product Sales) as shown in Figure 28. Then click
the Next button to enter the remaining classes mentioned above.
When you have entered all classes, click the OK button to return
to the Class List window. Now, close the Class List screen.
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This window should now look like the one shown in Figure

Class Name |Product Sales oK

™ subclass of

| ]

Class is

inackive

Caniel |
I

ek

Figure 28
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ITEMS

The items list is a list of the individual products and/or services that you can buy from a vendor, sell to
a customer, or buy from a vendor and resell to a customer. The types of items most commonly used in
QuickBooks Pro are:

Service Services you charge a customer for or services you purchase from a
vendor.
Examples: Professional fees, repair labor

Inventory Part Items you purchase (or manufacture), track in inventory and then resell.
Examples: Computer systems, software packages

Non-Inventory Parts Items you purchase but do not resell, items you sell but do not purchase,
items you purchase and resell but do not track in inventory.
Examples: Mouse pads, wire, diodes

Other Charges Other charges on a sale or purchase.
Examples: Freight charges, finance charges

Subtotal The subtotal on several items before calculating a discount, finance
charge or special sales tax.

Discount The amount to be subtracted from a subtotal.
Sales Tax Item A single sales tax calculated from a product’s price.
Payment Payment received at the time of invoicing so that the amount owed on the

invoice through Accounts Receivable is reduced.

While we will use a number of these item types in this example, we will not use all of them. One of the
most important items we will use is the item that calculates the sales tax that we must collect from our customers
and then pay to the Tennessee Department of Revenue. To create this item, choose the Edit in the top menu
and then choose Preferences . . .. Choose the Sales Tax icon located in the left of the Preferences
window. Choose the Company Preferences tab. Click Yes under
the question Do You Charge Sales Tax? In thc Owe Sales Tax
area, choose As of invoice date (Accrual Basis) if youare onan 2/ " """ = T T T e
accrual system, or, Upon receipt of payment if you pay sales tax on
a cash accounting basis. Choose Monthly in the Pay Sales Tax area
and set the Most common sales tax as Sales Tax. After pressing Figure 29
TAB, you will see an Item Not Found screen (Figure 29). C lick
Yes to enter the new item.

Item Not Found

CuickBooks does not have sales tax information for *Sales Tax',

Using the drop-down arrow beside Type, choose Sales Tax Item. Give the item a Tax Name of
Sales Tax and a Description of Sales Tax. Enter 9.25 as the Tax Rate (%) and designate the TN Dept of
Revenue as the Tax Agency. When you finish, this screen should look like the one shown in Figure 30. If
so, click OK to exit the New Item screen. The Preferences screen should now look like the one shown in
Figure 31. If so, click OK.
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B - - felp question |Ask| = How Do I? | x| Preferences Type a help question |Ask | = How Do 1?7 x|
- Tvpe oK AI Iy Preferences I Company Preferences I oK |
Wﬂ Use to caleulate a single sales tax at a specific rate I%
that you pay to a single kax agency,
Cancel Purchases Do ¥ou Charge Sales Tax? Owe Sales Tax Eemeel |
& Vendars  es Mo & s of nvoice date e
Tax Name ey {Accrual Basis) =lp
Sales Tax gps OEl ‘» Upon receipt of payment Default
Reminders Cash Basi =
Desctiptian I 1tem is inactive Default Sales Tax Codes {Cash Basis)
[sales Tax o Taxable |Ta>< j Pay Sales Tax Also See:
Tax Rate (%)  Tax Agency
R ts & Non-Taxable INon =
| 9.25% |TN Dept of Revenue j ZE;;hss - J 9 Manthly General
Sales tax codes allow you to track 7 Quarterky
@ why sales are either taxable or  annualy
3 non-taxable. =
Figure 30 et
Cuskamers Set Up Sales Tax Ikems
% Mast comman sales kax ISaIes Tax j
Sales Tax ¥ Mark baxable amounts with "T" when printing
Set up a sales tax ikem For each rate that yvou collect For a sales bax autharity,
@ I you are required to collect sales tax for multiple authorities, set up a sales
Send FUFmS_I tax group to combine the sales tax items For proper tracking,
-

Figure 31

QuickBooks Pro now reveals the Updating Sales Tax information window (Figure 32). Notice that
QuickBooks Pro has defaulted to check the two options available in this window. The first option, Make all
existing customers taxable., means that all previously created customers and all new customers are
assumed to be taxable until you change this option. The second option, Make all existing non-inventory
and inventory parts taxable., means that all existing and future parts are assumed to be taxable. The safest
route for your company to take is to leave these options checked. After all, it is easier to refund sales tax
charged in error than it is to try to get a customer to pay sales tax after the sale has been made. And it is very
easy to disable the sales tax for a particular customer or a particular part either from the customer or part set-up
screen or from the entry form of a particular sale. Leaving these options checked, as we are going to do for this
example, is an easy way to keep yourself and your company out of trouble with your state’s department of
revenue. To close this screen, click OK. You will now see a Warning screen like the one shown in Figure
33 that tells you that QuickBooks must close all windows to change this preference. Click OK.

Updating Sales Tax x| _

v Ei"-'1-ake all existing customers taxal:ule.g 1 QuickBooks must cose all windows ko change this preference,
= e )

i~ Make all existing non-inventory and invenkory
parts kaxable,

0K | Figure 33

Figure 32

Since we will want to track the inventory status of many of the items we will sell, we need to enable the
inventory tracking feature of QuickBooks Pro. To do this, again click the Edit menu and choose
Preferences . ... Now choose the Purchases & Vendors icon. Click on the Company Preferences
tab and check the box beside Inventory and purchase orders are active. This window should now look
like the one shown in Figure 34. If so, click OK.
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Preferences Type a help question Askl = How Do I?| 1'
! My Preferences I Company Preferences oK |

Purchase Orders and Inventaory

Cancel

¥ Irwventory and purchase orders are active.: I
Help |
[V ‘warn about duplicate purchase arder numbers,
[¥ wiarnif mot enough inventory quantity on hand {QOH) to sall, Default |
1.1:.- Also See:
Reports & General
Graphs
Sales and
I@ Cuskomers
Sales & Entering Bills
Customers —I Eills are due |10 days after receipt
[+ wiarn about duplicate bill nurbers From same vendor
Sales Tax
Paying Bills
@ [ Automatically use discounts and credits
Send Forms Defaulk Discount Account I J
[

Figure 34

Now we can create the individual items that will be for sale in our store. To do this, click Customers
on the Navigation Bar and then choose the Items & Services icon. This brings up the Iltem List screen.
As before, click the Item button and then New to reveal the New Item window.

Since there will be many items for sale in a computer store (or, for that matter, any type of business),
you may wish to use an item-subitem setup to make it easier to find a particular item for sales and invoicing
purposes. The first item that we will create is called COMPUTER. Sub-items under COMPUTER will
consist of the various complete computer systems that we will purchase, track in inventory and then resell.
Since we will track the inventory status of these computer systems, use the drop-down arrow beside the Type
field to choose Inventory Part. Then TAB to the tem Name/Number ficld and enter COMPUTER as the
item name. Now TAB to the Description on Purchase Transactions and enter a description of

Computer Systems and press TAB. Leave the Cost as 0.00, the COGS Account as Cost of Goods Sold (this

is an account that QuickBooks Pro will create for you), and leave the Preferred Vendor field blank. Notice

that QuickBooks Pro has copied Computer
Systems from the Description on Purchase Ei N - - = o+ (A< [ = tow 0o ' N >]

Transactions to the Description on Sales ifptTa Lse for goods you purchase, track 2 nventary, and rese. x|
Transactions field. Leave this field as is, N
leave the Sales Price as 0.00, leave the TaX | rennamefunber T Subitemof Ngtldl
Code ficld set as Tax, and use the drop-down | '™ | - ﬁll
arrow beside the Income Account field to | |peswietion on Purchase Transactions Desciption on Sales Transactions ——
choose Sales Income as the account to which the |||~ "™ o =
sales of this item will be charged. Finally, leave | .. — ..

the Asset Account sct as Inventory Asset, the | cossacont [Cotcremossom | Taxcose  [ax v

Reorder Point field blank, the Qty on Hand | /=== B} [meome Account soes ncome 7]

as 0.00, and leave the Total Value field set as | [ Jln™ " s v ontons rovobe oo

0.00. Change the As of date to December 31 of || fientcry asset =l | o [ oo [ e a|

the previous year. This screen should now look

like the one shown in Figure 35. If so, click Figure 35

Next to create another item.
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Now enter the following inventory items.

Type: Inventory Part

Item Name/Number: Pent 11 600

Subitem of: COMPUTER

Description on Purchase Transactions:
Pentium IIT 600 Mhz processor, 40 Gigabyte
Hard Drive, 17" Monitor, 128 Meg RAM, 40X
CD ROM, 3.5" HD Floppy, Windows XP
Cost: $1,200.00

COGS Account: Cost of Goods Sold
Preferred Vendor: IBM

Description on Sales Transactions: Pentium III
600 Mhz processor, 40 Gigabyte Hard Drive, 17"
Monitor, 128 Meg RAM, 40X CD ROM, 3.5"
HD Floppy, Windows XP

Sales Price: $1,500.00

Tax Code: Tax

Income Account: Sales Income

Asset Account: Inventory Asset

Reorder Point: 5

Qty on Hand: 8

As of: December 31 of the previous year

Type: Inventory Part

Item Name/Number: Pent 11 700

Subitem of: COMPUTER

Description on Purchase Transactions:
Pentium IIT 700 Mhz processor, 40 Gigabyte
Hard Drive, 17" Monitor, 128 Meg RAM, 40X
CD ROM, 3.5" HD Floppy, Windows XP
Cost: $1,300.00

COGS Account: Cost of Goods Sold
Preferred Vendor: IBM

Description on Sales Transactions: Pentium III
700 Mhz processor, 40 Gigabyte Hard Drive, 15"
Monitor, 128 Meg RAM, 40X CD ROM, 3.5"
HD Floppy, Windows XP

Sales Price: $1,700.00

Tax Code: Tax

Income Account: Sales Income

Asset Account: Inventory Asset

Reorder Point: 5

Qty on Hand: 8

As of: December 31 of the previous year

Type: Inventory Part

Item Name/Number: COMPONENTS
Subitem of:

Description on Purchase Transactions:
Computer Components

Cost: $0.00

COGS Account: Cost of Goods Sold
Preferred Vendor:

Description on Sales Transactions: Computer
Components

Sales Price: $0.00

Tax Code: Tax

Income Account: Sales Income

Asset Account: Inventory Asset
Reorder Point:

Qty on Hand: 0.00

As of: December 31 of the previous year

Type: Inventory Part

Item Name/Number: HD 40 Gig
Subitem of: COMPONENTS
Description on Purchase Transactions:
Seagate 40 Gigabyte Hard Drive

Cost: $300.00

COGS Account: Cost of Goods Sold
Preferred Vendor: Seagate
Description on Sales Transactions: Seagate 40
Gigabyte Hard Drive

Sales Price: $450.00

Tax Code: Tax

Income Account: Sales Income

Asset Account: Inventory Asset
Reorder Point: 15

Qty on Hand: 10

As of: December 31 of the previous year
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Type: Inventory Part Type: Inventory Part

Item Name/Number: HD 20 Gig SCSI Item Name/Number: Memory

Subitem of: COMPONENTS Subitem of: COMPONENTS

Description on Purchase Transactions: SCSI Description on Purchase Transactions: Simms
20 Gigabyte Hard Drive RAM Memory - 16 Meg Block

Cost: $450.00 Cost: $100.00

COGS Account: Cost of Goods Sold COGS Account: Cost of Goods Sold
Preferred Vendor: Computer Wholesale Preferred Vendor: Computer Wholesale
Supply Supply

Description on Sales Transactions: SCSI 20 Description on Sales Transactions: Simms
Gigabyte Hard Drive RAM Memory - 16 Meg Block

Sales Price: $980.00 Sales Price: $140.00

Tax Code: Tax Tax Code: Tax

Income Account: Sales Income Income Account: Sales Income

Asset Account: Inventory Asset Asset Account: Inventory Asset

Reorder Point: 5 Reorder Point: 20

Qty on Hand: 10 Qty on Hand: 30

As of: December 31 of the previous year As of: December 31 of the previous year

Using the same type of logic, set up the following non-inventory sales items.

Type: Non-Inventory Part Type: Non-Inventory Part

Item Name/Number: ACCESSORIES Item Name/Number: Mouse
Subitem of: Subitem of: ACCESSORIES
Description: Computer Accessories Description: Microsoft PS/2 Mouse
Price: $0.00 Price: $35.00

Tax Code: Tax Tax Code: Tax

Account: Sales Income Account: Sales Income

Type: Non-Inventory Part Type: Non-Inventory Part

Item Name/Number: Mouse Pad Item Name/Number: Keyboard
Subitem of: ACCESSORIES Subitem of: ACCESSORIES
Description: Mouse Pad Description: Microsoft Ergonomic Keyboard
Price: $5.00 Price: $75.00

Tax Code: Tax Tax Code: Tax

Account: Sales Income Account: Sales Income

We have so far taken care of the items that we purchase, track in inventory, and resell, as well as the
items that we are selling, but we do not wish to track the purchases of these items. But what about the items
that we want to track the purchase and sale of, but do not wish to track as inventory? This is the way that we
want to handle our stock of QuickBooks Pro computer software (more on why in a moment). To do this, first
create a main item called SOFTWARE in the same manner as the ACCESSORIES item. Then create another
non-inventory part, give it an item name of @B Pro 2005 and make it a subitem of SOFTWARE. Then check
the box beside This item is purchased for and sold to a specific customer:job. You should notice
that the New ltem screen changes to resemble the screen used for creating an inventory part with one
exception: There is no area to track inventory. Enter QuickBooks Pro 2005 in the Description on
Purchase Transactions ficld, sct the Cost as $160.00, set the Expense Account as Inventory Purchases
Expense and leave the Preferred Vendor field blank. Let the Description on Sales Transactions be
QuickBooks Pro 2005, set the Sales Price as $220.00, leave the Tax Code as Tax and choose Sales Income
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as the Income Account. When you finish, the New Item screen should look like the one shown in Figure
36. If so, click Next to enter another item.

Type 0K |
Mon-inventory Part | Use F_or goods ou buy but donF _tr:‘_nckJ like office
supplies, or materials for a specific job that you Cancel |
charge back to the custamer.,
ek |
Ttem Mame(Nurber ¥ Subitem of "
Cuskom Fi
[aB Pro 2008 [soFTweRe | 4|”s e
[¥ This item is purchased for and sold to a specific customerjob Speling |
Purchase Information ———————— —Sales Information ————————————————— I Item s inacti
Description on Purchase Transactions Description on Sales Transactions emnanie
QuickBooks Pro 2005 QuickBooks Pro 2005
Cost I 160,00 Sales Price 220,00
Expense Account IInventory Purchase... j Tax Code fraz] j
Preferred Yendor I j Income Account  |Sales Income j

Figure 36

Before we move on, let’s think about why we set this item up in this way. Obviously, we want to keep
track of how many software packages we buy and how many we sell. But why would we not want to keep track
of the inventory?

There are many answers to this question. First of all, keeping track of inventory can be a rather tedious
chore because you must continuously count the number of items that you have in stock and then adjust the QB
Pro 2005 item figures accordingly. For some items (such as mouse pads, for example) the cost of the item is
not great enough to warrant keeping up with inventory. Also, you may have special mouse pads created with
your company logo on them and give more away for advertisement than you sell. This is basically the scenario
that we are assuming with the QB Pro 2005 item. Tennessee Computers gives a copy of the software to each
customer who buys a computer system if the customer owns or operates a small business. Keeping up with an
inventory of this product would be a daunting task because software given away is not reflected on a sales
receipt or invoice. Therefore, we have chosen to use a non-inventory part item to determine how many copies
of the software we bought and how many were sold. The difference is roughly the number of copies that were
given away.

Now set up a service item to describe the labor charges EEE =T - - < oo 0 I
involved in repairing and servicing computer systems. Set the o3 Use o e youcharge o o e e —
Type as Service, the Item Name/Number as Labor, the = = ]
Description as Labor, and the Rate as $25.00. Since labor | pote= 2= | | Gsmo |
charges are taxable, leave the Tax Code as Tax and choose |7 s sefamedey asuntraa, auner, o ot rﬁsmt
Sales Income as the Account. When you finish, this screen | o ol
should look like Figure 37. If so, click Next to create another o

ttem. Figure 37

You now need to create an item to deal with customer delivery charges. Since we are not in the delivery
or freight business, choose Other Charge as the Type. Enter Delivery as the tem Name/Number and
Delivery Charges as the Description. Since the amount charged for each delivery will vary, leave the
Amount or % field set as 0.00. The Tax Code should be Non and Freight Income is the Account. When
you finish, the New Item screen should look like the one shown in Figure 38. 1f so, click Next to enter another
item.
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Type i 0K I
’V Other Charge | Use For miscellaneous labor, matetial, or part

charges, such as delivery charges, setup fees, and Cancel |
service charges.
Item Name/Number I subitem of Custom Figlds |
IDe\ivery | J

Spelling

™ Itemis inactive

I This is a reimbursable charge

Description Amourt or % Tax Code

Delivery Charges I 0,00 |Mon j

Accaunt

Freight Income j

Figure 38
MTYDE a help question [ Ask = How Do I?
. . . . Type
The next item to be created is an item that will be used || pomr— Useto e ol amen e e of he I
. sale, IE reduces Ene amount owed an an invoice, Cancel
when a customer purchases goods on account but gives the 4IM
company a down-payment or earnest money. Choose Payment | wentomtinie Custom Pkl
. . aymen
as the item Type and enter Payment in the Item |, ..o __son |
Name/Number field. Enter Initial Payment For Order in the | |=Farmetrer o B Demi nacie
H

Description ficld and leave the Group with other
undeposited funds circle marked. This screen should now B

look like the one shown in Figure 39. If so, click Next to enter || ¢ oegostra e e r
one final item.

Payment Method j

Figure 39

Until now, we have been concerned mainly with items that describe goods and services that we sell.
But items can also describe the goods and services that a company purchases either for its own use or for resale
(much like the case of the inventory parts or the QB Pro 2005 item that we created). We are going to use such
an item to describe some of the 1099 contractor services that we purchase.

Tennessee Computers will make house calls to fix a computer at a customer’s office or home. However,
since this company has only one service technician employed, it relies on 1099 contractors to make the house
calls. Tennessee Computers then charges the customer an increased rate for the visit and in turn pays the 1099
contractor. To create this item, choose Service as the Type and enter Service Call in the Iltem
Name/Number ficld. Now check the box beside This service is performed by a subcontractor,
owner or partner. The New Item screen changes to look much like the one we used when we created the
QB Pro 2005 item. Enter Service Call Labor in the Description on Purchase Transactions field and set

the Cost as $15.00 (the amount per hour that we
pay the subcontractor). Choose Contract B N > - <> 1.-<cr [+ ~ vow Do 17 IR ]

. . T

Labor:Service & Repair Labor as the Expense rra— s o syces you she o or e e x|

Account and leave the Preferred Vendor ficld Ross, MR STRIEIEENS =N
- Mext

blank. In the Sales Information area, leave the | cemtmepumber T subitencr e | -

. . . . - Custom Figlds |

Description on Sales Transactions as Service :i el ! - s |
. W This service is performed by a subcontractor, owner, or partner

Call Labor, Set the Sales Prlce as $25. 00 (the Purchase Information —————————— —~ Sales Information I Item is inactive

amount we charge the customer per hour for service || fr e Tz [ Sees e

calls), and leave the Tax Code as Tax. Choose
Sales Income as the Income Account. When you ||cos [ = Sdesfice | .00
finish, the New Item screen should look like the | |Beerssecout [Correct marery... =] Toxcode frax ]

one shown in Figure 40. If so, click OK to close oottt [ Bl [pomoncnn Fovmeow 8
the New Item screen and then close the Item List

window.

Figure 40
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CUSTOMER TYPES, CUSTOMERS, JOBS AND CUSTOMER MESSAGES

Customers are people or firms who give money to your business for the purchase of goods or services.
As with vendors, customers can be grouped into types so you can track the level of sales to a particular grouping
of customers, such as garden centers, schools or retail establishments.

Assume that your customers will fall into one of five main types: Retail, Businesses, Schools,
Governments or Resellers. The method for entering these types is very similar to the method used earlier to
enter vendor types. Click Lists, Customer & Vendor Profile Lists and Customer Type List. This
brings up the Customer Type List window. To enter new

customer types, click the Customer Type button at the bottomn it LS
of the window and then choose New. This brings up the New | Customer Tvpe [retai - |
Customer Type window. Enter the ﬁr.st gustomer type ™ subtype of p— |
(Retail) in the Customer Type field. This window should | N

ek |

now resemble the one shown in Figure 41. If so, click Next and

enter the other customer types mentioned above. When you - f;;é”lg“er
finish, click OK to close the New Customer Type window inactve
and then close the Customer Type List screen.

Figure 41

We can now set up the customers that our company does business with. To do this, click Customers
on the Navigation Bar to reveal the Customers Navigator and then choose the Customers icon. Click
on the Customer:Job button and then click New. This brings up the New Customer screen as shown in
Figure 42.

k& Mew Customer Type a help guestion | Ask ¥ How Do I? E
Custorner Marne |
- Howe do I determine K
Opening Balance I as of |1."1.fU5 @ the opening balance?

Cancel

Address Info I Additional Info l Payment Info l Job Info ]

i

Mext

Campany | Contact I— Hep |
Marme
Check Credit FIERE I r Cuskomer is
—Iec— = R I - inactive
MrMs. L. I Al Fh. I

First Mame I .1 I Alk, Contack I
Last Marne: I E-mnail I

Addresses
Eill To Ship To

== Copy :>>|
Address Dekails | Address Details | @E
G0 ko Customer

Manager

Figure 42

This is an excellent time to discuss one of the most powerful features of QuickBooks Pro. Click on the
Additional Info tab of the New Customer screen and reveal an area designated as Custom Fields.
Custom fields, as used in QuickBooks Pro, can be used to define many characteristics of your customers,
vendors, employees and/or items. You could indicate whether your customers are local or from out-of-town,
whether a particular vendor is easily dealt with or not, whether your employees are citizens or aliens, whether
they are male or female or any other information that you wish to keep up with.
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We will, in this example, use custom fields to answer one question that is important for any business:
What type of return are we getting for our advertising dollar? Marketing takes many forms in a small business.
It could be accomplished through an advertisement on the radio or in the newspaper, through word-of-mouth,
by bid or proposal submission or in many other ways.

To create a custom field that will tell us what

type of marketing effort is effective in our business, click s

the Define Fields button in the Custom Fields areca. Label Customers:Jobs  Wendors  Employess
This brings up the Define Fields window. Enter |aoverTising .
ADVERTISING in the first Label ficld and check the
box under Customers:Jobs. This screen should now
look like the one shown in Figure 43. If so, click OK.
You will now see an Information screen that tells you
that you have activated custom fields for this list and that

|
|
|
|
|
|
you can use these fields in transactions by turning them |
|
|
|
|
|
|
|

Zancel

Help

il

on in your custom templates (to be discussed later).
Click OK.

After we have modified the forms in
QuickBooks Pro to better suit our business needs, this
advertising field will appear on all invoices, sales
receipts, and proposals. As we are taking each order, we
will ask the customer from what source he or she Figure 43
obtained our company name. We will then enter this
information on our electronic forms. If the customer changed the source of information from one transaction
to the next, we simply enter the new information source on the new transaction form. At the end of a reporting
period, or at any time in between, we can generate a report of what marketing methods are proving to be
profitable and adjust our marketing dollars accordingly.

o o oo o o e
o oo o
o oo o o

Using the same strategy that you used to enter vendors, enter the following customer information. If
there is no entry listed for a particular field, leave that field blank.

Cash Tri City Pumping
Type: Retail 4236 Bristol Hwy
Tax Code: Tax Metropolis, TN 47382
Tax Item: Sales Tax Contact: Joe Guthrie

Phone: (423) 668-3741

FAX: (423) 668-4738

Type: Businesses

Terms: Net due 15th, 2% if before 10th
Tax Code: Tax

Tax Item: Sales Tax
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Super Mart

P.O. Box 4378

Metropolis, TN 47382

Contact: Wally Jobes

Phone: (423) 668-4236

FAX: (423) 668-3811

Type: Resellers

Terms: Net due 15th, 2% if before 10th
Tax Code: Non

City of Metropolis

P.O. Box 1072

Metropolis, TN 47382

Contact: Bob Smith

Phone: (423) 668-7816

FAX: (423) 668-1242

Type: Governments

Terms: Net due 15th, 2% if before 10th
Tax Code: Non

Jim Brown

4278 Manchester Road
Metropolis, TN 47382
Phone: (423) 668-1112
Fax:

Type: Retail

Terms: 2%10, Net 30
Tax Code: Tax

Tax Item: Sales Tax

Big Ed’s Warehouse

P.O. Box 4732

Metropolis, TN 47382

Contact: Judy Davies

Phone: (423) 668-3811

FAX: (423) 668-3614

Type: Resellers

Terms: Net due 15th, 2% if before 10th
Tax Code: Non

Metropolis, TN 47382

Contact: Joe Jenkins

Phone: (423) 668-1188

FAX:

Type: Businesses

Terms: Net due 15th, 2% if before 10th
Tax Code: Tax

Tax Item: Sales Tax

Tax Item:
Jenkins Construction Sparta Nursery
P.O. Box 178 McMinnville Hwy

Sparta, TN 37412

Contact: Joy Burns

Phone: (931) 384-4138

FAX:

Type: Businesses

Terms: Net due 15th, 2% if before 10th
Tax Code: Tax

Tax Item: Sales Tax

When you have finished entering this customer information, click OK to close the New Customer
window and return to the Customer:Job List screen.

We have now taken care of our customers. But what about those customers who have multiple
branches/job sites that are billed or tracked at only one address? One example of this might be the City of
Metropolis. While all invoices are paid from one department (usually the Accounts Payable department), they
have multiple offices to which we sell or service computers. These offices may or may not be in the same
physical location as the Accounts Payable department, so we may have to deliver purchases to multiple
addresses. Inour example, let’s assume that the City of Metropolis has two departments that we service. These
are the City Clerk and the Police Department. To enter these “jobs,” click on the City of Metropolis in the
Customer:Job List to highlight this customer. Then click the Customer:Job button at the bottom of the
screen and choose Add Job. This brings up the New Job information window. Enter City Clerk in the Job
Name ficld and an Opening Balance of $3,700.00 as of December 31 of the previous year. This means
that Tennessee Computers has Accounts Receivable of $3,700.00 from the City of Metropolis for the City

Clerk’s office. Now TAB to the Ship To field and click Copy to copy the Bill To address to the Ship To
field. Change the second line of the shipping address information from P.O. Box 1072 to Room 8, City Hall

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 27



(the physical location of the City Clerk’s office). This screen should now look like the one shown in Figure

EfNew Job | x|
JIob Mame |City Clerk
= Howe do T determing 114 |

Opening Balance  [3,700.00 as o [12/3112004 B the opening balance?

Cancel |
Address Info I Additional Infa I Payment Info ] Job Info I

[exk |
Customer ICity of Metropolis j Contact IBDIJ Smith Help |

Company Namelcity of Metropolis

Phone

[t423) ese-7516

[ Job is inactive

Mt [ Fa [4273) 665 1242
Frsthame [ mn[  aeen [
Last Mame | ale, Contact |
E-mail I—
Addresses
Eill To Ship To

City of Metropolis
P.0Q, Box 1072
Metropaolis, TH 47382

City of Metropolis
Room 8, City Hall
Metropaolis, TH 47382

>> Copy >>|

Address Details | Address Details |

Figure 44

Now click on the Job Info tab. This screen contains information regarding the status of a particular
job. While this information is particularly useful for jobs that have a definite beginning and end, it can also be

used for ongoing projects such as servicing and repairing computers in this department. However, we will not
use this feature for our example.

Click Next to enter another job for the City of Metropolis. Enter Police Department as the Job Name
and the Opening Balance as $0.00 as of December 31 of the previous year. Change the Ship To address
to 5218 Main Street. Then click OK. The Customer:Job List window should look like the one shown in
Figure 45 with the two jobs for the City of Metropolis slightly indented under the customer name. This

signifies that they are jobs for that particular customer. If the screen on your computer resembles the figure
shown below, close the Customer:Job List window.

[ame Balance Tokal | Motes Job Skatus Eskimate Tatal
+Big Ed's Warehouse 0.00
+Cash 0.00
+ ity of Metropolis 3,700,00

+ ity Clerk, 3,700.00

+Police Department 0,00
+Jenkins Construction 0.00
< Jirn Brown 0.00
+5parta Nursery 0.00
+Super Mart 0.00
< Tri City Pumping 0.00
i Customer:Job ~: Ackivities | Reports ¥ |7 Include inactive

Figure 45

There is one other component of QuickBooks Pro in the customer area that we need to discuss before
we move on. A customer message is the phrase at the bottom of an invoice, sales receipt or proposal where you
thank customers for their business. In this example, we will use three messages:
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We really appreciate your business!
Thanks for doing business with our firm!
You are the reason we are here! Thanks!

To enter these messages, choose Lists, Customer &
Vendor Profile Lists, and then Customer Message List. |essage o |
This causes the Customer Message List to appear. Click the || === Cancel_|
Customer Message button and choose New to bring up the _ tee |
New Customer Message window (Figure 46). Enter the L”g|
first customer message in the Message field and then click T e
Next to enter another message. After you have entered all .
customer messages, click OK to exit the screen and then close Figure 46

the Customer Message List window.
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EMPLOYEE LOANS, PAYROLL ITEMS AND EMPLOYEES

In order for QuickBooks Pro to calculate F HyPreferences | Company Preferences |
payroll’ you must enable payroll Calculation General ((Q:lickBDoks Payroll Features Paystub and Youcher Printing Cancel |
. * Full payroll Prinking Pref
through the QuickBooks Pro preferences. To do | £ o payrol _Ernong roferences | heb |
. . . @ - )
this, choose the Edit menu and then click on ntegated ot C”:"e”sam” pefat |
pplications e Set Preferences
Preferences . ... Now choose the Payroll & |, 1| °‘erecsiosns =
. . ™ Hide pay rate on Select Emplovees ta Pay window,
Em ployees 1con located m the left frame Ofthe E;‘ltoir:?af;s [ Copy last paycheck earnings when creating new cne. Genetal

™ Recall guantity Fisld on paychecks, Tax:1099
¥ Job Costing, Class & Item tracking for paycheck expenses,

window and choose the Company
Preferences tab. In the QuickBooks

Assignone class per  { Entire paycheck % Earnings item

Payroll area, check the circle beside Full | [ Display Emplayze Listby:
. . . . Purchases " First Mame & Last Name Employee Defaults. ..
payroll. Since it is usually easier to find an |iendr _Engbyee oot |
. . ™ Mark new employees as sales reps
employee name i a IISt by laSt name rather than @ ™ Display employes social security numbers in headers on reparts,
first, click the circle beside Last Name in the | oj| [ Pt nplozos st oneper page

Display Employee List By: arca. Uncheck
the Recall quantity field on paychecks. box

and check the box beside Job Costing, Class

and Item Tracking for Paycheck [ ©nPaycheckouchers only, print:

..............................................

Expenses. Finally, check the Assign one | ¥ tfmpioyee address.:

class per Earnings item box. When you | Cempany address. Cancel
¥ Pay period in check mema,

Figure 47
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=
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finish, this screen should look like the one shown Help |
in Figure47. Click Printing Preferences, and [ 9n Paycheck vouchers and Paystubs, print:
then uncheck the boxes beside Vacation used ™" ¥acation used and vacation available. Default |

Print as |'-.-'au:ati-:|n
[ sick used and sick available.

Print as |Si|:k
V¥ Legal company name.,

and vacation available and Sick used and
sick available (Figure 48) since we will not be
dealing with sick or vacation time in this
example. Click OK twice. You will now see a ¥ DBA company name,

Warning screen similar to the one shown in | & yon-taxable compary items.

Figure 33 that informs you that QuickBooks v Emplovee social security number,

must close all windows to change this | Cnly the last faur digits of 55Ms and bank
preference. Click OK to close this window. account numbers.

¥ Hours For salaried employvees.

— on Paystubs only, use:
¥ Standard font size  © Large Font size

Fi 48
EMPLOYEE LOANS igure

One of our employees, Jim Frederickson, has two outstanding loans with our company. To track the
balance of the loans, you will need to create asset accounts for each of these loans (a loan owed to the company
is an asset to the company in the same way that accounts receivable are assets to the company). To develop a
section of our balance sheet devoted exclusively to employee loans, click Chart of Accounts located in the
Company Navigator. When the Chart of Accounts window appears, click the Account button and then
choose New to create a new account. Set the account Type as Other Asset, give the account a Name of
Employee Loans, set the Tax Line as <Not tax related>, set the Opening Balance as 0.00 as of December
31 of the previous year. Then click Next to enter another account.

The next account to be entered will separate Jim Frederickson’s loans from other employee loans. Make
sure the account Type is set as Other Asset and give this account a Name of Jim Frederickson Loans.
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Make this account a Subaccount of Employee Loans. Set the Tax Line as <Not tax related> and set the
Opening Balance as 0.00 as of January 1. When you finish, click Next to enter another account.

We can now create the accounts that actually track the amounts that Jim Frederickson has borrowed.
Again, make sure that the account Type is set as Other Asset, give the account a Name of Car Loan, and
make it a Subaccount of Employee Loans:Jim Frederickson Loans. In the Tax Line field, choose <Not
tax related>. Set the Opening Balance as $7100.00 and the as of date to December 31. This screen should
now look like the one shown in Figure 49. If so, click Next to enter the Jim Frederickson’s other loan.

Set this account up in the same manner as you did the Car Loan account. Give the account a Name
of Trailer Loan, make it a Subaccount of Employee Loans:Jim Frederickson Loans, choose <Not tax
related> in the Tax Line field, and set the Opening Balance as $4,000.00 as of December 31. Then click
OKto close the New Account window. The Employee Loans portion of the Chart of Accounts window
should resemble Figure 50. If so, close this window.

Tvpe IOther Asset ~ oK |
Cancel |
ame ICar Loan Hest |
— FuChart of Accounts Type a help question Ask- ¥ How Do I?7 - :i
¥ subaccaunt of IEmpIDyee Loans:Jim ... j r Account is
Ealance Total

inactive

|I:Z:lthE=r' Asset | 4,100,00 £
Other Asset 4,100,00
Other fsset 100,00
Other Asset 4,000,00

¢ Emploves Loans
«Jim Frederickson Loans
+Car Loan
#Trailer Loan

Description |

Eank Acct, No, I

Howe Do I che
ﬂ thoewr\gﬁt tfaxolinns:? Figul’e 50

Tax Line |<N0t tax related =

Cpening Balance IIEIEI.EIEI as of |12,I'31,I’El4 E

Figure 49

PAYROLL ITEMS

We can now set up the payroll items for our company. Payroll items are those items which affect the
net amount on a paycheck or describe the company’s expenses associated with payroll. QuickBooks Pro has
already created a number of these items for you that deal with sick and vacation wages, salaries and withholding
and payroll expense information. In addition to these preset items, we need to create other items dealing with
hourly and overtime wages, state unemployment insurance, loan repayments, garnishment of wages,
commissions and retirement plans.

QuickBooks Payroll Service

You aren't currently signed up For a payrall service, Intuit offers a full range of payroll
! services that help you save time and get the most From your QuickBooks software. These

To create these payroll items, click Employees in the
NaVigation Bar and then Choose the PaerII Items lcon' payrall services are flexible, affordable and ideal for every bype of business.
QuickBooks Pro now asks Would you like to learn more otk you e o learn mare?
about QuickBooks Payroll Service? (Figure 51). Click
No. This brings up the Payroll Item List window. You will
notice that QuickBooks Pro has created a number of payroll Figure 51
items for you. We will use all but one of these items (Advance
Earned Income Credit). The first step will be to reduce or simplify the Payroll Item List.

es

You have the option of either deleting the items that you will not use in your payroll operations or hiding
these items. To hide the unwanted items, highlight the item you are not going to use (in this case, click on
Advance Earned Income Credit), click the Payroll Iltem button located in the Payroll Iltem List window,
and then choose Make Payroll Item Inactive. This hides the item in the list but does not delete it. You can
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= display the hidden item by checking the Include Inactive

box. You can reactivate this item by clicking on the ¥ beside
the item (see Figure 52).

Socl Sacurty Umpkiyee

[ Eopropem =] acees = fegots <[ ke rstn
Figure 52

Add new payroll item . x|
Now you can create the additional items needed to = Select setup method
calculate your payroll. First, you need to create a payroll | =
item to pay a salary to your store manager. Click the &% 4 ¢

o
Payroll Item button and then choose New. You will now ¢ B Gt o for s o s comt el e A T e

Please select the method to use for setting up a new payroll item,

. \O
see the Select setup method screen as shown in Figure ¢
53. For this example, always choose the Custom Setup
option. Click Next to continue.
Prev. Next Finish Cancel
Figure 53
. Add new payroll item : x|
Now set the Payroll item type as Wage (Hourly = payroll item type
Wages, Annual salary, CommiSSion’ Bonus) as Select the bype of payroll ibem you wank to create, =
shown in Figure 54 and then click Next. e eeae e
' Deduction {Union Dues, 301(K) deferral, Simple IRA)
" Company Contribution {Employver 401 (k) matching contribution)
" Federal Tax (FUTA, Social Security, Medicare)
" State Tax (State Withholding, SDI, SUI)
£ Cther Tax (Local Tax, Misc. State Tax)
Prewv | Next | Eimish I Cancel |
You should now see the Wages screen. To answer Figure 54
the question Do you want to set up a payroll item to ol 2
track hourly wages, annual salary, commissions, or |~ Waes
bonuses?, choose the Annual Salary option. Click Nextto | £ Is;b‘;;j‘:;jfuhf e 0 O o
continue. For the question Is this item for regular, & & o r‘: Ca
- - - Sick, Pay
overtime, sick or vacation pay?, choose the Regular Pay ) O  Vgaton oy
option. This screen should now look like the one shown in %) ¢
Figure 55. If so, click Next.
Prev Next Finish Cancel
Add new payroll item (Salary) x|
= Narme used in paychecks and payroll Figure 55
reports
Enter name for salary item:
é ?\g-_,\’; Is‘;;:u%(:;nw;tlftSuc\éfrtelg;?ligp\g;;arull\temtutrackufﬁcers'sa\ar\es,
T A
\ ¥ The Name used in Paychecks and payroll
reports screen will now appear. Enter Salary in the Enter
name for salary item: ficld. This screen should now look
= = — = ] ike F igure 56. If so, click Next.
Figure 56
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You will now see the Expense account screen. sy xl
The default value for the Enter the account for
tracking this expense. field should be Payroll
Expenses. 1f this screen looks like Figure 57, click
Finish.

You will now need to create two additional
payroll items for paying wages. These items are hourly
wage items. One of them will be used for paying the
employees’ regular hourly wages and the other will be

- Expense account

Enter the account For tracking this expense,

IPayroII Expenses j

Salary is an expense to your company, ¥ou can change this account at
any ke,

used to pay overtime wages. Set these payroll items up in aer - st [ |
much the same way as the salary item. Set the payroll Figure 57

item type as hourly wage and name them Hourly Wage
and Overtime Wage (Figure 58). Atthe screen Define Overtime sclect Time-and-a-half (Figure 59). Make
sure that Payroll Expenses is the account that will be used for tracking the expense.

Add new payroll item (Hourly Wage X
L { ¥ Wage) _I Add new payroll item {(Hourly Wage:Overtime Wage) ll

- Wages

= Define Overtime

Is this item For regular, overtime, sick, or vacation pay?

= ‘

‘5‘ ol g\?‘ % Mime-and-a-half: 1,50 times the base wage
g ¢ o

é o  sick Pay t @G Double-time: 2.00 times the base wage

" Yagation Pa
O ¢ = r \ ONQ\ £ Custom:
1 AL é 8 é‘é‘ Use this option ko define a different overtime rate; e.9., enter 3 for triple-time.

1f wour company uses several different overtime rates, you should create separate
overtime payroll items For each rate.

|
-
|

Define overtime for this payroll item,

Prev Newt Firsly _Ica”“‘ Frev Newt it Cancal
Figure 58 Figure 59

Addnewpayrollitem X
A payroll item needs to be set up to track === wages
the commission that you want to pay your
salespeople. As before, click the Payroll Item
button at the bottom of the Payroll Iltem List and

then choose New. Choose Custom Setup as the

Do you want bo set up a payroll item to track hourly wages, annual salary, commissions,
of bonuses?

" Hourly Wages

" Borus
setup method. You are now at the Payroll item -
type window. Choose Wage (Hourly Wages,
Annual Salary, Commission, Bonus) and
then click Next. On the Wages screen, choose
Commission (Figure 60) and click Next. Brev Next Einieh Cancel |

Figure 60

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 33



You should now see the Name used in paychecks and payroll reports window. Enter
Commission in the Enter name for commission field. Click Next..

As with the wage items, leave the Enter the account for tracking this expense. field in the
Expense account window set as Payroll Expenses (Figure 61). Click Next.

Add new payroll item {Commission} . LI
Expense account
i Enter the account For tracking this expense,
6‘?\ |Payr0|| Expenses j
é D‘L Commissions are an expense ko your company, You can change this
?“ . account at any time.
o
Prev MNext Einish Cancel |
Figure 61
You should now be at the Default rate TN ! x|

window. If the commission rate is the same for
most of our employees who receive a commission,
you can enter this rate now. You should realize that
you can pay a dollar commission on the number of
units sold or a percentage commission on the level
of dollar sales. Since the commission rate that we
pay is 2 percent on the level of sales that a
particular salesperson makes, enter 2% in the entry
field. This screen should now look like Figure 62.

Default rate

If the rate is the same For all or most employees, enter it in the field below, IF your
commission rate is a percentage of an amount or quantity be sure to enter in a
percentage rate with a percent symbaol (4] below, IF your commission rate is an amount

times the quantity enter that amount below, IF the rate varies bebween employees, leave
« this field empty.

4
w |2.D°.-"o

If SO) CliCk Ei n is h . Brewv Nexk Finish Cancel |
Figure 62
Add new payroll item i x|

We now need to add a payroll item that will be

- Wages used to give our employees a bonus. As before, click

| Pﬁ [n)rD e :\;aS:t ko set up a payrall tem ta track hourly wages, annual salary, commissians, the Payroll !tem button at the bottom of the Payro"
@i@ ,‘::-::'u';“;jfj Item List window and then choose New. Choose
\ é@“"" (‘:;“‘“ Custom Setup as the setup method and click Next to
X _é‘é — get to the Payroll item type screen. Set the Payroll

item type as Wage (Hourly Wages, Annual
Salary, Commission, Bonus) and then click Next.
On the Wages screen, choose Bonus (Figure 63).
Prev Next Einish Cancel Clle u eXt.

Figure 63
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You are now at the Name used in paychecks and payroll reports window. Enter Bonus in the Enter
name for bonus: entry field. This screen should now resemble Figure 64. If so, click Next.

Add new payroll item (Bonus}) x|

Name used in paychecks and payroll

reports
Enter name for bonus:

|Bonus

For example, if vou are creating a payroll item to track bonus wages,
wou may want ko call it ‘Bonus',

Frev Next Finish Cancel |

Figure 64

You are now at the Expense account window. Leave the account that will be used for tracking this
expense set as Payroll Expenses and click Finish

Since we have a 401(k) plan for our employees, we need to set up two payroll items that deal with this
plan. The first payroll item will deduct the employee’s contribution to the 401(k) plan from the paycheck while
the second item handles the company’s match for the plan.

To create the first 401(k) related item, click x|
the Payroll Item button at the bottom of the

Payroll Item List and then click New. Choose
Custom Setup as the setup method and then click
Next to reveal the Payroll item type window.

Name used in paychecks and payroll
reports

E - & Enter name for deduction:

léq;ﬁ‘ |4Dl(k) Employes

?\C,P‘ For example, if vou are creating a deduction For employee 401(k) plan,
wou may wank ko call it '401¢ky’,

Choose Deduction (Union Dues, 401(k)
deferral, Simple IRA) as the payroll item type and
click Next to reveal the Name used in
paychecks and payroll reports window. Enter

401(k) Employee in the Enter name for rev i | coneel_|
deduction: field (Figure 65) and click Next. -
Figure 65

This takes you to the Agency for employee-paid liability window. Enter Metropolis Mutual
Insurance in the Enter name of agency to which liability is paid ficld and lecave the Liability account
(employee-paid): ficld set as Payroll Liabilities. (This should be the default entry for this field. If Payroll
Liabilities does not show in the field, enter it now.) This screen should resemble the one shown in Figure 66.
If so, click Next.
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Add new payroll item (Deduction:401{k} Employee) . ll
Agency for employee-paid liability

Enter name of agency to

which lishilty is paid: |Metropolis Mutual Insurance j

Enter the number that I
. identifies vou to agency:

If.igan‘:giroyy:;f;::?jt): IPayroII Liabilities j

This liability account tracks deductions to be paid. You can change this
account ak any time,

Prew Next Eimisti Cancel |
Figure 66

Add new payroll item {Deduction:401{k} Employee) . 5'
Tax tracking type

Y ou should now see the Tax tracking type window.
Since 401(k) employee contributions are reported on
the W-2 form, click the drop-down arrow and choose
401(k). This screen should now look like Figure 67.
If so, click Next.

If this item is reported on tax Forms, you need to specify how it is dassified. Choose the
tax dlassification From the list,

[a01) |

This tax tracking type is usually associated with deductions, Use
Far elective deferrals ko 401(k) retirement plans up ta the annual
limit of $13,000 for year 2004,

Effect on Form 941: Reduces taxable wages on line 2.

You are now at the Taxes window. A 401(k) i e e vageanto 1 fepors e
plan contribution reduces the level of federal income
tax for the employee, but does not reduce the level of
Social Security or Medicare taxes paid by either the o e Cancel
employee or the company or the Ilevel of
unemployment tax incurred by the company.
Therefore, make sure that the Federal Withholding payroll item is the only one checked (Figure 68). Click
Next.

Figure 67

Add new payroll item (Deduction:401{k) Employee) . x|

- Taxes

Select the taxes that apply to this deduction,

b swhen a tax is selected, QuickBooks decreases wages by the amount: of this payroll item
()\t}\ befare calculating the kax. This usually decreases the Final amaunt of the bax.

o NV Payroll Ikem Click Default

O Federal Unemployment | for usual settings,
é@‘ | f | |Federal Withhalding

Medicare Campany

Medicare Employes

Social Security Company

Social Security Emploves

Default

Prew Next Einish | Help | Cancel |

Figure 68

The Calculate based on quantity screen now appears. Since the employee’s 401(k) contribution

is not based on a physical quantity or hours, leave the Neither box checked and click Next to reveal the
Default rate and limit screen.
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Since the employee can choose any rate and |
each employee will probably choose a different rate,

leave the default rate field blank. However, there is
a $14,000 annual limit on the amount that an
employee can contribute to this type of plan. Enter
14000 in the annual limit field. When you finish, - . — ,

pper limit, enter it here, IF you leave the limit blank on an employes's
record, this limit will be used. If vou leave this limit blank, the limit entered on an

thls screen Should IOOk llke Flgure 69 If SO, Clle k% employes’s record will be used, IF you enter a limit bath here and on an employee’s
F i n is h = record, the lower of the bwo wil be used,

I 14000

¥ This i an annual limit, (Restart calculations at the beginning of every vear,)

Default rate and limit

The rate you enter here will be the default rate For this item when added ko the employes
record. To change the rate or amount For a particular employee, edit their record directly.
QuickBooks will use the number in the employee record when calculating paychecks,
Enter a percent symbol {%:) after the number if this is a percentage.

\ [o.m

We now need to create a payroll item to incur
the company liability for its match to the 401(k) pev | sewe | rwish Sanced
plan. As before click the Payroll ltem button and
then New to create a new payroll item. Then choose
Custom Setup as the setup method. Select Company Contribution (Employer 401(k) matching
contribution) as the Payroll item type and enter 401(k) Company as the name for the company
contribution. Be sure to check the Track Expenses By Job box. When you finish, the Name used in
paychecks and payroll reports screen should look like the one shown in Figure 70. If so, click Next.

Figure 69

Add new payroll item (Company Contribution:401{k) Compan 1[

Name used in paychecks and payroll
reports

| & Enter name for company contribution:

té‘éw‘ |4Dl(k) Comparty

?\C,P* For example, if you are creating a company-paid expense, such as
é health insurance, you may want to call it 'Health Insurance’,

¥ :

é‘é‘ To track expenses by customer and job, by class, and by service item, select the
checkbozx, For more information, click Help.

Prev MNext Eimist Help | Cancel |
Figure 70

You should now see the Agency for x|
company-paid liability screen. Enter Metropolis [==

Mutual Insurance in the Enter name of agency to |
which liability is paid: field and make sure that é
Payroll Liabilities is chosen for the Liability
account (company-paid): entry field. However,
due to the format of the Schedule C (the tax form that

Agency for company-paid liability

Enter name of agency to

W IeblbEpaid IMetropoIis Mutual Insurance j

‘,‘««
Enter the number that
(’\t"\ identifies you to agency: I

Liabilizy I IPayroH Liabilities j

4 ?‘ ({rompany-paid)
1 é This liability account kracks company contributions ta be paid. You can
change this account at any kime,

. . Expense account: Employes Benefits -
Tennessee ComPUters uses to report lts lncome and Eompany-paid chtributiLnsZr;an expense bo your cormpany, You caJn
. change this account at ary kime.
expenses to the IRS), change the Expense account:
to Employee Benefits. This screen should now look e e | | e

like Figure 71. 1f so, click Next.

Figure 71

Since company contributions to an employee’s 401(k) plan are not reported on the employee’s W-2
form, leave the Tax tracking type sct as None. Click Next. Also, the company contribution does not affect
the payroll related taxes incurred by the employee, so do not check any of the payroll items displayed on the
Taxes screen. Click Next. The company contribution is not based on a quantity or hours so leave Neither
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checked. At the next screen, we will not enter a default rate or limit for this example. When you have completed
the setup for this item, click Finish to return to the Payroll Item List.

Now you need to create an item to calculate and track state unemployment tax contributions. Click the
Payroll Item button and then choose New. Choose Custom Setup as the setup method. Now set the
Payroll item type as State Tax (State Withholding, SDI, SUI) and click Next. In the State tax screen,
choose TN from the Enter the state. drop-down arrow list and then choose State Unemployment in the
Select the type of tax you want to create. area. This screen should look like Figure 72. 1If so, click
Next.

Add new payroll item . |
State tax

Enter the state.
[ A

. Select the bype of tax you wank to create.
& State Withhaolding

State Disability

s
&
:

Prev MNext Eimist Cancel |
Figure 72

In the Name used in paychecks and payroll reports screen (Figure 73), QuickBooks Pro has
entered a default name of TV - Unemployment Company. Since this adequately describes what the payroll item
calculates, let this default name remain and click Next.

Add new payroll item (TN-State Unemployment Tax) 1[

Name used in paychecks and payroll

reports
Enter name for company-paid state unemployment tax:

|TN - Unemployment Compary

For example, if you are creating a company-paid SUI For Mew Jersesy,
wou may want ko call it ‘NI - Unemployment: Company’,

Prev MNext Eimist Help | Cancel |

Figure 73

You should now see the Agency for company-paid liability window. Use the drop-down arrow
list to choose TN Dept of Labor & Workforce Development for the Enter name of agency to which
liability is paid. ficld. Leave the Liability account (company paid): set as Payroll Liabilities and the
Expense account: ficld set as Payroll Expenses. this screen should look like the one shown in Figure 74.
If so, click Next.
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Add new payroll item {TN-State Unemployment Tax)

Agency for company-paid liability

Enter name of agency to
which liability is paid:

|TN Dept of Labor & Workforce Develop, .. j

Enter the number that I
_ identifies you ko agency:

Liability account
{company-paid):

can change this account at any time,

|Payr0|| Liabilities

This liability account kracks state unemployment insurance you owe, You

A

Expense account:

Company-paid state unemployment insurance is an expense ko your

|Payr0|| Expenses

company, You can change this account at any time.,

A

Prev MNext | Eimish |

Help | Cancel |

Figure 74

Add new payroll item (TN-State Unemployment Tax)

In the Company tax rates for 2005
screen, enter the For 1/1 - 3/31 rate as 2.75%. As
this rate changes throughout the year, you will be
able to edit this item and enter the correct rate for
succeeding quarters. This screen should now
resemble Figure 75. If so, click Next.

You should now see the Taxable
compensation screen. Tennessee Department of
Labor & Workforce Development regulations state

. For 1j1 - 3/31:

Company tax rates for 2005

Enter each tax rate as a percentage, Your tax rate can change at the
beqinning of each calendar quarter,

Company rate

For 7f1 - 9/30; IF
For10j1-12f30 [0

For 4f1 - 6/30;

These rates are common new employer rakes; wour rates may be different, Check with

your stake bax agency,

that an employer who must pay state

Prew

| MNext | Eimist |

Cancel |

unemployment insurance has to pay the insurance
premiums on all wages up to $7,000 for each

employee. Therefore, leave all payroll items checked

in the Select the items subject to this state
unemployment insurance tax. field except for
the 401(k) Company item (company contributions do
not affect state unemployment related taxes). This
screen should look like Figure 76. If so, click Next.
You will now see the Pre-tax deductions window.
There are no payroll items that will reduce the amount
of state unemployment insurance owed by the
company. Therefore, uncheck any payroll items that
are listed here. When you uncheck these items, click
Finish.

Tennessee has one other employer-paid

Figure 75
X
= Taxable compensation
Select the items subject to this state unemployment insurance tax,
S Payroll Item Click Default
L [Salary |« For usual settings.
J  |Hourly Wage Default
S |Overtime Wage
o |Commission
J |Bonus
401¢ky Company
Prev Next Einishy | Help | Cancel |
Figure 76

payroll tax that is applicable to this firm. This is the Job Skills Fee. To create a payroll item for this tax, click
the Payroll Item button on the Payroll Item List window, choose New and choose Custom Setup as the
setup method. Choose State Tax (State Withholding, SDI, SUI) and then click Next.

You should now see the State Tax window. Using the drop-down arrow list, choose TNV in the Enter
the state. ficld and then choose Other Taxes in the Select the type of tax you want to create. areca.
This screen should now look like Figure 77. If so, click Next.
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Add new payrollitem x|

State tax

Enter the state,

|

{° crate Withholding
{7 State Disability

" stake Unemplayment
&

il

. Select the bype of bax you want to create.

Prev MNext FEinish

Caneel

You are now at the Other Tax window. Using the
drop-down arrow list in the Other tax:... area, choose TN-Job
Skills Fee as the pre-defined tax. This window should look

like Figure 78. If so, click Next.

This takes you to the Name used in
paychecks and payroll reports window. The
default name for this tax is TN-Job Skills Fee (Figure
79). Since this default name accurate defines the tax, let
it remain as the tax name and click Next.

You should now see the Agency for company-paid
liability screen. Use the drop-down arrow list to
choose TN Dept of Labor & Workforce Development as
the agency to which the liability is paid, leave the
Liability account: as Payroll Liabilities, and leave the
Expense account: set as Payroll Expenses. This
screen should now look like Figure 80. If so, click
Next. For the company tax rate, enter .15% and click
Next.
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Add new payroll item (TN - Job Skills Fee) x|

ééﬁ"‘«' [T - 300 Skills Fes

?‘c}' For example, if you are creating a company-paid payroll tax For San

Figure 77

Add new payroll item x|

= Other tax

2 P-ﬁ’ Other bax: Choose a predefined bax From the list, TF you do rot ses the
éﬁ" ta you want, choose User-Defined Tax bo create a tax,

é?\d: [0~ 30k Skills Fee =]

Frev

Firish Cancel
Figure 78

= Name used in paychecks and payroll
reports
Enter name For this company-paid other tax;

Francisco, you may want to call it 'SF - Payroll Company'.

o)

Brew Next Einish Cancel |

Add new payroll item {TN - Job Skills Fee) 1'

Figure 79

= Agency for company-paid liability

Enter name of agency to
ik ol pa: |TN Dept of Labor & Workforce Develop... j

Enter the number that I
identifies wou to agency:

Liability account ——
{company-paid): |Payr0l\ Liabilities j
This liability account tracks other tax to be paid. ou can change this

account at any time,

Expense account: IPayrnI\ Expenses j

Company-paid other tax is an expense to your company. You can
change this account at any time,

Prev

Next Eirish Help | Zancel |

Figure 80
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You are now at the Taxable compensation screen. Make sure that all payroll items are checked in the
Select the items that will increase wages for this tax except for the 401(k) Company payroll item. This
screen should look like Figure 81. If so, click Next.

Add new payroll item (TN - Job Skills Fee) LI

Taxable compensation

2

Select the items that will increase wages for this tax,

Payroll Tkem

qéé‘?\d& 5

é ] i |Salary
Q@\ Hourly Wwage

<
|Overtime Wage
s
s

Commission
Bonus
401k} Company

Click Default
| | For usual settings,

Default |

Prev MNext Einish

| Help | Cancel |

Figure 81

You should now see the Pre-tax deductions screen. As with the TN-Unemployment Company payroll item,
there are no deductions that reduce the amount of tax owed. Therefore, you should uncheck any items that are

checked. After you accomplish this, click Finish.

Now that we have created the TN - Job

Skills Fee item, we need to decide how this item
will be “assigned” to each employee (each
employee’s wages are subject to this fee). While
the tax could be entered as each employee is
created, it would be easier to add this payroll item
to the Employee Template. To do this, choose the
Edit menu and then choose Preferences . . ..
Now choose the Payroll & Employees icon and
click the Company Preferences tab. Then

Earnings
Ikern Mare Hourly/annual Rate :‘
-

Pay Period IBiwgekIy - DK |
s I j Cancel |

LI Help |

Additions, Deductions and Company Contributions

Amount Lirnit: Taxes...
- -
SickfYacation. ..

™ Use time data to create paychecks

Itern Mame

=

™ Employee is covered by a qualified pension plan

¥ How Do I? | x|

click the Employee Defaults . . . button to bring
up the Employee Defaults window (Figure 82).

Figure 82

Now choose the Taxes... button and click the Other tab of the Taxes Defaults window. Using the
drop-down arrow, choose TN - Job Skills Fee in the Name column. This screen should now look like Figure
83. 1If so, click OK to close the Taxes Defaults window, click OK to close the Employee Defaults
window, and click OK to close the Preferences window.
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Taxes Defaults x|
Federal | State I Other I 0K |

Cancel
Ikem MName TYPE Delete |
TN - Joh Skills Fee TN - Job Skills Fee =

[~

4

i

Help

TH - Job Skills Fee

Print om W-2 as: I

Previous Local Data (For reference only)

Figure 83

We now need to create the items that allow loan payments to be deducted from Jim Frederickson’s
paychecks. To do this, we will create two items called Frederickson - Car Loan and Frederickson - Trailer
Loan. These items will be tied to the appropriate asset accounts that we set up earlier to track the individual
loan balances. Click Payroll ltem and then New to create another payroll item. In the Payroll item type
window, Choose Deduction (Union Dues, 401(k) deferral, Simple IRA) as the type of payroll item to
be created. Then click Next.

In the Name used in paychecks and
;
payroll reports screen, enter Frederickson - Car “=SdailiiulCEIiil] =

Name used in paychecks and payroll
reports

Enter name for deduction:

Loan in the Enter name for deduction: field.
This window should look like Figure 84. 1f so, click
Next.

'ié‘;‘:j; |Frederickson - Car Loan
4
N Oé\?

For example, if you are creating a deduction For employee 401(k) plan,
wou may want ko call it '4018k),

The Agency for employee-paid liability
window will now appear. Leave the Enter name of
agency to which liability is paid: ficld blank
because there will be no payment (the deduction is

simply withheld by the company to pay off the aee Rext Sk N
outstanding balance). However, choose Employee Figure 84

Loans:Jim Frederickson Loans: Car Loan to fill in
the Liability account (employee paid): field.

Remember that we set up the loan accounts for Jim Frederickson as asset accounts. So why enter an
asset account into a liability account field? To understand this, remember that this field usually designates that
the withholding amount is to be paid to a particular vendor. However, Tennessee Computers would be the
vendor in this case, since that is who holds the loan for Mr. Frederickson. We could enter Payroll Liabilities
as the account, write a check to ourselves and then deposit that check and apply it to the appropriate loan
accounts. However, since the account entered in this field will have a credit entry (due to the debit entry made
to Payroll Expenses), we can simply enter the appropriate loan account and decrease the loan account balance
as QuickBooks Pro calculates Jim Frederickson’s paycheck. This screen should now look like Figure 85.
If so, click Next.
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di new payroll tem (Deductioniederickson -Car Loan) x|
: Agency for employee-paid liability

Enter name of agency to I
which liability is paid:

Enter the number that I
«identifies you ko agency:

Liability account
{emploves-paid):

account at any ke,

IEmponee Loans: Jim Frederickson Loans:C j

This liability account tracks deductions to be paid. ¥ou can change this

Prev MNext Eimist Cancel |
Figure 85
For the Tax tracking type screen, leave prpmrmmryrmrErs w— zn

the Choose the tax classification from the
list. ficld marked as None since this loan repayment
will not appear on the employee’s W-2 form. Ifthis
screen looks like Figure 86, click Next.

The Taxes screen concerns pre-tax
deductions from paychecks. Since a loan repayment
comes from post-tax dollars, do not check any
withholding or company expense item in the This
item is deducted from wages before

?\d* [ ~

Q@\ QuickBooks does not include this amount on all Payrall Tax Forms.

Tax tracking type

IF this item is reported on tax Forms, you need ko specify how it is classified, Choose the
?'SQ‘ tax classification from the list,

Prewv MNext Einist Cancel |
calculating the following selected taxes.
area. This window should look like Figure 87. If Figure 86
so, click Next.
[Add new payroll item (Deduction:Frederickson - CarLoan) =

Select the taxes that apply to this deduction,

lé‘f—;‘?‘ ‘When a tax is selected, QuickBooks decreases wages by the amount of this payroll item

?\GP‘ before calculating the tax. This usually decreases the final amaount of the kasx,

h“\ E o Payroll Tkem

i |Federal Unemployment

é‘é‘ Federal Withhalding

Medicare Company
Medicare Emploves
Social Security Company
Social Security Emploves

TH - Unemployment Company

Click Default
| For usual settings,
Default |

=l

Prev | MNext | Eimist

Help | Cancel |

Figure 87

You would check the box beside Based on Quantity in the Calculate based on quantity screen
(Figure 88) if the deduction from the paycheck were based on some type of quantity (such as total gross wages).
Since this deduction is not based on any type of quantity, leave the Neither box checked and click Next.
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Add new payroll item {Deduction:Frederickson - Car Loan) 1[

Calculate based on quantity

" Calculate this ikem based on quantity

Select this item if you want this payroll item to be calculated based on a quantity that
wou enker manually on paychecks,

hg\ " Calculate this itern based on hours

A Q Select this item if you want this payroll icem to be calculated based on the Regular
‘é‘ Pay and Owvertime Pay hours worked,

= Include Sick and Yacation hours

Select this item if you want this payroll item to be based on a percent of MNet or
Gross, or a flak amount per paycheck,

Prev MNext Eimist Help | Cancel |

Figure 88

The Gross vs. net screen again deals with calculating a deduction based on quantities. If the
deduction is calculated as a percentage of wages, then you could choose whether the deduction is calculated on
gross pay or net pay. Since any loan repayment will be deducted from net pay, check the circle beside net pay
in the Select whether to calculate on arca. This screen should now look like Figure 89. If so, click Next.

x|
Gross vs. net
Select whether to calculate on

 gross pay

If the rate is a percentage, this item will be calculated based on gross or net pay.

Prev MNext Eimist Help | Cancel |

Figure 89

The Default rate and limit window allows you to set a default rate and limit for the deduction. Enter
100.00 in the default rate field since this is the amount that Jim Frederickson agreed to have withheld from his
paycheck. This screen should now look like Figure 90. If so, click Finish.

Add new payroll item {Deduction:Frederickson - Car Loan) 1[

Default rate and limit

The rate you enter here will be the default rate For this item when added to the employes
record, To change the rate or amount for a particular employee, edit their record directly,
QuickBooks will use the number in the emplovee record when calculating paychecks,
Enter a percent symbol %) after the number if this is a percentage.,

v [100.00

If this item has an upper limit, enter it here, IF you leave the limit blank on an employee’s
record, this limit will be used. I you leave this limit blank, the limit entered on an
employee’s record will be used, If you enter a limit both here and on an employves’s
record, the lower of the two will be used,

—

[+ This is an annual limit, {Restart calculations at the beginning of every year.)

Prev | Mext | Finish Cancel |
Figure 90
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Use the same technique to create a payroll item that deducts $50.00 per paycheck from Jim Frederickson
to pay off his trailer loan. Give the item a name of Frederickson - Trailer Loan and set the liability account
as Employee Loans:Jim Frederickson Loans:Trailer Loan.

Younow need to create another payroll item that deals with wage garnishments. The technique to create
this item is exactly the same as the one used to create the loan repayment items with the exception of a few
name and account changes. An abbreviated description of how to set up this payroll item is:

Type: Deduction

Name: Garnishment

Agency to which liability is paid: Friend of the Court
Liability account (employee paid): Payroll Liabilities
Tax tracking: None

Deducted before calculating: No items are checked
Based on quantity: Neither

Gross vs. net: Net Pay

Default rate: Leave field blank

Default limit: Leave field blank

You now have all the payroll items necessary to calculate the payroll for Tennessee Computers.
However, you need to edit some of these items. Items that we will edit need to be edited so that payroll
liabilities can be paid to the proper party.

Highlight the Federal Unemployment x|
payroll item and edit it. Click the Next button to

reveal the Agency for company paid liability
window. Choose City Bank in the Enter name to
which liability is paid: field. This screen should
now look like Figure 91. If so, click Next until the \\
Pre-tax deductions window is revealed. Then \\

Agency for company-paid liability

Enter name of agency to "
which liability is paid: ICIty Bank j

Liability account —
Feomponepah |Payr0|| Liabilities j

This liability account. tracks Federal unemployment tax to be paid. You
can change this account at any Lime,

click Finish. Modify the Federal Withholding, = Expense accourts [Payrol Expenses ~|

Medicare Company, Medicare Employee, Social R R R T

Security Company and Social Security Employee

payroll items in this same way. Brey Next Eirish Hp | cancel |
Figure 91

EMPLOYEES

You can now enter the employees. Employees are the people who work for you and are not 1099
contractors. To enter your employees, you must have the information contained on the individual W-4 forms,
including a Social Security number and withholding information.

To enter these employees, choose Employees from the Navigation Bar and then click on the
Employees icon at the bottom of the Employees Navigator. You will probably see a warning screen such
as the one shown in Figure 51 asking if you want QuickBooks to help you set up payroll. Again, choose
No.This brings up the Employee List window. Click the Employee button and then New to see the New
Employee screen. (You should notice that this screen looks remarkably like the New Vendor and New
Customer screens.) The Change Tabs window should be on the Personal Info screen. Using the information
given for Jim Frederickson below, complete his Personal Tab screen in the same manner you completed
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screens for customers and vendors. Click Change Tabs and choose Employment Info to add Hired date.
When you finish, this screen should look like Figure 92.

Mr. Jim Frederickson
4382 Lydon Road
Metropolis, TN 47382
SS#: 573-48-5327
Type: Regular

Hired: 8/1/94

Gender: Male

DOB: 6/3/70

When you have entered the address information correctly, click on the drop-down arrow in the Change
tabs window and select Payroll and Compensation Info. Use the drop-down arrow list beside the Pay
Period ficld to show that Mr. Frederickson is

paid Weekly. Now TAB to the Class field. [ifarmat =—

. . . Information For: Frederickson, Jim | oK |
Since Mr. Frederickson is a salesperson for the _

. . Change tabs: |Personal Infa ﬂ Cancel |
Company and performs minor repalrs on Personal I Address and Contact l Additional Info I Nest |
computers, leave the Class field blank. Now |, ., Fm—— - |
press TAB to move to the Earnings area. On || tegslnane [ Employeeis
First Marne IJim M.I.I_ inackive

the first line in the Name column, choose || .\ Frmmr———
Hourly Wage as the first payroll earnings item. ||
ink on IJim Frederickson

Then TAB to the Hour/Annual Rate column || *¢* e e —
and enter $6.00 (the rate that Mr. Frederickson || g =

earns for all hours worked up to forty hours per || caeofstn [emamen
week). Then TAB to the second line of the
Earnings arca and enter the payroll item
Overtime Wage with a rate of $9.00. Next, enter
the payroll item Commission at a rate of 2%.

Figure 92
Now use your mouse to click on the first

entry line in the Additions, Deductions and Company Contributions areca. Justas you entered the wage
items, enter the following payroll items with their appropriate amounts or rates. Since none of these items is
subject to an annual limit, leave the Limit column blank for all items.

Frederickson - Car Loan $100.00
Frederickson - Trailer Loan $50.00
Garnishment $50.00
401(k) Employee 3.0%
401(k) Company 3.0%

Notice that QuickBooks Pro has placed a negative sign in front of the amounts for Frederickson - Car
Loan, Frederickson - Trailer Loan, Garnishment, and 401(k). This signifies that these amounts are
deductions from Mr. Frederickson’s paycheck. When you finish, the Payroll Info screen should look like the
one shown in Figure 93.

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 46



New Employee Type a help question | Ask ¥ How Do I?
| Information For: Frederickson, Jim | oK |
Change tabs:  [payroll and Compensation Info ﬂ Eamel |
Payroll Info | Mext |
Earnings ) Help |
Trem Mame Hourlyfannual Rake Py Period IWEEHY 4 — -
mployes is
Hourly Wage 6.00 = Class I—j inactive
Crvertime Wage 9.00
Commission 2.0% LI
™ Use time data to create paychecks
Additions, Deductions and Company Contributions
Ikem MName Arnounk Lirnik Tazes... |
Frederickson - Car... -100,00 - ] i
Frederickson - Trai... -50,00 SR bt |
Garnishment -50,00 Direct Deposit |
401k} Employee -3.0% -14,000.00
401k} Compary ¥ | 3.0% ﬂ
[~ Employee is cowvered by a qualified pension plan
Figure 93

Now you must set up the withholding
information for Mr. Frederickson’s W-4 form. Click on
the Taxes . . . button to bring up the Taxes for
Frederickson, Jim screen. Since Mr. Frederickson is
filing as married with one dependent, use the drop-down
arrow beside the Filing Status field to choose Married
and then TAB to the Allowances field and enter 1.
Since Mr. Frederickson is not having any extra money
withheld from his paycheck, leave the Extra
Withholding ficld set as 0.00. Since Mr.
Frederickson’s wages are used to calculate Social
Security, Federal Unemployment, and Medicare,
leave these boxes checked in the Subject to area.
Finally, Mr. Frederickson is not eligible for Advanced
Earned Income Credit, so leave this box unchecked.
This screen should now look like Figure 94.

Taxes for Frederickson, Jim

Eederall State ] Other ]

L 1x

114

Filing Status IMarried &
Allowances |1

Extra Withhaolding 0,00
Subiject to
[V Medicars
[¥ Social Security
[™ dvance Earned Income Credit

¥ Federal Unemployment Tax {Company Paid)

Canice|
Help

Now click the State tab. Use the drop-down

arrow list in the State Worked area to choose TV and
leave the Subject to SUI (State Unemployment
Insurance) box checked. Then choose TN from the
drop-down arrow list in the State Subject to
Withholding area. This screen should now look like
Figure 95.

Now click the Other tab. Since we modified
the Employee Template to reflect the fact that
Tennessee Computers must pay the Job Skills Fee, this
screen should contain TN-Job Skills Fee. If this

screen looks like Figure 96, click OK to close the
Taxes for Frederickson, Jim screen. Then click
Next to enter another employee’s record.
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X
[ Federal I State I Other I 0K |
State Worked Cancel |
St ™ hd ¥ SUI (Company Paid) o
elp |
State Subject to Withhalding
State N o
Miscellaneous Data (Depends on state selected)
Previous State Data (For reference only)
Figure 95
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Taxes for Frederickson, Jim

Federal | Stake I Other I

L x

Cancel

Item Mame

TH - Job Skills Fee ¥ |TH - Job Skills Fes

Help

i

| j Delete |

[~

TH - Job Skills Fee

Print am -2 as: I

Previous Local Data (For reference only)

Figure 96

You will now see the New Employee: Payroll Info
(other) screen (Figure 97), where QuickBooks Pro asks you if

you want to set up Payroll information for Sick/vacation

hours screen. Since we are not using the sick and vacation P
features of the program in our example, click the Leave As Is

button.

Enter the following employees in the same way that you
entered Mr. Frederickson. Remember that the company will
only match up to 4 percent of an employee’s gross wages for a

Do wau wish ta set up payvrall infarmation Far;
\_‘_#
* Sickfvacation, ..

The pavyrall information Far the itemils) listed above
currently matches the emplovee defaults,

Set Up Mow |

401(k) plan contribution. This will affect the payroll for Connie Figure 97
Hill and Bruce Turner. When you finish, close the Employee
List window.
Bruce Turner Pam Lawson
430 Simpson Road 517 Oaks Road
Metropolis, TN 47382 Metropolis, TN 47382
403-72-4856 432-75-6878
Type: Regular Hired 6/1/95
Hired 4/15/96 Type: Regular
Weekly Pay Period Weekly Pay Period
Overhead Class Overhead Class
$18,000 Annual Salary Hourly Wage: $5.50
Married Overtime Wage: $8.25
3 Dependents Single
5% 401(k) Contribution 0 Dependents
Gender: Male Gender: Female
DOB: 3/10/75 DOB: 5/3/73
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Connie Hill Paul Ferguson

4747 Homewood Avenue 547 Cindy Drive
Metropolis, TN 47382 Metropolis, TN 47382
037-16-9842 304-58-7672

Type: Regular Type: Regular

Hired 1/1/97 Hired 4/15/94

Weekly Pay Period Weekly Pay Period
Product Sales Class Service & Repair Class
Hourly Wage: $6.00 Hourly Wage: $10.00
Overtime Wage: $9.00 Overtime Wage: $15.00
Commission: 2.0% Use time data to create paychecks
Married Married

2 Dependents 4 Dependents

$30 per week 401(k) Contribution Gender: Male

Gender: Female DOB: 7/10/50

DOB: 11/1/74

To finish setting up our account structure, let’s transfer the balance of the Opening Bal Equity account
to the Retained Earnings account. This is done because the balance of the Opening Bal Equity account is
simply the earnings retained from the previous operations of the firm. To see this effect a little more clearly,
choose Reports from the Navigation Bar to reveal the Report Navigator. Then choose the Balance Sheet
& Net Worth Standard report, set date As of 12/31/04, and click Refresh. This report shows an Opening Bal
Equity of $102,600.00. (The -$4,800.00 Net Income balance is due to the Accounts Receivable and Accounts
Payable entries we made when setting up our customers and vendors. Since these are the only income and
expense activities entered so far this year, QuickBooks Pro sums these opening balances to derive a net income
figure that reflects the equity position of the firm.) Now close this report window and close the report.

To transfer this account balance, choose [ - -~ [~ oo
S Goto.. | EGrint... | @ Edi Transaction uickReport
Chart Of Accounts from the Company GD:te ‘ N:mh:r = : pP:yae Increase | Decrease Balnce | |
Navigation Bar and then click on the Opening |wm ™ e ‘ e =omm o |
. . . . DEP Money Market Account Opening Balance
Bal Equity account to highlight it. Select [z Tt R _ 5,000 1250010
L . i R GENIRML || Machinery & Equipment: Account Opening Balance
ACIIVItles and then Use BegISter' Thls Wlll i EENJRNL Machinery & Equipment:Ace Deprecistion_ Account Opening Balance i
bring up the Opening Bal Equity register. On | ™" | |mssrces et
. . 123102004 |4 35,000,00 68,000.00
the first avallable entry hne’ Set the date as — EENJRNL hote - Machinery & Equipment: Account Opening Balance — —
(GENIRML ||Ermplavee Loans: Jim Frederickson Loans:¢ Account Opening Balance
December 31 and then TAB to the Decrease 12312004 |6 = P 4,000.00] 72,100.00
. (GEWIRML ||Emplovee Loans:Jim Frederickson Loans: 1 Account Opening Balance:
column. Enter the current balance of this famiEl _foe — “racese e
account ($1 02’ 600. 00) and TAB tO the —— miv A3 [|Inventory Assst Pent IT1 600 Opening balance i e
. . a0 MYV AD] Inventory Asset Pent I1I 700 Opening balance S ! S
ACCOU nt ﬁeld. USlng the dI'Op-dOWl’l aI'I'OW llSt, 12[31f2004 3,000.00( -7,500.,00
. . .. v 4D ||Inventory Asset HD 40 Gig Opening balance
Choose Retalned Earnlngs as the reCIPIent —— Tnv AD1  |[Inventory Assat HD 20 Gig 551 Opening halance i S
account for these funds. When you finish, this [== | | s " 300930/ o0
screen should resemble the one shown in Figure | =

98. 1f so, click Record and close the Opening Figure 98
Bal Equity register (note that the Opening Bal

Equity balance is $0.00). Now retrieve the Balance Sheet report that we previously examined with the date
set As of 12/31/04 and click Refresh. Note that the Retained Earnings account has a balance of $102,600.00
and the Opening Bal Equity account does not appear on this report (because it has a zero balance and therefore
no impact on the balance sheet).
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FORMS

Cash Sales Receipt The Cash Sales Receipt PErE N - - - «--:-r i [~ Fow oo B
. W previous [ Hewt @Print - QE—mai\ - aShip - | éFind Speling % History - @ Time/Costs. ..
is the form used to record [ — T
sales that are paid with | Al L S

Date Sale Mo,

cash, check or credit card | '3 Receipt
at the time of transaction.
Use of this form
automatically affects one
or more income accounts, —
perhaps an expense
account (particularly if a
discount is given), the
Sales Tax Liability
account (if sales tax is
applicable) and the
Undeposited Funds || : 1 | &
account. This form is|#=l I ot

shown in Figure 99.

¥ Tobeprinted |~ Tobe e-mailed  Customer Tax Code j Memo |

% I Pracess credit card payment when saving
Save & Close | Save & New | Clear |

Figure 99

Invoice Use an Invoice (Figure P~ - [~ vow oot I ]
: : 13 W previous [ Hext &G Print ~ Ed Send » @3 ship - | T Find [ Speling @ History &5 TimefCosts... | [yletters +
100) lfa Sale l‘S made (‘)n Customer: Job Class Template Customize
account.” This form will |/ = -l - Servce ke |
= Date Invoice #
affect the same income, | '"voic® ERTETC|E

expense and liability
accounts as does the
Cash Sales Receipt. The
difference 1is that the L
Invoice affects Accounts
Receivable rather than
Undeposited Funds.

Ad
Cuskomer - Tax - |{0.0%) .00
Message
Total
¥ To be printed Customer Tax Code | Lpply Credics | Payments applied 0.00
I~ Tobe e-mailed Balance Due 0.00
Memo I
Let QuickBooks help vou get paid onine by credt card, SavedClose | | SaveaMew | e |

Figure 100
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. =+ Write Checks - Checking Type a help question | Ask % How Do I?
Check A Check is the form used FEE==== T

p Tr 1 mar 1 1 y t 0 p a y BankAccount [checing 7| Ending Balance 13,000,00
employees or vendors. A N To Pt

Date 12j31/2004 |

Check affects a bank Pay to the Order of -| 5 O _

account and one or more

asset, liability or expense | || *** —
-2
Order Checks

accounts. This form | || mem

mEE————————————————
1 r EXpenses $0.00 I Thems 40,00 I I” online Payment I Ta be printed
IOOkS llke Flgure ] 0] : Account Amount, Mema Customer: Job =] Class :‘

|
Clear Spits | Recalelate SaveiClose | SavemMew | Cear |
Figure 101

Bill A Bill is used to record | - - [ o o ]
W previous B Mex in istor
charges owed to avendor. |- et [ B Ty

@l Credit v Bl Received
A bill affects the || ——T——

vendor = Date 12/31/2004 |
Acgqunts Payable = H
liability account and one Ao oue 800
or more expense | a1 s

. Merno

accounts.  See Figure | (mpme [z wo)

1 02 Account Amount, Memo Custamer:Job =] Class :‘

od|
Clear Splits Recalculate Sawe & Close | Save & New | Clear |

Figure 102
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Use the Estimate form
(Figure 103) to prepare a
“shopping list” for a
prospective customer. It
affects the same accounts
as the Invoice, except
that it does not post to
inventory or account
balances.

Estimate

Credit Memo
Memo form
(Figure 104)
when a customer
receives a refund
for the return of
an inventory or
non-inventory
item.

“Create Estimates % How Do 12

Type & help question |Ask
W previous [ Next @ Print = QE-ma\\ - | ﬁFlnd Speling Qﬁ Histary (] Create Invoice

Use  the Credit | ——— - i

Custorner: Job » Estimate  Class Template Cuskomize:
j Artive j Custom Estimate |
& Date Estimate #
Estimate

12j31)200¢ @

Ttem ) ) Oh Cost Amount

Markup

il |
Customer - Tax ¥ |i0.0%) 0.00
Message
Tokal
I~ Tobeemaled Customer TagCode | 7|
Mema | Save & Close | Save & New | Clear |

Figure 103
~ How Do 12 [ <]

W previous B Next g Print + EJ Email - | € Find Speling Ty History  + @& Use Creditta

Templats  Custornize
Custom Credt Memo | = |
Date

1231204 @

Customer: Job Class
| = []

Credit Memo

Item Amount

Description

=l
Customer - Tax - |(0.0%) 0.00
Message
Total
[¥ Tabe printed [~ Tobe e-malled Customer Tax Code hd Remaining Credit 0.00
% I Pracess credit card credit when saving
temo | saveiCloss | Savesmew |  cear |

Figure 104

These forms are extremely useful when recording transactions. There are, of course, other screens used by
QuickBooks Pro to make keeping financial records as easy as possible. These will be covered when we get

to the transactions section of the example.
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MODIFYING QUICKBOOKS PRO

You are almost finished with the company setup. The only thing left to do (for this example) is to
modify QuickBooks Pro to fit your needs and to record the data that helps you maintain your business. These
modifications are easy to make and affect this example only. (That is, if you create another company in
QuickBooks Pro, these modifications would not affect it.) Furthermore, you can undo these modifications at
any time.

The modifications that we will make affect the Invoice, Cash Sales Receipt and Estimate forms. Let’s
start with the Invoice form.

Choose the Lists menu and then click on Templates. FEa=id froespepaern Ao R How Be d___E|
This brings up the Templates window (Figure 105). As you |THIEZIER

Inituit Product Invoice
Intuit Professional Invoice

can see, QuickBooks Pro has some preset form templates. We e Seve e
want to duplicate these templates and then customize the
duplicates for our example. Figure 105

Skatement

The first template that we want to duplicate and then customize is the Intuit Product Invoice. To do
this, click on Intuit Product Invoice to highlight it and then click the Templates button and choose
Duplicate. You will then see the Select Template Type window. Make sure that Invoice is marked and
then click OK. You will now see a new template listed called DUP: Intuit Product Invoice. Highlight this
template, click the Templates button and then choose Edit Template.

This brings up the Customize Invoice window. Change the Template Name field to Invoice. This
screen should now look like Figure 106.

e x|
Template Name  [Invoice oK
Header ] Fields ] Columns ] Foater ]Cumuaﬂzl Format, ] Printer | pE—
Screen Print Tt Default
DefeultTte & & [mwoee
Help
Date F F Joae
Invaice Number [& [ [iwoes # Layout Designer
Bil To F F [EIiTe
Ship To ¥ ~ [hpte
Templat
LT, et
Figure 106

Now click on the Fields tab and click on the boxes beside P.O. No., REP and FOB to “uncheck” these
fields. Also check the boxes beside Due Date and the box in the Screen column beside ADVERTISING.
Change the Title of the Project/Job column to DEPARTMENT. This window should now look like the one
shown in Figure 107.
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X
Template Mame  [Invoics oK
[ Headsr ] Fields ] Columns ] Footer ]Cﬂmpar\z] Format ] Printer | Cancel
Screen Print  Titls Default
P.0. Mo, r - P.0. Mumber
5.0, No. r r [soH. — e |
Terms I~ 2 Terms Layout Designer
Due Date F  [owpate
RED | I i [
Account Number = | Account #
Ship Date F F [she
Ship ¥ia F & v
FOB r r [fos [~ Templateis
Project/Job T ~ [oerarTMENT Lt
Other r -
ADVERTISING  [7 [~ [aDvERTIEMNG

Figure 107

Now click the Columns tab. Check the boxes beside Service Date. In the Screen column check
the box beside Class. In the Print column, uncheck the box beside Item. Next, change the Title of the Rate
row to Rate and the Title of the Service Date row to Service Date. Also, renumber the boxes in the Order
column like this: (1) Iltem; (2) Description; (3) Class; (4) Service Date; (5) Quantity; (6) Rate; and (7)
Amount. This screen should now look like the one shown in Figure 108.

zl
Template Name  [Invoice oK
[ Header ] Fields ]gulumns] Faoter ]@mpang] Format ] Printer | Cancel
. Screen Prink  Order  Title Default
ServiesDate 7 W[4 Service Date
Help
Item F |t Ttem Code
Description I Ird 2 Description Layout Designer
Guantity F # [ [ouny
Rate F & e Rate
Amaunt ~ I 7 Amount
Class -2 i ER N
Other 1 r r 0 n Template is
inactive
Other 2 r r P

Figure 108

Now click on the Footer tab. Check the Print boxes beside Subtotal, Sales Tax,
Payments/Credits and Balance Due. This window should look like the one shown in Figure 109.
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zl
Template Name Invoice 0K

[ Header ] Fislds ] Columns ] Footer ICnmpar\z] Farmat ] Printar | prm—

Screen  Prink  Title Default

Message F & [oomreme
Subtotsl e E—
Sales Tax _Layout Designer |
fos
[ealancepe
[Customer Total Balance |

Template is
Job Total Balance et

Help

Sales Tax

EU U
93

Total
Payments/Credis

Balance Dus

I
A

Cuskomer Total
Balance

Jub Total Balance

9
—l

Long text
(disclaimer)

9
—l

Figure 109

Finally, click on the Company tab. This tab

provides some options for the company information
Ternplate Mame Invoice

section of the invoice. Make sure that the Print re= e o | wse | comes [mm e —
Company Name and the Print Company Address | =™ e |
boxes are checked in the Company Information area. | | Frecmwiee - Fpmmens —"
Now check the Print Phone Number, Print Fax [ R

Number, Print E-mail Address, and Print Web e St e

Site Address boxes are checked in the Contact | =

Information area. When you finish, this screen should o T e
look like Figure 110 If so, click OK to close the

Customize Invoice window. You may now see a

Warning window that tells you that fields have been

added to the template and that these added fields are
overlapping other fields. The instructions in this
window can be confusing at first glance; the option you
should choose is Relayout.

Figure 110

Now Click Templates and click New. You will be asked to select a template type, Select Sales
Receipt. Click OK. Follow the same type of logic in modifying the Custom Sales Receipt (the default name
for the Cash Sales Receipt form). Give this form a name of Cash Sales Receipt and remember that the Due
Date ficld is not used here since payment is made at the time of the transaction.

Now we can create the Custom Estimate template in the same manner as the Custom Sales Receipt.
This form will be used for price and quantity requests. To create the form, click the Templates button, and
then click New. You will be asked to select a template type, Select Estimate. Click OK.

This brings up the Customize Estimate window. Change the Template Name field to Proposal.
Change the Title of the template to Proposal and then change Estimate # to Proposal # in the Title column of
the Estimate Number section. This screen should now look like Figure 111.
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Customize Estimate x|

Template Name  [Proposal oK
Header | Felds | Colmns | Footer | Company | Formet | Erinter | p—
Screen Print  Titls Default
Title ¥ [~ [rroposal
Help
Date F O~ Date D ——
EstimsteNumber [7 [ [Proposal® Layout Designer
MamefAddress  [7 [ [Mame f Address
Ship Ta r  fsheTe

Template is
inactive

Figure 111

Now click on the Fields tab. Change the Title of the Project/Job field to Department and check the
box in the Screen column beside the Advertising field. This screen should look like Figure 112 Now click
the Columns tab. In the Screen column, uncheck the Markup box and check the Class box. In the Title
column, change Cost to Rate for the Cost column and Qty to Quantity for the Quantity row. Renumber the
columns so they appear in the following order: (1) Item; (2) Description; (3) Class; (4) Quantity; and (5)
Cost. When you finish, this screen should look like Figure 113. Now configure the options on the Company
tab in the same way as for the invoice. When you finish, click OK.

When you finish modifying the templates, close the Templates window. We are now finished with
the company setup. The next part of the example deals with the transactions you would most likely perform
in your business operation.

x Customize Estimate x|
Template Name  [Froposal oK Template Mame — [Proposal oK
l Header ] Fields I Columns. l Footer l Company. ] Format. ] Printer I p— [ Timader ] T ] Columns I Fonter l R l Format l Frinter ] T
Screen Print  Title DeFault Screen Print Order  Title Defauk
Project/lob I W [pepartment ‘ iz T = i o — e
Help 4‘
PO.Humber = [~ [r.ona. Description ¥ ~ [z [oeson i
Terms O C |TW,S— Layout Designer sty ¥ R |4— l—Quanm Layout Designer
Dus Date r o e cout S g Er—
e o Jre Srciy | I el R YT
AccowtMmber = [t _— a8 —
o8 LI i ] Total ¥ & [ [d
Other | Other Class I |3_ Class
ADVERTISING Template is
¥ I [aovERTsmG W Other 1 =i = o - Jemasis
Other 2 | i i
Figure 112 Fi 113
igure
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ENTERING TIMESHEETS

Unlike the other employees, the time for Paul Ferguson is tracked daily by the time he spends working
on particular jobs for particular customers. This time is tracked with the QuickBooks Pro timesheet feature.
To use this feature, click on Employees in the Navigation Bar and then choose the Use Weekly
Timesheet icon in the Employees Navigator. This brings up the Weekly Timesheet screen as shown
in Figure 114.

@ weekly Timesheet Type & help question | Ask ¥ How Do I?

Wprevious [ Nest SGPrint ~ | FE Edit Single Activity
Name - -
[ Timesheet
Wesk OF Sep 12 to Sep 18, 2005
M Tu W Th F B E
Customer:Job _ Service Them  Payroll Tkem Hokes Class 12 13 14 15 16 17 18 Total
-
Tokals 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 ‘
[V Wrap text in Motes Field
Set Dats ... Copyy Last Sheet Save B Close | Save & New | Clear |

Figure 114

Using the drop-down arrow list, choose the employee X

whose time you will be tracking (Paul Ferguson)_ Then click Entekrzl al:}-' da':e a-tithin the week For which you want to display &
Wee| Imesneet,
the Set Date button to reveal the Set Date screen. Enter -
January 1 in the New Date field (Figure 115) and click OK. Newbate [1j1j05 @
Then press TAB to move to the first entry line of the time sheet. 0K | Cancel |
Figure 115

The detail area of the timesheet can record a great deal
of information about an employee’s activities during the week. The first two columns are used when an
employee performs a specific task for a particular customer or job and that task is tracked to an invoice or cash
sales receipt for that customer. Entries in these columns are optional, and these columns would not be used if
we were not tracking an employee’s time back to a specific customer or service item. (In our example, Labor
and Service Call are the only service items we use.) The Service Call item will be used exclusively with 1099
contractors since we check the box beside the This work is performed by a subcontractor field. The
Labor item is the only item used to describe the number of labor hours worked on a computer by Mr. Ferguson,
the service technician.

The first “customer” that we want to enter time for is Cash. This line will describe small jobs that are
brought in by walk-in customers. Since our company policy is to charge a one-hour minimum for this type of
job, Paul Ferguson could perform service work for more than one customer in a one-hour period, yet bill more
than a total of one hour to all customers serviced in that period. Therefore, we do not want to track this time
back to a particular cash sales receipt.
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To enter the time that Paul Ferguson actually worked for the generic “Cash” customer, use the drop-
down arrow to enter the Cash customer in the Customer: Job fiecld. Then TAB to the Payroll Item column
and choose Hourly Wage as the payroll item. Then TAB to the Class column and choose Service & Repairs

as the profit center under which the work was performed. Now TAB to the M column. (Monday is the first
day of the payweek in this example. The beginning day of the payweek can be changed by using the Time
Tracking Preferences located in the Company tab of the QuickBooks Navigator.) Mr. Ferguson worked
for the “Cash” customer four hours on Monday, three hours on Tuesday, six hours on Wednesday and five hours
on Friday. Enter these amounts and click on the Billable image in the last column of the time sheet to “untie”

these hours from a particular invoice or cash sales receipt. Then TAB to the next entry line of the timesheet.

Paul worked for two other customers during this week. He worked on computers for Jenkins
Construction for four hours on Monday, five hours on Tuesday and two hours on Wednesday. Paul was paid
the Hourly Regular Rate payroll item and the customer was charged the Labor service item. Enter the correct
Customer:Job, Service Item, Payroll Item, Class and the appropriate hours worked in the day-of-the-
week columns. However, do not click on the Billable image, because these hours will be tied to a specific

invoice for Jenkins Construction. Now TAB to the next entry line of the timesheet.

Paul also did some work for the City of Metropolis Police Department. He worked for this customer
eight hours on Thursday and five hours on Friday. Since this means that Paul worked two hours overtime on
Friday, his time must be split between the Hourly Regular Rate payroll item and the Overtime Hourly Rate
payroll item. (This means that the time Paul worked for this customer must be split into two lines on the
timesheet.) However, the Police Department was only charged the regular Labor service item rate even though
Paul was paid by our company on an overtime basis. (If you wish to change this rate on the invoice, it is quite
easily done. This will be demonstrated when we create an invoice for the Police Department later in the
example.) Enter the appropriate information and, as before, do not click on the Billable image. When you
finish, this screen should look like Figure 116. If so, click the Save & Close button.

& Weekly Timesheet Type a help question | Ask % How Do I?

Derevious [ next gprine + | B Edit single Activity

Marme Ferguson, Paul - |

Timesheet

Week Of Dec 27, 2004 to Jan 2, 2005

Cash Hourly Wage Servic,.. | 4:00| 3:00| &:00 5:00 18:00
Jenkins Con... Labor Hourly Wage Servic,.. | 4:00| S:00| 2:00 11:00
City of Metr... [Labor Hourly Wage SErvic. .. 00| 300 11:00
City of M... ¥ [Labor > |Overtime, ., ¥ Ser... ¥ 200 2:00

M Tu W Th F Sa Su
Customer:Job  Service Them  Payroll Tkem Mokes Class 27 28 29 30 31 1 2 Taotal
-

@ﬂﬂ@ﬂ

-
Taotals G000  §:00  §00  §00 10:00  0:00 00 4200 <1|

[V wrap text in Motes Field

Set Date ... Copy Last Sheet Save & Close Save & New | Clear |

Figure 116
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CALCULATING PAYROLL

One of the most popular features of QuickBooks Pro is its ability to calculate payroll and maintain
payroll records. To calculate payroll, click the Pay
Employees icon of the Employees Navigator and again x|
ChOOSC MO to answer the question WOUId you Ilke to Iearn You have not entered any YTD adjustrents For any employvess,
more about Intuit Payroll Services?. When you select this  EMmpiavee paychecks wil be wrong I they da nat include amounts
. . . paid and withheld up bo the current date For this wear, Are wou sure
icon for the first time, a Pay Employees warning screen vouwant to pay employees with no YTD adjustments?
(Figure 117) will appear and tell you that you have not entered
any year-to-date adjustments for employee withholdings or
employer payroll taxes. Since you are going to begin your
payroll at the beginning of the year, you can ignore this warning.
Click OK to continue.

Cancel | Setup Help |

Figure 117

This will bring up the Select Employees mmmmmr

To Pay screen. Check the To be handwritten | "....%.
or direct deposited box , set the First Check '
Number as 7100, and make sure that the box beside P pa— ITLE“R et ﬁ'
Enter hours and tax amounts before — T
creating paychecks. circle is marked. Using e e
the drop-down arrow list, select Checking as the s —
Bank Account. Now set the Check Date as
January 7 and the Pay Period Ends date as
January 2. Now select the employees that are to

. : . -
be paid. Placing the cursor in the column to the left Figure 118

of each employee’s name turns the cursor into a
check mark (¢). If you left-click the mouse with the cursor in this position, QuickBooks Pro places a check
mark beside that employee’s name. This means that the employee is selected to be paid for this pay period.
Now click beside each employee name to signify that you want to pay all employees. This screen should now
look like Figure 118. 1f so, click Create.

If a payroll subscription warning appears, click Continue. This takes us to the Preview Paycheck
screen for our first employee (Paul Ferguson). The data entered in the previously completed timesheet now
appears in the window. To enter the amounts deducted from the employee paycheck, click in the Amount
column beside the payroll item in the Employee Summary. Click in the Amount column beside Federal
Withholding to enter $4.00, $26.66 for Employee Social Security and $6.24 for Employee Medicare.
Now click in the Amount column of the Company Summary to enter 0.65 for TN-Job Skills Fee, $26.66
for Company Social Security, $6.24 for Company Medicare, $3.44 for Federal Unemployment and
$11.83 for Tennessee Unemployment. This window should look like Figure 119. If so, click Create to
go to the next employee.
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Ferguson, Paul Pay Perind [12/27/2004 @]- [o1/0ziz005 @)
= ™ Use Direct Deposit
Earnings
Liem Hame Rate Hours Customer Job Class Service ltem Sick Awvailable w00
Hourly Wage 10.00] 18:00 [Cash service & Reparr i‘ Vacation Aval, o
Hourly Wage 10.00|  11:00 [Jenkins Construction  |Service & Repar Labor Sick fccrusd
Hourly Wage 10,00 11:00 |Gty of Metrapolis:Polic... |Service & Repair Labor el
Overtime YWage 15.00 |  2:00 |city of Metropolis:Palic. .. |Service & Repair Labor
& ™ Do net accrus sickfvac
Tokal Hours: 42:00
Other Payroll Ttems Employes Summary (adjusted)
Teem Hame Rate Qs Teem Name Amount i)
| [Hourly Wage 180,00 400.00 i‘
Haurly Wage 110.00 400.00
Haurly Wage 110.00 400.00
Cwertime Wage 20,00 20.00
LI Federal Withholding -4.00 -4.00
social Security Employes 26,66 -26.66
Company Summary (adjusted) Medicare Employes 6,24 624
Teem Name Amount D
TN - Job Skills Fee 0.65 0.65 =
Social Security Company 26.66 26.66
Medicare Compary 6.24 5.24
Federal Unemployment 244 344 K
TH - Unemployment Company 1183 183 | [Chock Amount: T |
Skip | T Create ‘I cancel Help | IT Enter net/Calculate gross
wihat's this?

Figure 119

The next employee is Jim Frederickson, one of the sales clerks. Jim worked 30 regular hours and 10
overtime hours in the Service & Repair class for Jenkins Construction and 10 regular hours in the Product
Sales class. He also earned a commission on $20,000 in sales. Also note that Jim Frederickson has a $50
deduction from his paycheck for garnishment of wages, $100 deduction for his car loan payment, a $50
deduction for his trailer loan payment and a 3 percent deduction (based on gross wages of $730) for a 401(k)
plan contribution, which is matched by Tennessee Computers.

To enter these amounts, TAB to the Hours column of the first entry line in the Earnings area (beside
the Hourly Rate payroll item) and enter 30. Then TAB to the Customer:Job column and enter Jenkins
Construction. Now TAB to the Class column and enter Service & Repair. Then TAB to the second entry
line and enter Hourly Rate in the Item Name column , 70 in the Hours column and Product Sales in the
Class column. Then TAB to the third entry line and enter Overtime Hourly Rate in the ltem Name column,
10 in the Hours, Jenkins Construction in the Customer:Job column, and Service & Repair in the Class

column. Then TAB to the Commission line and enter 20,000 in the Quantity column and Overhead in the
Class column.

Frederickson, Jim Pay period [12(2772004 8 - [m170z/z00s | 8|
Click in the Amount column in the e [ e ores bose
Item MName Rate Hours  Quantit: Customer:Job Class Sick Available 000
Employee Summary to enter $62.00 for [t 20| 100 e o, s e i‘!ifffﬁf!f”'
Federal Withholding, $45.26 for Employee |-/ P I o B
Social Security and $10.59 for Employee T 2
. . R Other Payroll Ttems 5 Employee Summary (adjusted)
Medicare. Now click in the Amount column of 2= T :{ T T z‘mmi{
the Company Summary to enter $45.26 for [wmmwe g ey e b o
i . 401(K) Emplayes 3.0% Commission 400,00 400,00
Company Social Security, $10.59 for [woeer __| o | erdraitofen N I
- Company Summary {adjustes arnishmen -20. =l
Company Medicare, $5.84 for Federal —— ﬂ et By oo
. . Federal Withhaldin -62.00 62,00
Unemployment, and $20.08 for Tennessee [ »=s== e 20 e Sy s
: : M‘:I::ar?é!m a:m . 1053 fngy | Eders Employes .5 ose -
Unemployment. When you finish, this screen | o e - .
should resemble Figure 120. If so, click Create to o . B o
calculate the paycheck for the next employee. S—

Figure 120

Now enter the payroll information for the following employees. Remember that the maximum 401(k)
contribution by Tennessee Computers is 4 percent of employee gross wages for any particular time period. This
will affect the company’s contributions for Connie Hill and Bruce Turner. The Preview Paycheck screens
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for the three remaining employees are shown in Figure 121, Figure 122 and Figure 123. When you have
finished, QuickBooks Pro takes you back to the Select Employees To Pay window. When you see this

screen, click Leave.

Payroll Item

Hourly Wage

Commission Sales

Federal Withholding

Employee Soc.
Security

Employee Medicare

Co. Social Security

Co. Medicare

Fed Unemployment

TN Unemployment

Hourly Wage

Overtime Wage

Federal Withholding

Employee Soc.
Security

Employee Medicare

Co. Social Security

Co. Medicare

Fed Unemployment

TN Unemployment

Salary

Using Computers to Manage the Modern Business

Hours or Sales
Connie Hill
40 hours
$6,000 of sales
9.00
22.32

5.22
22.32
5.22
2.88
9.90

Pam Lawson
40 hours
5 hours
26.00
16.20

3.79
16.20
3.79
2.09
7.18
Bruce Turner

$18,000 per year
or

$346.15 per
week

Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Class

Product Sales

Overhead

Overhead
Overhead

Overhead
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Federal Withholding

Employee Soc.
Security

Employee Medicare

Co. Social Security

Co. Medicare

Fed Unemployment

TN Unemployment

Hill, Connie Pay period [1z/z7jz00¢+ |- [1j0zi2005 |
= I Use Direct Deposic
Earnings
Ttem Mame Rate Hours_Guantt Customer:Job Class Sick Available 0:00
Hourly Wage o0 4mo0 Product Sales i‘ Vacation Avall. 0:00
Overtime Wage a.00 Product Sales Sick Becrusd
Commmission 2.0% 6,000.00 Overhead vac. fecrued
g I Do not accrue sickfwac
Total Hours:  40:00
Other Payroll Ttems Employee Summary (adjusted)
Ttem Hame Rate uanti: Ttem Harme Amount 1D
401{k) Employes -30.00 i‘ Hourly Wage 240,00 240,00 i‘
401{k) Company 4.0% Cvertime Wage .00 0.00
Commissian 120,00 120.00
401(K) Emplayes -30.00 -30.00
| [Federsl Wahhoking -2.00 -8.00
Social Security Employes -22.32 -22.32
Company Summary (adjusted) Medicare Employee 522 5.z
Ttem Mame Amount VD
TN - Job Skills Fee .00 0.00 &
Sacial Security Company 22.32 22.32
Medicare Campany 5.22 5.22
Federal Unemplayment 288 2,88 =
TN - Unemployment Company 9.90 9.90 zi P — Er |
kip ™ Cancel Help I Enter neticalculate gross

Adhat's this?

Preview Paycheck Type a help question | Ask
Py Period [12/2712004 |- [ofozfeons E|

I Use Direct Deposit

Turner, Bruce

arnings

Figure 121

Preview Paycheck Type a help question |Ask
pay period [1z/z7jz004 |- [orj0ziz005 |

I Use Direct Deposit

Lawson, Pam

3.00
21.46

5.02
21.46
5.02
2.77
9.52

¥ How Do 1? x|

Ttem Hame

Rate Hours Customer:Job Class Sick Available 000
Salary 346,15 Overhead =1 | vacation Awail, 0:00
Sick Accrued
Yac. Accrued
= I™ Do not accrue sickfvac
TotalHours: — 0:00
Giher Payroll Items Employee Summary (adjusted)
Ttem Name: Rate: uantit Ttem Name Amaunit YD
401(k} Employes -5.0% | |salary 36,15 346,15 =
401(K) Campany 4.0% 401(K) Employes 17,31 -17.31
Federal Withholding 300 -3.00
Sacial Security Employes 2146 2146
| |ecizre Enpleyze .02 -5.02
Company Summary (adjusted)
Ttem Name: Amaunt 1D
401(K) Campany 13,685 13,85 *
TH - Jab Skills Fee 0.00 0.00
Sodial Security Compary 2146 2146
Medicare Company 5.02 502 =l
Federal Unemplayment 277 277 | [Check At B |
3kip "Create | Cancel Help ™ Eniter net/Calculate gross

What's this?

Figure 123

Earnings
Ttem Name Rate Hours Customer:Job Class Sick Availzble 0:00
Hourly Wage S50] 4000 Overhead 4| | vacation Aval. 200
Overtime Wage 825 S:00 Overhead Sick Accrusd
vac, Accrued
B ™ Do not accrue sickjvac
TotalHours: 4500
Other Payrall Ttems Employee Summary {adjusted)
Ttem Hame Rate uantit Ttem Name: Amaunt ¥TD
| [Hourly wage 220,00 220,00~
Overtime Wage 41.25 41,25
Federal Withholding -26.00 -26.00
Sociel Security Employes -16.20 -16.20
o [ Enployes 379 -3.79
Company Summary {adjusted)
Ttem Hame Amount D
T - Job 3kils Fez 0.00 0.00 &
Social Security Company 16.20 16.20
Wedicare Company 379 379
Federal Unemployment 209 209 =
T - Unemployment Company 718 718 | | [hck Amourt: 21526 |
skip " Create Cancel Help [T Enter net/calculate gross
what's thisz
Figure 122
¥ How Do IZ =

To maintain payroll records, QuickBooks Pro creates two new accounts: Payroll Liabilities and
Payroll Expenses. Payroll Liabilities tracks the appropriate levels of employee withholdings and employer
payroll-tax liability for a payment period (this concept will be discussed later). Payroll Expenses tracks the
total cost of the employee to the company (the gross wages paid to the employee plus any appropriate payroll
taxes and employer contributions). Since a company’s payroll expenses are reported on its income tax return,
we need to assign a tax line to the Payroll Expenses account. To do this, click on Company from the
Navigation Bar and then choose Chart of Accounts. Scroll down the Chart of Accounts until you see the
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Payroll Expenses account. Highlight it, click the Account gy

button at the bottom of the window and then choose Edit. Use
the drop-down arrow list for the Tax Line field to choose Sch
C: Wages Paid. When you finish, this screen should look like
Figure 124. 1f so, click OK and close the Chart of Accounts

window.

Now let’s pay the payroll liabilities associated with this
pay period. (These liabilities are normally paid either once per

month or once per quarter, but we will make an exception for
this example since this is the only payroll calculation we will be
making.) To do this, click on the Pay Liabilities icon of the Employee Navigator. In the Select Date
Range For Liabilities window, enter January I and January 31 in the Show liabilities from and through
fields (Figure 125) and click OK. This brings us to the Pay Liabilities screen. Using the drop-down arrow
list for the Bank Account field, choose Money Market. Enter February 15 as the Check Date and uncheck
the To be printed box. Use the mouse to place a check mark beside each payroll liability to be paid (use the
same technique as when you selected the employees to be paid). Remember that the Federal Unemployment
must be paid on a separate check from the 941 deposit (Federal Withholding, Social Security, and Medicare).
To abide by this rule, check all payroll liabilities except the Federal Unemployment. This screen should now

look like the one shown in Figure 126.

Select the date range For the payroll liabilities you want to pay.
Tip: Base your dates on the dates of the pavchecks vou issued, nat on your pay period dates.

Dates ~| From IDIIDIIZDDSE Through  [1j3105 E

Show Payrall Liabilities
’V |Custom

oK | Help |

Figure 125

concel |

As you examine this screen, you will
notice that four separate vendors appear in the
Payable To column (Metropolis Mutual
Insurance, City Bank, Friend of the Court and
TN Dept of Labor & Workforce Dev). Now
click Create to write the checks paying the
payroll liabilities and then look at the Money
Market account register to see that QuickBooks
Pro has written four separate checks. To open
this register, click Banking in the Navigator
Bar and then click the Check Register icon in
the Banking Navigator. Enter Money Market
in the Select Account ficld of the Open
Check Register window and click OK. This
brings up the Money Market account register
screen (Figure 127). You should notice that
checks were written to City Bank [$429.52 for
Federal Withholding ($104.00), Social Security
Employee ($131.90), Medicare Employee

2, Pay Liabilities

Pay By Check

Type

Expense

= How Do 17 [N >

Cancel |

Hame |Payro|| Expenses

™ subaccount of J

Description |

Mote |

Tazline [sch: Wages paid

Accaunt is
inactive

Hows Do 1 choose
the right b line?

Figure 124

Type a help question

Ask

~ How Do 17 [ <]

I™ Tabe printed

Bank Accourk
WMoney Market =l e

Check Date

bility check without

02/15/2005 E

Sort By [Payable To - {Dates

Show Payrall Lisblicies

[custom

=] From  [orjorjzoos | Theoush [o1/a1/z008 |

Payroll Liabilties Report

Help

Payrall Item

Payable To

Balance

Amt, To Pa:

Federal Linemployment

Federal Withholding

Medicare Company
loyes

Social Security Employes
Garnishment

4011{k) Compary

401(k) Employes

TN - Job Skills Fee:

Hx\sx\s\ss <

TN Dept

City Bark.

City Bark.

City Bank.

City Bark.

City Bark.

City Bank.

Friend of the Court
etropalis Mubual Insurance
Metropalis Mubual Insurance

of Labor & Warl

velopment

17.02
104.00
3086
30,86
131,80
131,90
50,00
50.15
e9.21
0,65

Dmi‘
104.00

3086
30,86
131.90
131,90
50,00
50.15
69.21
0,65

675.06

658,04

# Money Market

Figure 126

Type a help question | Ask

< viow oo I

3 Go ko, ‘ Q%Print.‘. ‘ @ Edit Transaction QuickReport Download Bank Statement

Date Mumber

Payee

Payment

i Deposit Balance

Type

Account

Mema

12/31/2004
DEP

Opening Bal Equity

Account Opening Balance

25,000.00 25,000.00

02/15/2005 |1
LIAB CHK

City Bank
-split-

62-6001636

429,52

24,570.48

02/15/2005

Friend of the Court
Payrall Liabilities

50.00]

24,520,458

z
LIAB CHK
02/15f2005 |3

LIAB CHE ||-split-

Metropolis Mutual Insurance

119,36

24,401.12

0zf15/2005 |4

LIAB CHK |[-split-

TN Dept of Labor & Warkforce Development

59.16)

24,341.96

B|romber ||Paves

T l|Favment

Deposit |

Account

[ temo

Figure 127

($30.86), Social Security Company ($131.90) and Medicare Company ($30.86)], Friend of the Court ($50.00
for Garnishment), Metropolis Mutual Insurance [$119.36 for 401(k) Plan ($69.21) and 401(k) Co
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Contribution ($50.15) and TN Dept of Labor & Workforce Development ($59.16) for TN-Unemployment
Company ($58.51) and TN-Job Skills Fee ($0.65)]. When you finish examining this screen, close the Money
Market account register. You can now choose the Pay Liabilities icon and pay the Federal Unemployment

Tax.
In the Chart of Accounts screen, scroll R -+ L rowoo v LS
down until you can see the accounts Car Loan [name [ £ [ Tupe Balance Tokal |
. . Machi & Equi 19 Fixed Asset 75,000.00
and Trailer Loan (Figure 128). Note that these | acc veprecition Fived Aeeet R
+Emploves Loans Cther Asset 3,950,00
accounts have been reduced by $100 and $50, + Jim Frederickson Loans Other Asset 3,950,000
respectively, because Jim Frederickson made e Tralles oo T y— 3,050,00
: +Accounts Pavable Accounts Payable &,500.00
payments from his last paycheck. However, you |, of Credit Other Current Liabiliy 10,000.00
should also note that the balance of the Car Figure 128

Loan account is now $0.00. This means that Mr.

Frederickson has paid off his car loan and this payroll item should no longer be used in calculating his
paycheck. To discontinue use of this item, close the Chart of Accounts screen, click Employees on the
Navigation Bar and then click on the Payroll Iltems icon to reveal the Payroll Item List window. Scroll
down this list until you see the Frederickson - Car Loan payroll item. Highlight this payroll item, click the
Payroll Iltem button and then choose Make Payroll Item Inactive. This causes Frederickson - Car Loan
to disappear from the Payroll Item List (this item reappears if you check the box beside Include inactive)
and to become inactive (it cannot be re-entered on an employee template until you reactivate it). Now close the
Payroll Item List and choose the Employees icon.

From the Employee List window, highlight Frederickson, Jim, click the Employee button at the
bottom of the window and then choose Edit. This brings up the Edit Employee screen for Jim Frederickson.
In the Change tabs drop-down menu, click Payroll and Compensation Info. Then click on Frederickson -
Car Loan in the Additions, Deductions, and Company Contributions arca. Press Ctrl + Del (press

the Ctrl key and the Del key simultaneously) to delete this payroll item from the employee template for Jim
Frederickson. This screen should now look like the one shown in Figure 129. 1If so, click OK and close the
Employee List window.

Edit Employee Type a help question | Ask % How Do I?
| Information For: Frederickson, Jim | oK |
Change tabs:  [Payroll and Compensation Info ﬂ fearee] |
Payroll Info | Mokes |
Earnings ) Help |
Trem Marmne Hourlyfannoal Rake Pay Petiod IWEEHY 4 — -
mployee is
Hourly Wage 6,00 = Class I—j Il inactive
Overtime Wage 9.00
Commission 2.0% LI

™ Use time data to create paychecks

Additions, Deductions and Company Contributions

Ikem MNarme Arnounk Lirnik :‘ Tazes... |
-

Fredetickson - ... ™| -50.00 ] i
Garnishment -50.00 SR et |
401k} Employes -3.0% -14,000.00 Direct Deposit |

401k} Company 3.0%

=

™ Employee is covered by a qualified pension plan

Figure 129
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1099 CONTRACTOR PAYMENTS

As we have previously discussed, QuickBooks Pro treats subcontractors differently from employees.
Therefore, you cannot pay 1099 contractors with a paycheck. Instead, you must write them a regular check.
We are going to pay two separate 1099 contractors in this example. The first check that we will write is to Fred
Allen (the owner of our building) for January’s rent and the second is to Eduardo Gutierrez for service calls
made to different customers.

To pay these contractors, choose Banking from [Ae=Esi=an

nnnnn B et et « | B Pnd

the Navigation Bar and then choose the Checks icon | e b sl s e

on the Banking Navigator. Select Checking as the ||| ..o s s o o=

Five e ard DU[LOQ" = =+ # = s e ssessssssnsanssssssssnnsnsnns Dolars

Bank Account and uncheck the To be printed box. [, _

Set the date as January 15 and choose Allen, Fred from
the drop-down arrow list in the Pay to the Order of
field. Now click on the first entry line of the check- | |="—7T—"* = e
voucher detail field in the Expenses tab. Choose Rent
Expense as the Account and enter an Amount of
$500.00. Now TAB to the Class column and choose
Overhead from the drop-down arrow list. This screen
should now look like Figure 130. If so, click Save &
New to enter another check. . - -
_oeorspms |_pocone | sl Lot |
Figure 130

The next check is to Eduardo Gutierrez to pay him for service calls to the City of Metropolis Police
Department for the maintenance and repair of computers and for the installation of computer systems to various
customers that we will not bother to track. Set the Date for this check as January 15 and choose Gutierrez,
Eduardo as the payee. Now TAB to the first entry line of the Expenses voucher area. For this entry, choose
Contract Labor:Installation Labor as the Account, $500.00 as the Amount, City of Metropolis: Police
Department as the Customer: Job and Product Sales as the Class. Since we are going to track these

expenses back to the customer, leave the billable image unchecked. When you finish, this screen should look
like Figure 131.

W prwan [P het Gt = | T Pt
Bord Accoart [Cheching = [ - 12.500.00
o, L
Cate 01/1572005 W]
Py o the Ovder of Gudieeree, Fduerid = 4 S00.00
................................. Dot
C o
e Customar: b Clast
oty of Metropoks:Foboe De... =] [ [Froduct Sdes ==
=
Cor 5oty | _Bimcalndate Sgvebiiose | SavedMew | cow |

Figure 131
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Now click on the Items tab of the check voucher. Choose Service Call as the Item, 15.5 as the Qty
(Quantity), City of Metropolis: Police Department as the Customer:Job, and Service & Repair as the Class.
This screen should resemble Figure 132. If so, click Save & Close to record the check.

Werevos Pose Goee « | T rnd

Trie ook tusstion | Ask

¥ Fiow Da 17 |
s oot [ecdeg =] Ervdr Badarce 12.500.00
Ne. 2
Date 01/15/2005 |
Pay to the Order of Gubierres, Fduarde =| 4 Tu_.u‘_J
Sven b iyt el 107 T2 7 2 7 e s s rssrasn s TR T e R T e n ey oot
Echiarda Gubrea
472 Sparta ey
Akdress | Metropols, TH 47302
My
Egprrna $500.00 fn.—m. 2250 l I~ Criem Paymart [ To b prinkeg]
Stam Desirphion .54 Lot oot - .E Llass
[Service Cal = [Sarvce Cal Labor 155 15.00 0 [ty of Metropeh... 7] Servic.. ¥
i — s : = o =|
sekect 0| : Gl | Tme |
o Splts | Bocakodate | Swbicie | Savetbew | cow |
o
Figure 132
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INVOICE SALES

Selling items and services on credit is a mainstay of most business operations. Therefore, accurate and
up-to-date financial records are a must, since these credit sales are often the main source of revenue and the
lifeblood of the business. To record this type of sale, choose Customers from the Navigation Bar and then
choose the Invoices icon from the Customers Navigator. This causes the Create Invoices window to
appear. Using the drop-down arrow list in the Customer:Job field, choose City of Metropolis:Police
Department as the customer and job. Then select Invoice as the Template and set the Date as January 20.

TAB to the Invoice # field and set the number as 1000.

Now TAB to the ADVERTISING field. Since we have a contract to provide computer service to the

Police Department, enter Contract here and uncheck the To be printed box. Now TAB to the ltem Code
field on the first available entry line of the invoice voucher area.

Since we have service hours and expenses that (T S v - - .o Ask 0~ Hondozr| x|
are billable to the police department, we need to enter Tmeerdcostsror  thyafMetrpnisfolce bepartment
them into this invoice. @ To do this, click the (gem s307.50 |Goenees 0 | Tre 500 | i )
Time/Costs button to bring up the Choose Billable | s« |
Time and Costs screen. The Items tab of this | /e callabor 155 = —cE H‘dei‘
window should now be highlighted. The entry in this tab
is a result of the check we wrote to Eduardo Gutierrez
for service calls made to the police department. Note
that while we paid Eduardo $15.00 per hour to perform
this service, we are charging the police department -
$25.00 per hour. To make this entry appear on the —S-————————r — —
invoice we are creating, simply click in the Use column o o | e |
beside the entry. This screen should now look like .
Figure 133. Figure 133

g

Now click on the Expenses tab. Set the I - o A= ooz i
Markup Amount or % as 50.0% and enter Sales Tt Sofremnsisiole bopanment
Income in the Markup Account field. You will see == $367.50 | Expenses $750.00 [Tme 50.00 | Mieege .00 |
the $500 paid to Eduardo Gutierrez for the installation of | ... e
the computer systems for the Police Department. The e P Fer ET— :‘

50.0 percent markup means that while we paid Mr.
Gutierrez $500 for installing these systems, we will
charge the Police Department $750 for this service. To
incorporate these changes into the invoice, check the

-

Use column beside the entry. When you finish, this e |

. . ™ Selected expenses are taxable Total expenses with markup 750.00
screen should look like Figure 134. o o— : ‘
Print selected time and costs a5 one invoice ikem Total billable e and costs 113750 |
oK Zancel I Help |
Now click on the Time tab. You will now see .

Figure 134

the entries that we made on Paul Ferguson’s timesheet
that denoted the police department as the customer. To select these entries and transfer them to the invoice,
again click beside each line in the Use column. This screen should now look like Figure 135. 1f so, click OK.
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Choose Billable Time and Costs Type a help question | Ask = How Do 1?7 x|

Time and Costs For: City of Metropolis:Police Department

Iltems $367.50 [gxpenses 4750,00 | Time

Select all Click. on Options. .. to customize how information Fram Gptions
! timeshests is brought inka QuickBooks invaices EMENEbon

$325.00 l Mileage $0.00

Use Date Emplayes Service Item  Hours Rate Amount Mokes Hide
J |12}30{2004 |Ferguson, Paul Labor £:00 25.00 200,00 -
o |12431}2004 |Ferguson, Paul Labor 3:00 25,00 75.00

=]

™ Print selected time and costs as one invoice ikem

oK Cancel

[ Total bilsble time and costs 1,462.50 |

| Help |

Figure 135

These entries now appear on the invoice. However, we are not finished. While the Service Call item
was classified as a result of the check we wrote to Eduardo Gutierrez, the Expenses Markup did not carry the
class of Service & Repair when it was transferred to the invoice. Therefore, click in the CLASS column

beside this entry and use the drop-down arrow list to choose Product Sales as the class.

We have one more modification that we need to make to the detail area of the invoice before we move
on. The police department also purchased two Pentium III 700 Mhz computers from us. To enter these on the

invoice, simply click in the ITEM CODE column of the first available entry line of the invoice. Use the drop-

down arrow list to choose the COMPUTER:Pent IIT 700 item. Then TAB to the CLASS column and enter

Product Sales as the class. Now TAB to the QUANTITY column and enter a quantity purchased of 2.

Finally, we need to enter a customer message for this invoice. Click the drop-down arrow beside the

Customer Message ficld and choose Thanks for doing business with our firm! This invoice should now

look like Figure 136. 1f so, click Save & New to enter another invoice.

& Create Invoices

Type a help question | Ask, > How Do 17 [x]

previous [P hext GPrint ~ Edsend ~ Ehshp + | B Find [ Speling By History {5 TimejCosts... | [ Letters ~

Customer: Job Class
[Cty of MetropolsiFolice ... | ] [-]

Invoice

City of Metropolis
P.0, Box 1072
Metropolis, TH 47382

Description
Ser

Service &R 12/31f2004 |3 25.00 75.00 |Mon
Labor Service &R, [12/31f2004 |2 25.00 50.00 |Mon
Service Call Service Call Labor Service &R, 01/15/2005  |15.5 25.00 387,50 |Man
Reimb Group

Product Sales |01/15/2005 500.00 500.00 |Man

Reimb Subt Tokal Reimbursable Expenses 500.00
Markup Product Sales 50.0% 250.00 |Man

Tokal Reimbursable Expenses 750.00
(COMPUTER:Pe... |Pentium 111 700 Mhz processor, 40 Gigabyks Hard Drive, 17 |Froduct Sales B 1L,700.00]  3,400.00 [Non

Templste _ Customize

Invoice: =

Date:

hip To
City of Metropolis
5218 Main Strest
Wetropalis, TH 47362

Due Date

15/2005

oritor, 128 Meg RAM, 40X €0 ROM, 3.5" HD Floppy,
Windows %P

You will now see the Name Information Changed screen (Figure 137). It tells you that you have
changed the ADVERTISING information for the City of Metropolis: Police Department. It also asks if you
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Customer [ Tharks for doing business |+ Tat |Sales Tax > |(9.25%) 0.00
Message | I—‘
Message  [with our Firm Total 462,50
I Tobe printed Customer Tax Code [on ¥ | Apply Credits | Payments Applisd 0.00
I Tabe e-mailed Balance Due 4,862.50
Mema
Let QuickBooks help you get paid orline by credit card savedCose | SavescNew | dear |

Figure 136
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would like to have this information appear the next time you create an invoice, cash sales receipt or invoice for
this customer. Click Yes.

Name Information Changed

N

ou have changed the ADYERTISIMG For City of Metropalis:Police Department, Would you
like to have this new information appear next time?

Mo Cancel |

Figure 137

The next invoice we will create is to Super Mart for the purchase of 10 mouse pads and 10 keyboards
that they are going to resell. Choose Super Mart as the Customer:Job and set the date as January 25. Now

TAB to the SHIP TO field. Since we will be delivering these items to Super Mart, we need to supply a street
address for the driver. This address is:

Super Mart
1213 Access Road
Metropolis, TN 47382

Now TAB to the ADVERTISING ficld and enter Word of Mouth as the way Super Mart heard about

our firm. Now TAB to the ITEM CODE column in the invoice detail area and enter the items and the
appropriate quantities that we sold to each customer. Be sure to assign a class to each line.

Finally, since we are delivering these items to Super Mart, we will assess a delivery charge of $50.00.
To do this, TAB to the next available entry line. Choose DELIVERY as the ITEM CODE, Overhead as the
CLASS and set the AMOUNT as $50.00. Also choose We really appreciate your business! as the Customer

Message. When you finish, this screen should look like Figure 138. If so, click Save & New and then click
Yes to answer the Name Information Changed screen.

E Create Invoices

irrevious B Mext gHrrint ~ Bg) send ~ B Ship

Type ahelp question [Ask,

- | B Find [ speling B History {3 TimefCosts. . | [ghLetters ~

¥ How Do I?

Customer: Job

[Super part

Invoice

Super Mart
PO, Box 4373
Metropolis, TH 47382

c\ass Template _ Customize
1> [nvoice =

Date
01/25/2005 &
Ship Ta.

Super Mart:
1213 Access Road

[-]

Wetropolis, TH 47362

Description

ACCESSORIES: ..
ACCESSORIES:...
Delivery

Mouse Pad
Microsoft Ergonamic Keyboard
[Delivery Charges

Product Sales
Product Sales
Overhead

Hon
on |

Customer [ really appreciate your |~ Tax [Sales Tax___ | 7](5-25%) 0.00
Message |
Hessage |business Total 850.00
I™ Tabe printed Customer Tax Code [Non = | #pply Credits | Payments Applisd 0.00
I™ Tobe e-mailed Balance Due 850,00
Mema
et QuickBooks help vou qet paid enline by credt card, savesiClose | savetchew | s |
Figure 138

Now let’s create one more invoice. Click on the Invoices icon and choose Tri City Pumping as the

Customer:Job. Setthe Date as January 26 and enter Yellow Pages in thec ADVERTISING field. Now enter
the following items in the invoice detail area.

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension

69



ITEM QUANTITY CLASS
Pentium II1 600 1 Product Sales

Pentium II1 700 1 Product Sales

Memory 4 Product Sales

However, they have sent us a down payment of $500. This is entered as the PAYMENT item with $500
inthe AMOUNT column. This item does not have a class since it does not affect an income or expense account.
Now choose You are the reason we are here! Thanks! as the Customer Message. When you finish, this

invoice should look like Figure 139. If so, click Save & Close and then click Yes to answer the Name
Information Changed screen.

& Create Invoices

Type & help question | Ask| “» How Do I?
Wprevious [ next <GPt ~ B send ~ BB5hp - | B Find o Speling Ty History €3 Tme/Casts... | [ Letters ~

Customer:Job dass Template _Customize
[Tri City Pumping i iy = [Trvoice =

Invoice

Tri City Pumping
4236 Bristal Hury
Metopolis, TH 47382

ion

... [Pentium III 600 Mh processor, 40 Gigabyte Hard Drive, 17"
Moritor, 128 Meg RAM, 40% €D ROM, 3.5" HD Floppy,

Windows %P

COMPUTER:Pe... [Pentium III 700 Mhe processor, 40 Gigabyte Hard Drive, 17"

Product Sales 1 1,700.00 1,700,00 [Tax
Monitor, 128 Meg RAM, 40% €D ROM, 3.5 HD Floppy,
[Windows XP
COMPONEMTS:.... [Simms RAM Memory - 16 Meg Block, Product Sales 4 140.00 560,00 Tax
Payment Intial Payment For Order 500,00

Customer [\ou are the reason we are |~ Tax [Sales Tax - |09.25%) 37.80
Message |herel Thanks!

Total 3,607.60

I™ To be printed Customer Tax Code [Tax j Apply Credits | Payments Applizd 0.00

I To be e-mailed Balance Due 3,607.80
Memo

Lek QuickBooks help you et paid orline by cred: card. savesClose | saveanew | cex |

Figure 139
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RECEIVING PAYMENT ON AN INVOICE

On February 1, we received payment for the goods purchased

by Tri City Pumping on January 26. To record this payment, click
the Receive Payments icon located in the Customers
Navigator. Click No when you see a Merchant Account Service
Message screen appear like Figure 140. Enter Tri City Pumping in
the Received From field and set the DATE as February 1. In the
Amount field, enter the amount they sent us ($3,525.64). Make sure

3)

In order to customize the display for your business, please
let us knaow if wour business accepts credit cards.

Do wou accept credit cards?

x|

[ Do not display this message in the Fubure:

that the appropriate invoice is checked in the Outstanding

Invoices/Statement Charges arca. This screen should now look like Figure 141.

¢: Receive Payments Type & help question | Ask

Wrrevious [P Mext | B Hstory - | 25 Get Online s |

 How Do 17 [x]

Customer Payment

Received From [7ri City Pumping j Customer Balance 3.607.80
Amount 3,525.64 Date 02/01/2005 E

Pt Method = Reference #
Memo Wwhere dozs this pavment co?
Card o Exp. Date I

I~ Process credit card payment when saving

Find a Customerfinvoice... |

Date Humber Orig. Amt, Disc. Date Ak, Due
3,5 005 3

Payment

Tokals 3,607 .80 3,607.80 3,525.64
~ Amounts for Selected Invoices
Amount Gue 2.607.80
Underpayment $82.16. When you finish, do you Un-Apply Fayment || applied 1525.64
want to: - .
@ Leave this as an underpayment Discount & Crecits, | iecoutieond Creits 0.00
£ Wirite off the extra amourt
Wiew Customer Contact Information Save & Close | Save & New | Clear |

Before we go on, we need to determine if Tri City

Figure 141

Pumping is eligible for a discount for early payment. Click MEsEiSiiSisio

the button Discount & Credits and look at the Discount | customeraot i city Pumping

Date. This tells us that Tri City Pumping is eligible to |oae 01262005

receive a discount on this invoice through February 10. e R

This information is on the Discount & Credits screen

shown in Figure 142. This screen shows that Tri City
Pumping is entitled to a discount of $72.16. But this | Dicountpate
customer has withheld a discount of $82.16. This is because | .
QuickBooks Pro has calculated the discount based on the
outstanding invoice amount of $3,607.80 (the total amount
of the invoice minus the $500 down payment). But Tri City
Pumping has withheld a discount based on $4,107.80 (the
total amount of the invoice). Which is correct?

This depends on your particular company’s policy.
However, while allowing Tri City Pumping the smaller
discount will save Tennessee Computers $10.00, it will

probably also make the customer angry. Therefore, it may

.
— Invaice
Mumber 1002 Amaunt Due 3,607.80
Discount Used 72.16
Credits Used 0.00
Balance Due 3,535.64
Discount I Credits ]
02/10/2005
Met due 15th, ...
Suggested Discount 7216
Amount of Discaunt I 7216
Discount Account  [Discount Expense j
Discourt Class | j
Done Cancel | Help |

be better for your business in the long run to allow Tri City
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Pumping the larger discount of $82.16. To do this, simply change the amount in the Amount of Discount

field from $72.16 to $82.16. Enter Discount Expense as the

Discount Account. (This is a new account, so

you will have to set it up. Use Sch C: Other business expenses as the tax line.) The Discount Information

screen should now look like Figure 143. If so, click Done.

#: Discount and Credits x|
— Invaice
Customer:Job  Tri City Purnping
Mumber 1002 Amount Due 3,607.80
Date 0126/2005 Discount Used 72.16
Otiginal Amt, 3,607,280 Credits Used 0.00
EBalance Due 3,535.64
Discount I Credits I
Discount Date 02/10/200%
Terms Met due 15th, ...
Suggested Discounk F2.16
Amount of Discount I 32,16
Discount Account |Discount Expense j
Discount Class I j
Done Cancel | Help |

Items not assigned classes

A screen will appear titled Items Not Assigned
Classes like Figure 144. Click Save Anyway.

\__0

Figure 143

One o mare ikems have nok been assigned a class,

9

Save amyway or cancel and return to the Form?

Cancel |

- Receive Payiaits

[Qrrevous B e My thstory = | [ et Cridne Frits

Customer Payment

Recetved From Wﬂ Clstimer Dusnce AB07 B
damounk: I 3,525.44 Diste Q2508 {2005 ﬂ

P veted | =| Tieterercn 8

Mo I ‘Wheoe does the.oement ool

Card Mo 0 i |

m I Frocess crodk card payiment whon saving
i i

Desourk

Fr]  Cuntosiom lrnmiain.

Pagmert.

Fisrber

Figure 144

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension

This takes you back to the Receive Payments
screen. This screen should now look like Figure 145.
If so, click Save & Close.

| Toeals

RS 25256
Aot for Seiected Invoices
Asurt Dus
Urdpphy Payment | acpied

B Cradia] enet and rentts
Biscount b Credite..] foee

607 B0
3,575 B4

8216

symncion | gemarew | cew |

Figure 145
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RECEIVING PARTIAL PAYMENT ON AN INVOICE

On Invoice 1001, we sold goods to Super Mart and included a delivery charge. On March 2, Super Mart
sent us a check for the entire invoice amount except the delivery charge ($800.00). To record this payment,
click the Receive Payments icon located in the Customers Navigator. Enter the proper customer and
date and the amount that was paid (check the Discount Date to see that no discount is applicable). This screen
should look like Figure 146. If so, click Save & Close.

& Receive Payments

Type & help question | Ask ¥ How Do I?

Wprevious B het | Wy Hstory ~ | 25 Get online ks |

Customer Payment

Received From [Syper Mart '~ Customer Balance 850.00

Amount 00.00 Date 030212005 |

P, Method =l Reference #

Hema Where does this payment go?

Card Mo Exp. Date !

% I~ Process credit card payment when saving Find a Customes fimvoice. .

7 Date Number Crig. A Disc. Date Ank. Due

 |o1fz5i7005 1001 650,00 [02/10/2005 50,00

Payment
600,00 ~

Totals 850,00 850,00 600,00 _Il
Amounts for Selected Invoices
Amount Due 850.00
Undetpayment $50.00. When you finish. do you Un-sipply Payment || appiied 200,00
want to:
@ Loave this as an undspayment Discount & Credits,_| Sscourt and Creds 0.00
© wwrice: off the extra amount

View Customer Contact Information

SwedCiose | Savesmew | cear |

Figure 146

However, we want Super Mart to know that we haven’t forgotten about the $50 delivery charge.
Therefore, on March 5, we want to send this customer a reminder statement. To do this, click the Statements
icon located in the Customers tab of the QuickBooks Navigator. To let Super Mart know what their
purchase history has been for this year, set the Statement Period From and To fields to January 1 and
March 5, respectively. In the Select Customers area, select One Customer and then choose Super Mart
from the drop-down arrow list. This screen should now look like the one shown in Figure 147. To print this
statement, you would click Print. Click Close.

Create Statements Type a help question | Ask
r—Enter Statement Date and Type

[paios /2005 &)

' Statement Par\odmelDl,l’Dl,l’ZDDS E To |03f05f2005 E

% How Do I?

r— Select Additional Options

Template Custamize
IIntuwt Standard Statement j

Statement Date

Al open transackions as of Statement Date

= Include only transactions over ISU days past dus date

 Select Customers

" all Customers

' Multiple Customers

* One Customer ISuper Mart j

' Customers of Type
" Preferred Send Method

[ ¥iew Selected Cusfomersm.d|

Create One Statement |Per Customer ad

I Show invoice item details on statements
I Prinit statemenits by biling address =ip code
[¥ Print due date on transactions

Do nat create statements:

I with a zero balance

I with a balance less than IDDD—
™ with no account ackivity

¥ for inactive customers

Assess Finance Charges. .. I

Presiew | Print E-mail |
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Close Help |

Figure 147
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RECEIVING PAYMENTS FROM MULTIPLE JOBS
WITH ONE CUSTOMER

On March 5, the City of Metropolis sent us a check for the goods and services purchased from us so far.
This check is for $8,562.50 and consists of payment for Invoice #1000 (written to the police department in the
amount of $4,862.50) and the opening balance that we entered for the city clerk’s office ($3,700.00).

To receive payment for these jobs, choose the Receive Payments icon from the Customers

Navigator. Then complete the Receive Payments screen in the same manner as you did for the previous
customers.

Choose City of Metropolis as the Customer:Job and set the Date as March 5. Now enter 8562.50 in the
Amount field and make sure the proper invoices are checked in the Applied to area. Be sure to check the Disc.
Date column to make sure that no discounts are applicable. This screen should now look like Figure 148 If
so, click Save & Close to receive the payment for the city’s outstanding charges.
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@ previous [ hext | Eth Histary  + ‘ é Get Online Pmts |
Customer Payment
Received From |City of Metropolis j Customer Balance 8.562.50
Amounkt I 8,562.50 Diate 03/05/2005 E
Pmt, Method I j Reference #
Mema I Where does this payment go?
Card Mo, | Exp. Date !
I Process credit card payment when saving Find a Custamer Irvoice. .. |
S Date Job Murnber Orig. Amk. Amt. Due Payment
S |12i31/2004 |City Clerk 3,700.00 3,700.00 3,700,00 &
o |01/20§2005 |Palice Department 1000 4,862.50 4,662,50 4,662,50
=l
Totals 8,562.50 §,562.50 5,562.50 |
Amaunts For Selected Invoices
Amount Due 8.562 50
Un-Apply Payment Applied 8.562.50
Discount & Credts,., ||DISeount A CreEs 0.00
Applied
Save & Close | Save & New | Clear |

Figure 148
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MAKING DEPOSITS

Now that we have received funds from oy ——— e i A oo 210 4

sales and accounts receivable, we need to make
a deposit. To do this, click the Deposits icon
located in either the Customers Navigator or
the Banking Navigator. This brings up the
Payments to Deposit window. Since we
will be depositing all payments, click the
Select All button. This places a check mark
beside each payment to denote that these
payments are to be deposited. This screen
should now look like the one shown in Figure
149 If so, click OK.

This takes you to the Make Deposits
screen. Select Checking in the Deposit To
field and set the Date as March 5. But before
we go further, we need to deposit $1,160.00

Select View

lr\u'iew payment method type I»ﬂll types ¥ | What sre payment method views?

i~ Select Payments to Deposit
+ | Drate | Time | Type | Mo, | Payment Method | Mame Amount
01262005 MY 100z Tri City Pumping 500,00
4 0zj01/2005 PMT Tri City Pumping 3,525.64
< 03/02{2005 PMT Super Mart G00.00
+_[03/05/2005 PIT City of Metropolis 8,562.50
4 of 4 payments selected for deposit Payments Subtotal 13,388.14

Select Al | Select Mone
0K Cancel | Help |

Figure 149

received from the sale of some service equipment that has been fully depreciated. To deposit this sum, click
on the first available entry line in the Make Deposits screen’s detail area. TAB to the From Account
column and use the drop-down arrow list to choose Capital Gains/Losses as the recipient account (since this
sum is from the sale of an asset, it should not be posted to the Sales Income account). Then TAB to the Class
column and enter Service & Repair as the class. Now TAB to the Amount column and enter the $1,160.00
amount here. This screen should now look like Figure 150 If so, click Save & Close.

kit Make Deposits

Type a help question | Ask

@ previous [ next @ Print = ‘ & Payments

Deposit To [Checking j Date [o3/05/2005 @] Memo [Depasit

Click Payments ko select customer payments that you have received. List any okther amounts o deposit below,

Received From From Account Memao Chk Mo, Pmt Meth, Class Amnaunk
Tri City Pumping Undeposited Funds Initial Payment for ... (1002 500.00 j
Tri Ciky PUmping Undeposited Funds 3,525.64
Super Mart Undeposited Funds 800.00
Ciky of Metropolis Undeposited Funds 8,562.50
Capital Gains/Losses Servic.. . 1,160,00
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=l
Deposit Subtotal 14,545, 14
To get cash back from this deposit, enter the amount below. Indicate the account
where vou wark this money to go, such as vaur Petty Cash account.
Cash back goes to Cash back mema Cash back amount
| A |
Deposit Total 14,548.14
Save & Close Save & New | Clear |

Figure 150

= How Do 17 [N < |
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ASSESSING FINANCE CHARGES

On March 10, we decided to assess a $20.00 finance charge against Super Mart for their unpaid delivery
charges. To do this, we must add a new account (refer to the ACCOUNTS chapter) and a new item (refer to the
ITEMS chapter). Information for the account is:

Type: Other Income
Name: Finance Charge Income
Tax Line: Sch C: Other business income

Information for the new item is:

Type: Other Charge

Item Name/Number: Finance

Description: Finance Charge

Account: Finance Charge Income
Not taxable

Now we can enter the charges to Super Mart’s account. Choose the Customers icon from the
Customers Navigator and then highlight Super Mart. Click the Activities button and choose Use
Register. This brings up the Super Mart Accounts Receivable register. You are now at the first available
entry line of the register.

Set the Date as March 10 and press TAB. Use the drop-down arrow list to choose Finance as the item.

Now TAB to the Rate field and enter $20.00. Leave the Description as Finance Charge and TAB to the
Class ficld. Enter Overhead as the Class and March 10 as the Due Date. This screen should now look like
Figure 151. 1f so, click Record and then close the Super Mart-Accounts Receivable register and the
Customer:Job List window. See previous instructions on printing another statement for this customer to let
him or her know that you have assessed the finance charge.

&, Super Mart - Accounts Receivable Type & help question | Ask “ How Do 1?

Gprint... | @Aedi Transaction &8 TimefCosts... =] QuickRepart
Customer:Job [Super Mart |
Date Mumber Item I qty | Rate amt Chrg Amt Paid Balance ||
Type Description | Class Billed Date Due Date 1
oljz5/2005 1001 550.00) 50.00
Iy 02/15/2005
03/02{2005 B800.00| 50.00
P
03/10/2005 Finance 20.00] 20.00] 70.00
STHTCHS [Finance Chargs Overhead 03/10/2005
TERWEREE &b [Jieem o [rate At Chra |
Description [class ~ = & |
I Ltine I~ Show open balance Endling bslarcs 700
Sortby [Date, Type, Number/... ¥ Record Restare

Figure 151
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CASH SALE WITH A NEW CUSTOMER AND SALES TAX

There are times when a customer just walks up to your store and wants to make a purchase and pay for
it immediately with either cash or a credit card. You handle this transaction the same way as you would one
of your regular customers such as Super Mart or the City of Metropolis Police Department, except that you use
a different form. This example is that of a cash sale with a customer whom you want to track.

To handle this, choose the Sales Receipts icon from the Customers Navigator. This brings up
the Enter Sales Receipts window. Then choose Cash Sales Receipt as the Template. But this is a new
customer. Do we need to click on the Customers icon and go through the same procedures you went through
during the initial company setup? Not necessarily. Assume that our customer’s name is Chip Johnson. Since
we are sorting individual customers by their last names (the same way we sorted our individual vendors in the
1099 contractors chapter), enter Johnson, Chip in the Customer:Job field and then press TAB. The
Customer:Job Not Found screen then appears (Figure 152) and gives you two choices. Quick Add simply
enters the customer’s name and allows you to go directly back
to the Enter Sales Receipts screen. Set Up takes you
through the customer information screens that we have ., e cisnotinthe cusomen bt
previously seen. For the sake of simplicity, choose QUICK Add ™ 1o sy s i, ctotoncstoneios i, i . v e
to record Chip’s name and then move on. (Remember that you To ente the detsled formaion ow,cick Sex U (usuly notrequred).
can always edit Chip Johnson’s customer file later and enter any
further information that you want to keep track of. If the
customer pays by check, this would be easy to do since most Figure 152
checks have addresses, phone numbers, etc., printed on them.)

Set Up Cancel I

Set the DATE as January 27 and let this D - - i~ oo |
Wprevious [P Next & Print - B Email - B ship + | € Find spelling Xy History = &5 Time/Costs...
be SALE NO. 1000 NOW TAB to the SOLD Custamer:Job Jclass o Template CusmrmzeJ
. . . [30hnsan, chip =|[ - (Cash Sales Receipt ™
b = alm Mo
TO field. Notice that Chip’s name is shown on | ... receir m—r—

the screen as Johnson, Chip. Since we do not | e

want to print a sales receipt with his name listed

this way, replace Johnson, Chip with Chip

Johnson. Chip told us that he heard about our — = :

company on the radio, so TAB to the | ZZZis W e 1 .
ADVERTISING field and enter Radio. Chip |’ - A =
then purchased one keyboard, one mouse and
one mouse pad. When you enter these items in
the Cash Sales Receipt detail area, his sales

receipt should look like the one shown in Figure

153. 1If so, click Save & Close. When the e . el S

Name Information Changed screen appears s roes e = e S

and asks you if you would like to have the new e s g e

billing and advertising information for Johnson, siceces ey e
Chip appear when you create a new form Figure 153

involving this customer, click Yes.

Note that we had to charge Chip sales tax on his purchase. When we collected this sales tax, it became
a liability on our part because we now owe it to the Tennessee Department of Revenue. We will cover the
payment of this liability in the next chapter.
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PAYING SALES TAX LIABILITIES

The state of Tennessee only allows a business to pay its sales tax liabilities in round dollars (for
example, a business would pay $359.00 instead of the $358.44 that QuickBooks says that the business owes).
To adjust this liability, you need to create another income account to track the sales tax adjustment. The amount
that is owed is derived from the sales tax form that the state provides.

First, set up an Other Income account and give it a name of Sales Tax - Adjustment. Set the tax line
as Sch C: Other business income. Then click on the Sales Tax Payable account and click on the Activities
button located at the bottom of the screen and choose Use Register.

You are now on the first available entry line of the Sales Tax Payable register. Set the Date as
March 31 (the end of the quarter) and enter TV Dept of Revenue as the Vendor. Now TAB to the Billed ficld
and enter the amount that you must adjust (in this case, you would add $0.56 since you owe a total sales-tax
liability of $358.44). Now TAB to the Account ficld and enter Sales Tax - Adjustment. Note that since you
are working with the register of a balance-sheet account, you cannot assign a class to this entry. When you are

finished, this screen should look like Figure 154. If so, click Record and close the Sales Tax Payable
register.

2 Goto.. | &hprint... | @ Edt Transaction 15| quickreport
Date Number Wendor Due Date Eilled < Paid Balance
Type Account I Memo
01/20/2005 1000 TH Dept of Revenue 01/31/2005 12.00] 0,00
Ty Accounts Receivable [split] Sales Tax
01/25i2005 1001 TH Dept of Reveriue 01/31/2005 0.00) 0,00
Ty Accounts Receivable [split] Sales Tax
01/26)2005 1002 TH Dept of Reveriue 01/31/2005 347.80 347,60
Ty Accounts Receivable [split] Sales Tax
01/27j2005 1000 TH Dept of Reveriue 01/31/2005 10,64 356,44
RCPT Undeposited Funds [split]  Sales Tax
03{10j2005 TH Dept of Reveriue 03{31/2005 356,44
STMTCHG | Accounts Receivable [split] Sales Tax
n3fatjzons |8 TH Dept of Reveriue 0.56| 359,00
GEMIRML [|Sales Tax - Adjustment
03i531/2005 B |rumber |[Vendor hd Eilled Paid ‘
Account ] temo H— |

Figure 154

Paying sales-tax liabilities is very similar to paying payroll liabilities. Click Vendors in the Navigator
Bar to reveal the Vendors Navigator. Then choose the Pay Sales Tax icon. Enter Checking in the Pay
From Account field and set the Check Date and Show sales due through dates to March 31. Then
check all transactions that you want to pay (including the adjustment debit). This screen should now look like
Figure 155. 1f so, click OK. The check to the Tennessee Department of Revenue is waiting to be printed.

Pay Sales Tax Type a help question | Ask % How Do I?I il
Pay From Account Check Date Show sales bax due through  Skarting Check Mo,
[[checking ~| [witjzon @] [oastens @ 105
Pa Item Wendor Amt, Due Ak, Paid
Hel
S |5ales Tax TM Dept of Revenue 358,44 358,44 - &

|TI"-J Dept of Revenue

~|

Totals 359.00 sse00 |

Clear Selections Adjust | Ending Bank Balance 24,365.21 |

[™ Tobe printed 1] 4 | Cancel Help |

Figure 155
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CREDIT MEMOS

There are times when a customer must return merchandise. A Credit Memo is designed to handle this
type of transaction, especially when the customer returns an item that you have designated as an inventory part
in QuickBooks Pro. For our example, let’s assume that on January 5, the Sparta Nursery has returned three
Seagate 13 gigabyte hard drives that they purchased and paid for before the beginning of the year.

To enter this transaction, open the Customer Navigator and choose the Refunds and Credits icon.
This opens the Create Credit Memos/Refunds screen. Enter Sparta Nursery as the Customer:Job,

Product Sales as the Class, and set the Date as January 5. Then TAB to the form’s detail area.

Enter the HD 40 Gig part in the Iltem column. Then TAB to the Qty column and enter a quantity of
3. This screen should now look like Figure 156. If so, click Save & Close.

£ Create Credit Memos/Refunds Type a help question |Ask! ¥ How Do I? [X]

Wprevious [P Next Print ~ Ca E-mail - | &y Find Speling Sy History = & Use Creditto ~

Customer:Job Class Template __ Customize
[Sparta Norsery j [Product ... j Custom Credit Memao ™

N Date
Credit Memo

Sparta Nursery
Mcblinrvile Hy
Sparta, TN 37412

Description Gty Rate
COMPONENTS:... |Seagats 40 Gigabyte Hard Drive 3 450,00

1,350.00 |Tax

]

Customer -~ Tax [Sales Tax ¥ |(3.25%) 124.88
Message

Tokal 1,474.88

¥ Tobe printed [ To be e-mailed Customer Taz Code [Tax j Remaining Credit 1,474.88

I Process credit card credit when saving

Mem | saetclose | savemMew |  Revet |

Figure 156

An Available Credit screen appears like Figure 157 that asks What X
would you like to do with this credit? Click on Retain as an available

credit and then Click OK. ::eud::‘?jvael,;:lcs;saved a credit mema/refund with an available
What would you like to do with this credit?
There are two points that need to be made at this time. If you look g

at the Customer:Job list (Figure 158), you can see that the Sparta Nursery ; i:;:tf;“n“i:mce
has a balance of -1,474.88. This means that you owe this customer ot o e
$1,474.88 since they have returned the merchandise. Second, if you e s
examine the Chart of Accounts (Figure 159), you will see that the balance = |
of the Sales Tax Payable account is -124.88. This balance is correct since Figure 157
sale tax was eventually paid to the Tennessee Department of Revenue and

now that the product has been returned, you are entitled to a refund of the sales tax amount from the state.

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 79



#, Customer:Job List

Type a help question | Ask

> row oo IS

Estimate Tokal

Mame Balance Total Motes Job Skatus
+Big Ed's Warshouse 0,00
sCash 0.00
ity of Metropalis 0.00
@ity Clerk 0.00
+Palice Department 0.00
2 Jenkins Construckion 0.00
 Jim Brown 0.00
 Johnsen, Chip 0.00

+Sparta hursery
+Super Mart
+Tri Ciky Pumping 0.00

Using Computers to Manage the Modern Business

Figure 158

Cantwell, Rhea, and Barefield, The University of Tennessee Extension

FuChart of Accounts Type a help question | Ask

¥ How Do I?-

Mame | ¥ | Type Ealance Total I
+Checking Bank 24,365,21 |
+Money Market Eank. 24,324.94 J
+Accounts Receivable Accounts Receivable -1,404.85
<+Inventory Asset COther Current Asset 25,900.00
+Undeposited Funds COther Current Asset 125.64
+Machinery & Equipment Fixed Asset 75,000.00

= fcc Depreciation Fixed Asset -15,000,00
+Employee Loans COther Asset 3,950.00
+Jimn Frederickson Loans Cther Asset 3,950.00
+ar Loan Other Asset 0.00
+Trailer Loan COther Asset 3,950.00
+Accounts Payable Accounts Pavable 8,500.00
+Line of Credit Other Current Liability 10,000.00
+Payroll Liabilities Cther Current: Liability 0,00
+5ales Tax Payable Other Current Liability -124.88
+Mate - Machinery & Equipment Lang Terrn Liability 35,000,00
+0pening Bal Equity Equity 0.00
+(wner's Capital Equity 0,00
+Draws Equity 0.00
s Investments Equity 0.00
+Retained Earnings Enquity

Figure 159
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RECORDING CASH

There may be times (such as with a retail operati

REGISTER SALES

on) when you will not want to record every individual

sale in QuickBooks Pro. In cases such as this, you may want to record sales for each of the departments that

you created for your cash register. To do this, you must s

et up new items to represent these departments. These

items are non-inventory parts and, for this example, their names begin with the letters CR to show that they
represent the cash register departments you have created on your cash register.

To create the individual items, click Customers on the Navigation Bar and then choose the Items
& Services icon. This brings up the Iltem List screen. Click the ltem button and then New to reveal the

New Item window.

The first item that we will create is called CR -
Sales Tax. Choose Sales Tax Item as the Type. Then
TAB to the Tax Name field and enter CR - Sales Tax
as the item name. Now TAB to the Description field
and enter a description of Default CR Sales Tax and
press TAB. Leave the Rate as 0.0% and select TN
Department of Revenue as the Tax Agency. When

you finish, the screen should look like the one shown in
Figure 160. 1f so, click Next to create another item.

Now create an item called CR - COMPUTERS
- Tax. Since we will not need to track inventory of these
items, choose Non-inventory Part as the Type. Then
TAB to the Item Name/Number ficld and enter CR -
COMPUTERS - Tax as the item name. Now TAB to
the Description field and enter a description of
Taxable Computers Sold and press TAB. Leave the
Price as 0.00, leave the Tax Code set as Tax and
change the Account to Sales Income. When you
finish, the screen should look like the one shown in
Figure 161. 1f so, click Next to create another item.

Type

ISaIes Tax Item =

¥ How Do I?

Use ko calculate a single sales tax at a specific rate
that vou pay to a single tax agency.

Cancel |

Mexk

Tax Mame

ICR - Sales Tax

Description

|Default CR Sales Tax

Tax Rate (%)  Tax Agency

| 0,0%: |TN Dept of Revenue

Spelling

[ Irem is inactive

Figure 160
¥ How Do I?m

" Type

INon-inventory Part =
Item MameMumber

|CR - COMPUTERS...

Cancel |
Mexk |
Custom Fields |
Spelling |

[ Item is inactive

Use for goods you buy but don't track, like office
supplies, or materials for a specific job that you
charge back to the customer,

[ Subitern of
| i

[ This item is purchased For and sold to a specific customer:job

Price Tax Code
| 0.0% [Tax
Account

ISaIes Income j

Description

Taxable Computers Sold j

Figure 161

Now enter the following cash register items in the same manor.

Type: Non-Inventory Part

Item Name/Number: CR - COMPUTERS - NonTax
Subitem of:

Description: NonTaxable Computers Sold

Price: $0.00

Tax Code: Non

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - ACCESSORIES - Tax
Subitem of:

Description: Taxable Accessories Sold

Price: $0.00

Tax Code: Tax

Account: Sales Income
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Type: Non-Inventory Part

Item Name/Number: CR - ACCESSORIES - NonTax
Subitem of:

Description: NonTaxable Accessories Sold

Price: $0.00

Tax Code: Non

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - COMPONENTS - Tax
Subitem of:

Description: Taxable Computer Components Sold
Price: $0.00

Tax Code: Tax

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - COMPONENTS - NonTax
Subitem of:

Description: NonTaxable Computer Components Sold
Price: $0.00

Tax Code: Non

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - SERVICE - Tax
Subitem of:

Description: Taxable Services

Price: $0.00

Tax Code: Tax

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - SERVICE - NonTax
Subitem of:

Description: NonTaxable Services

Price: $0.00

Tax Code: Non

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - MISC - Tax
Subitem of:

Description: Taxable Miscellaneous Items Sold
Price: $0.00

Tax Code: Tax

Account: Sales Income

Type: Non-Inventory Part

Item Name/Number: CR - MISC - NonTax
Subitem of:

Description: NonTaxable Miscellaneous Items Sold
Price: $0.00

Tax Code: Non

Account: Sales Income

Next, you will need to create an item and an
accompanying expense account that will deal with any
overages or shortages in your cash register. To create
the expense account, click on Chart of Accounts in
the Company Navigator. Now click Account and
New. Enter Expense in the field beside Type,
Overage/Shortage in the Name ficld and Sch C: Other
business expenses as the Tax Line. When you finish,
the screen should look like Figure 162. If so, click OK
and close the Chart of Accounts.

Now create an item called Overage/Shortage. Set

Ivpe IExpense A oK |

Cancel

Name |Overage,|’Shortage Text |
I” subaccount of | j [~ Account is

inactive

Description |

MNote |

J How Do T choose:
-

Tax Line |Sch C: Other business expenses the right taz line?
TN FQNE T NS

Figure 162

the Type as Other Charge and enter Overage/Shortage as the ltem Name/Number. Enter a description of
Cash Register Overage/Shortage, leave the default amount set as $0.00 and change the Tax Code to Non.
Select Overage/Shortage as the expense Account. When you finish, the screen should resemble Figure 163.

If so, click OK and then close the Item List window.
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Ty0e DK
Other Charge | Use for mlscellaneou_s labor, material, or part
charges, such as delivery charges, setup fees, and Cancel
service charges.
Mext
Item M THumb Subit f
ern Name(fumber [ Subitem of Y ———
|Overage,|’Shortage | J
Spelling
™ This is a reimbursable charge

I Item is inactive

Description Amount of % Tax Code

Cash Register Overagejshortage I 0.00 |Non j
Account

IOvarage,iShortage j

Figure 163

You are now ready to use your cash register tape to record sales by departments. At the end of the day
on January 28, the cash register Z-tape provides the following information:

Department Class Number of Sales Amount

Computers - Tax Product Sales 3 $4,900.00

Computers - NonTax Product Sales 2 $2,500.00
Accessories - Tax Product Sales 10 $290.00
Accessories - NonTax Product Sales 5 $155.00

Components - Tax Product Sales 5 $2,020.00

Components - NonTax Product Sales 3 $1,570.00
Service - Tax Service & Repair 6 $150.00
Service - NonTax Service & Repair 2 $50.00
Misc - Tax Product Sales 10 $250.00
Misc - NonTax Product Sales 5 $125.00
Sales Tax Product Sales $626.00

According to the Z-tape, you should have $12,636.00 to deposit. However, you only have $12,631.00
in the cash drawer because the cashier gave a customer $5.00 too much in change. In order to make the deposit
enter the information from the Z-tape onto a Sales Receipt. To do this, click Sales Receipts in the
Customer Navigator. After the Enter Sales Receipts window opens, enter Cash as the Customer:Job,
change the Date to January 28, uncheck the To be printed box and choose CR - Sales Tax as the Tax at the
bottom. A Sales Tax Codes screen pops up saying you can use sales tax codes. Click OK to continue. In
the first line of the form’s detail area, enter the ltem Code as CR - COMPUTERS - Tax, the Class as Product
Sales, the Quantity as 3, the Amount as $4,900.00 and the Tax as Tax. Note that QuickBooks Pro calculates
the average sale in the Rate column. Now, enter the rest of the information from the Z-tape. Be sure to change
the Tax to Non when a NonTax item is entered. After entering the Sales Tax, you will see a Warning screen
that says changing the amount of a tax line item may cause your sales tax reports to be incorrect. Click OK and
then add the Overage/Shortage of -85.00 as the last entry with a Class of Overhead. When the Warning
screen pops up asking if you would like to continue since the item is associated with an expense account, enter
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OK. The Enter Sales Receipts window should look like Figure 164. 1If so, click Save & Close. You
could now pay the sales tax associated with these transactions in the same manor as before.

M, Enter Sales Res Type a help question | Ask!
Wprevious [P next &fprint + LY Emal ~ B ship ~ | €L Find [ Speling By History ~ & TimefCosts. .

Custamer:Job Class Template  Customize
[zash =l il Cash Sales Receipt | 7|

Sales Receipt
ST i
—
ription v
R Taxable Computers Sold Product Sales 3 1,633,33333 4,300.00 =
CR- HonTaxable Computers Sold Product Sales 2 1,250,00 2,500.00
CR- . |Taxable Accessories Sold Product Sales 10 29.00 290.00
CR - ACCESSO... |NanTaxable Accessories Sold Product Sales S 3100 155.00
CR - COMPOME. .. |Taxable Computers Components Sold Product Sales S 404,00 2,020.00
CR - COMPOME. .. |NonTaxable Computer Components Sold Product Sales 3 523,33333 1,570.00
CR - SERVICE - ... | Taxable Services Service &R... 3 25,00 150.00
CR - SERVICE - ... |NonTaxable Services Service &R... 2 25.00 50.00
CR - MISC - Tax  |Taxable Miscelaneous Items Sold Product Sales 10 25,00 250.00
CR - MISC - Ma... |NonTaxable Miscellaneous Ikems Sold Product Sales 5 25.00 125.00
Sales Tax Sales Tax Product Sales 626,00 628,00
Overage/Short. .. |Cash Register Overage/Shartage Overhead -5.00 -5.00 |Won
- - = j
=l

Customer - Tax [cr - Sales Tax | » [(0.0%) 0.00
Message I—l

Tatal 12,631.00

¥ Tobsprinted |~ Tobe e-maled  Customer Tax Code [ »| Memo [

% T Process credt card payment when saving

Saveticloss | savekNew | cear |

Figure 164

A message will appear saying, You have changed the Tax Item for Cash. Would you like to have this
new information appear next time? (Figure 165). Click No.

Name Information Changed

‘fou have changed the Tax Ikem For Cash. Would you like to have this new information
' appear nexk time?

Cancel |

Figure 165
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RETURNED CHECKS

On March 8, City Bank called us to report that the $3,525.64 check from Tri City Pumping was returned
for insufficient funds.

To handle this bad check, we need to create an Other |EEEI= - 1= [~ Fow oo N~

Charge item. Give this item an ltem Name/Number of Bad | S —— ok
P Other Charme Y| e vy charges, e fees, and e
Check, a Descrlptlon of Returned Check and set the service charges.
. Mext
Account as Checking. Leave the Amount or % set as 0.00 | icosaemnser T swiens ——
. . |Bad Check I J -
and Tax Code set as Non. The New Item window for this s speling
. . . . 15 15 & PEIMDUrsable charge
item should look like Figure 166. 1f so, click OK and close the | ..., st ot Tagcode | | et Rt
Item List window. [ P
ICheckmg j

We now need to enter this Bad Check item in the Figure 166
customer’s register for statement purposes. From the
Customers Navigator, choose the Customers icon. Click on Tri City Pumping to highlight this customer,
select the Activities button, and then choose Use Register. On the first available entry line of the Tri City
Pumping customer register, enter the date that City Bank returned the check (March 8) and enter Bad Check
as the Item. Enter $3,525.64 as the Rate and then click Record.

On the next line of the register, leave the date as March 8 and enter the Finance item with a Rate of
$82.16 and a Description of Discount No Longer Applicable. Assign Overhead as the Class and click
Record.

On the next line, again leave the date as March 8 and enter the Finance item with a Rate of $30.00 and
a Description of Returned Check Charge to denote a returned-check handling fee. Set the Class as
Overhead and then click Record. When you finish, the register should look like the one shown in Figure 167.
If so, close this register and the Customer: Job list. You can now print a statement to mail to Tri City
Pumping.

&5 Print... | [ Edit Transaction &3 TimefCosts... QuickReport
Custamer: Job |Tr| City Pumping j
Date Mumber Item | Qby | Rate Amt Chrg Amt Paid Eialance ”
Type Description ] Class Billed Date Due Date l
01/26/2009 100z 3,607,860 3,807.80
NV Paid
02/01/2005 3,525.64 82,16
PMT
02/01f2005 82.16 0.00
DISC
D03/08{2005 Biad Check 3,525.64] 3,525.64 3,525.64
STMTCHG ||Returned Check
03/082005 Finance 82.16 82.16 3,607.80
STMTCHG | Discount Mo Longer Applicable Dverhead
03/08/2009 Finance 30,00 30,00 3,637.80
STMTCHG || Returned Check Charge Dverhead

Figure 167
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WRITING OFF A BAD DEBT (NO SALES TAX APPLIED)

Unfortunately, we have to write off a bad debt all too often. This is the case with the $70.00 owed to

us by Super Mart. We have decided that it is not worth the risk of making Super Mart mad at us and potentially
losing a good customer.

There are several methods that you can use in QuickBooks Pro to write off a bad debt, but perhaps the

simplest one is to use the Receive Payments screen (particularly when no sales tax has been applied to the
transaction).

To use this method when writing off a debt, click on the Customers in the Navigator Bar to reveal
the Customers Navigator. Then choose the Receive Payments icon. Enter Super Mart as the
Customer:Job and change the DATE to the date on which you wish to write off the debt (April 1). Leave
the Amount field set as 0.00. This screen should resemble the one shown in Figure 168.

rrevous [P mer | By rstoey = | (2] Gor Orne Pt
Customer Payment

Rrcened From [Eopertart %] Customer Balance .00

fr o Dale CE |

P, Method 7 Hefarence &
—_—

M 1whers does this pavmerk 25?

Cawd Mo, Gp.oste |/
S 1 Process coede card pamert when savmg Fied n Custormer leveicr..
i A

Date Mvber Qi Lt Farend
011252005 1001 &50.00 5000 0.00 =
B0 | 0.00 M0 0.00

b |

Totah £70.00 70.00 000 |

Arvenrs For Selected brviices
Amourk e 000
Juko Agphy Papmert. | Appaed .00

Dhuceast b O

Discourt nd Credts
et 000
Apoked

swencose | sovemmew | cew |

Figure 168

Now click in the Payment column of the first line that will not be paid (this is the line that contains
the $50.00 balance from Invoice 1001 on January 25). Now click

x
the Discounts and Credits button. Feme—
Mumber 1001 Amount Due 50.00

In the Discount and Credits window, enter the owmime. woo e
Amount of Discount as $50.00 and set the Discount Account — —
as Bad Debt Expense. (This will be a new account, so you will bt L]
have to create it. Use Sch C: Bad debts from sales/service as the | ="™ =
Tax Line.) Choose Overhead as the Discount Class. This | sewseosont 0.0

screen should now look like the one shown in Figure 169. If so, | "ot [ ww

click Done. Repeat the same procedure for the line which | l—lzdimjpi
contains the statement charge of $20.00. When you finish, the

Receive Payments screen should look like the one shown in
Figure 170. 1f so, click Save & Close.

Done Cancel | Help |

Figure 169
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¢ Receive

yments

Wprevious B Mext | By History + | £ Get Online Pks |

Type 2 help auestion [AsK

Customer Payment

Received From [Super Mart j Customer Balance 70.00
Amaunt 0.00 Date 04/01/2005 g

Pt Method = Reference #

Memo [ whers doss this nayment ao?

Card N, [ EpDate |

™ Process credit card payment when saving

Find a Customer/Invoice. .

Orig. A, Disc, Date

Ak, Due

Discount.

Payment

650,00 |04/01/2005

Totals 67000 70.00 70.00 000 |
This customer has discounts avallable, To apply discounts Amaunts for Selected Invoices
click Discount & Credis...
Amaunt Due 0.00
Auto Apply Payment || Applied 0.00
Discount & Credits...,_||Di5count and Credis 0.00
applied
SwretiCose | SavemMew |  cewr |

Figure 170
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WRITING OFF A BAD DEBT (WITH SALES TAX APPLIED)

The preceding method for writing off a bad debt is fine when there are no sales taxes applied to the
transaction. But suppose we charged the customer sales tax (as we did with Tri City Pumping). On the surface,
there seems to be no difference. After all, aren’t you just writing off a total amount of dollars for the sale? The
answer to this is yes and no. Since sales tax was applied to this transaction, we also want to reduce our sales
tax burden to the Tennessee Department of Revenue.

To write off this bad debt accurately and reduce the sales tax liability that we owe to the Department
of Revenue, we must first look at the transactions we have performed to the Tri City Pumping Customer. First,
we sold them $3,760.00 worth of taxable merchandise and charged them sales tax of $347.80. They gave us
a down payment of $500.00 (this check cleared the bank) which means that the outstanding balance of the
invoice was $3,607.80. They then sent us a check for $3,525.64 which included a discount of $82.16. This
check bounced, so we added the $3,525.64 back to their account, negated the $82.16 discount, and charged them
$30.00 as a returned-check handling charge.

This means that the total debt owed to Tennessee Computers by Tri City Pumping is $3,637.80. If we
simply write this amount off as in the previous section, we will not reduce our sales tax liability. Furthermore,
if we simply take the total amount of the product sold ($3,760.00), reduce this amount by $500.00 (the amount
of the down payment), and then reduce our sales-tax liability based on this amount, we will short-change
ourselves because the $500.00 down payment did include some sales tax (it was taken off the total amount of
the transaction, not off the amount of taxable merchandise sold). So what do we do?

The correct way to handle this problem is to divide the $500.00 down payment by the sales-tax rate plus
one (1.0925). This gives us the amount of taxable merchandise that was paid for by the down payment
($457.67). The difference between the down payment and this number ($42.33) is the amount of sales tax that
was included in the down payment. This means that we need to write off $3,298.11 of taxable merchandise
($3,760.00 minus $457.67), $305.47 of sales tax ($347.80 minus $42.33), and the $30.00 returned-check
handling charge for a total of $3,637.80.

There is one other twist to this problem. We did not recover any of the items that we originally sold to
Tri City Pumping. This presents a problem if we write off this bad debt in the manner that your QuickBooks
Pro manual or help screens suggest. These recommend that you should list the items on a Credit Memo to
write off the debt, but some of the items that we sold to Tri City Pumping were inventory items. If we listed
these items on a Credit Memo, QuickBooks Pro would think that we recovered them from Tri City Pumping.
Unfortunately, this is not the case. (This would not present a problem if all items were either non-inventory
parts or service items.) There are at least two methods which you can use to handle this problem.

First of all, you can use the method explained in the QuickBooks Pro manual or help screen (the best
option is the Credit Memo method rather than manipulating the original invoice) or you can use a combination
of the two methods. This combination is the procedure we will use for this example.

To use this method, we need to create two new items. The first item will be an Other Charge item that
will be used to write off the taxable sales. Use Bad Debt - Taxable as the tem Name/Number, enter Bad
Debt Write Off - Taxable Items and Charges as the Description, leave the Amount field set as 0.00, set the
Tax Code as Tax, and enter Bad Debt Expense as the Account. The New Item screen should now look like
Figure 171. 1f it does, click Next to enter the other item.
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Type ok
Other Charge ~ | Use for miscellaneous labor, material, or part S
charges, such as delivery charges, setup fees, and Cancel |
service charges.
Item MarnefNurnber I Subitem of stz FE |
[Bad Dbt - Taxable | J
Speling |
I™ This is a teimbursable charge

I™ Ttem is inactive

Description Amount or % Tax Code

Ead Debt Wrike OFf - Taxable Iiems and 0.00) |Tax j
Charges Account

[Bad Debt Experse | = |

Figure 171

The other item that we will create and use is also an Other Charge item, but will be used to write off
the non-taxable returned-check handling fee that we imposed on Tri City Pumping. (As explained in your
QuickBooks Pro manual or help screens, you can use the Finance item here since this fee is not an inventory
part. However, there may be times when you will need to write off inventory-part sales that are not taxable,
so we will go through this procedure.) Enter Bad Debt - Non Taxable as the ltem Name/Number, Bad Debt
Write Off - Non Taxable Items and Charges as the Description, leave the Amount field set as 0.00,set the

Tax Code as Non, and enter Bad Debt Expense in the Account field. When you finish, click OK and close
the Item List window.

Now click on the Refunds and Credit icon located in the Customers Navigator to reveal the
Create Credit Memo/Refunds screen. Choose Tri City Pumping as the Customer:Job and TAB to the
Class field. Since writing off a bad debt does not really have anything to do with product sales or service,
choose Overhead as the class for the entire Credit Memo. Enter April I as the DATE and TAB to the ITEM
column of the Credit Memo detail area.

The first item that will we choose is Bad Debt - Taxable. Set the RATE as $3,302.33 and then TAB
to the second line (note that QuickBooks Pro has calculated the decreased sales tax liability as $305.47, the
amount suggested earlier). On the second entry line, use the drop-down arrow list to choose Bad Debt-NoTx
and set the RATE as $30.00. This window should now look like the one shown in Figure 172. If so, click
Save & Close to write off the debt.

= Create Credit Memis, Relumis
Bprevie P bt GiPint = L Emad = | #Fnd [ Soeliog U bistory - g Uee Credito =

Customer: Job Class. Termplate Custonmeas
[ iy Pumong | BT | [Custom Credtmema |

:
Credit Memo m:.‘.‘”
| Tri ity Pumping

|42 st Py
Metopoks, TH 47382

| Dbt - Taoc.., liad Dbt Wiribe OFF - Taxable Jtems and Charges 3,302, 71 3,002 50 | Tax

[Fac nietr .. = [fiad Dk Wit G - bloy Tovunbles Drems and Chasges | 0.0 30,00 Mery =

Cusdomer l:lj Taw [Sales 1ax |7 [(%:25%) E AT
Message Tokal 2,637
I¥ Tobe perted [ Tobee-maded Customer TagCode [Tax | Remaining Crecdt 3,637,680
ﬁ I Process oredt coed crede when saving
L spventlose | soventew | cew |

Figure 172
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A question will be asked, You have just saved a credit memo/refund with an available credit
balance. What would you like to do with this credit? Click Retain as an available credit and click OK.

Now let’s see if this process really worked. First,
click on the Customers icon to pull up the
Customer:Job List window (Figure 173). Note that
Tri City Pumping has a balance of 0.00. Therefore, this
Now close the

part of the operation worked.
Customer:Job List window.

But what about the reduction in the sales tax
liability owed to the Tennessee Department of Revenue?
To determine the effect of this transaction on the Sales Tax Payable account, open the Company Navigator
and choose the Chart of Accounts icon. Scroll down the window until you see the Sales Tax Payable
account (Figure 174) and notice that it has a balance of $195.65 The balance shows the credit was applied.

Now close this window.

FuChart of Accounts

hame

Type a help question Ask- % How Dm

eline of C

ile
«Mote - Machinery & Equipment
+Opening Bal Equity
eQwner's Capital
«Draws
eInvestments

0 urt
Long Te

Equity
Equity
Equity
Equity

% | Type Balance Total
eUndeposited Funds Cther Current Asset 12,756.64 -
+Machinery & Equipment Fixed Asset 75,000.00

+Acc Depreciation Fixed Asset -15,000.00
oEmployee Loans Cther Asset 3,950.00
+Jim Frederickson Loans COther Asset 3,950.00
+(Cat Loan Other Asset 0.00
+Trailer Loan Cther Asset 3,950.00
efccounts Payable Accounts Payable 8,500.00
it Other Current Liability 10,000,00

0.00

Figure 174

Type a help question | Ask % How Do I?
Mame Balance Tokal | Motes Job Skatus Estimake Tokal I
+Big Ed's Warehouse 0.00
+Cash 0.00
= City of Metropolis 0.00

+ ity Clerk 0.00

+Police Department 0.00
+Jenkins Construction 0.00
< Jim Brown 0,00
=+ Johnson, Chip 0.00
+5parta Mursery -1,474.83
+5Super Mark 0.00
=+ Tri City Pumnping 0.00

Figure 173

However, there is one more thing that we must do before we leave this topic. Choose Reports,
Customers & Receivables and click on Open Invoices (Figure 175). Notice the detail for Tri City

Pumping. Since we have written off this debt, there should be no activity listed for this customer. This
demonstrates that not only do we have to write off the bad debt with a credit memo, we must also apply any

outstanding credits that we create to the invoice.

TifiDpen Invoices Type & help question | Ask = How Do 17 [N <]
Modify Report... Memorize... | Print... | E-maj | Export... Hide Header Refresh | Collection Services
Dates [Today v | Josj1672005 " @|sort By [DeFal |
9:35 AM Tennessee Computers
0911615 Open Invoices
As of September 16, 2005
o Type Date o Hum P.0.# + Terms o DucDate » Class «Aging »_OpenBalance o
Sparta Nursery
» Credit Memo 010572005 1003 010572005 Product.. 254 -1,474.88

Total Sparta hursery

Tri City Pumping
Stirt Charge
Stmt Charge
Stmt Charge
Credit Memo

Total Tri City Pumping

03/08/2005
03/05/2005
030872005

04/M/2005 1004

TOTAL

Pet due...
Met due...
Met due...
04012005

Overhead
Overhead
Overhead

168

147485

352564

-1,474.88

Figure 175

To do this, open the Customer Navigator and choose the Receive Payments icon. Using the drop-
down arrow, choose Tri City Pumping as the Customer:Job. This screen should look like the one shown in
Figure 176. Now click on the first line of the customer payment detail area and then choose the Discounts
and Credits button to reveal the Discount and Credits window (Figure 177). This window tells you that
this customer has a total credit amount of $3,637.80 and that $3,525.64 will be applied to the line that you chose
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in the Customer Payments screen. Now click Done to return to the Receive Payments window. Repeat

this procedure for the other two changes. When you finish, the Customer Payments window should look
like Figure 178. If so, click Save & Close.

#.Receive Payments Type a help question | Ask ~ How Do 12 Discount and Credits 5I
Wprevious [P mest | By History + | £ et Onine Prts |
Customer Payment - Stmt Charge
Received Fram [T Ciey Pumping =] customer Balence 3.637.80 Customer:Job  Tri City Pumping
Amaunt 0.00 Date 0ef0172005 8| Murnber Amount Due 3,525.64
Prt. Methad - Reference # Date 03/0a/2005 Discount Used 0.00
vems [ | wheredossthisommentant Original Amt,  3,525.64 Credits Used 3.525.64
Card o, Ep.Date | ! Balance Due 0.00
ST T process credi card payment when saving Find a Customerfimcice... |
¥4 Date Humber Orig, At Amt. Due Payment - =
(03/08/2005 3,525.64 3,525.64 0.00 - I Discount ] Credits I
03/08/2005 82.16 82.16 0.00
03/08/2008 30,00 30,00 0.00 A silable Credits
Credit Mo, Credit Amt,
1004 | 0 m
~|
B Totals 3,637.80 3,525.64 112,18 |
Tatals 3,637.80 3,637.80 0.00 - . . |
= = = = ‘ OF all the credits issued to this customer, only unused credits
This customer has credits svalable. To apply credits dick | Available Credits ~ Amounts for Selected Invoices 5 N P N , Clear
Discount & Credits... 1.637.80 applicable ta this specific invoice are displayed above,
- - Amount Dus 0.00
#Awta Apply Payment || Applied 0.00 . . .
Previously Applied Credits
Discount & Credits.. D‘“Iﬂ”;‘t and Credts 0.00 - - -
Apple S Date Credit Mo, Credit Ak, &mk, To Use  Credit Balance
-
Save & Close | Save & New | Clear |
.
Figure 176
~|
Totals 0.00 0.00 oo |
Done Cancel | Help |

Figure 177

@:Receive Payments

Type a help question | Ask ! > How Do I? [ %]
W previous P next | B History - | =59 Get Online Prts |

Customer Payment

RecsivedFrom [Tricity pumping || Customer Balance 3,637.80

Amourt 0.00 Date [0eforjz005 |

P Method =l Reference #
Mema Where does this pavment go?

Card o, Exp.Dae | |

TP T Procsss credi card payment when saving Find a Customerfinveice... |

[/ Date Niomber Orig. A, At Due Credits Payment
03j08/2005 3,525.64 3,525.64 0.00 &
03/08/2005 B82.16 B2.16 0.00

Totals 3,637.80 3,637.80 3,657.80 0.00 |

Avallable Credits
0.00

- Amounts For Selscted Invoices
Amount Due 0.00
Auto Apply Payment || Applied 0.00

Discount and Credits 0.00
Applied

saveCiose | Savembew | clar |

Figure 178
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CREATING PROPOSALS AND INVOICES

Creating proposals (estimates) follows the same basic procedure as recording a sale through the use of
an invoice or a sales receipt, except that the estimate form does not post to any account. Assume that the City
of Metropolis wants a proposal for the following items on January 10 for the city clerk’s office.

ITEM QUANTITY
Pentium IIT 600 5
Pentium I1I 700 5
Memory 10
Keyboards 10

Open the Customers Navigator and then choose the Estimates icon. This brings up the Create
Estimates screen. Choose Proposal as the Template. Enter City of Metropolis:City Clerk as the
Customer:Job, sct the Date as January 10, sct the Proposal Number as 1000, and enter Bid Process in
the ADVERTISING field. Then enter the items and quantities as you would when filling out an invoice. When
you finish, this screen should look like Figure 179. If so, click Save & Close.

 Create Estimates Type a help question |Ask “# How Do I7
previous B et efrrine - B Emal - | By Find speling Ry History [ Create Invoice

Customer: Job Sredt [ Estinate Class Template  Customizs

ity of Metropolis: City Clerk | £ Active i

Proposal |~
P I Date roposal
roposa

City of Matropolis
F.0. Box 1072
Metropalis, TN 47382

ADYERTISING

Rate

1,500,00 7,500.00

Description
Pentium 111 600 Mhz processor, 40 Gigabyte Hard Drive, 17"

Maritor, 128 Meg RAM, 40X CD ROM, 3.5" HD Floppy,
Windows XF

COMPUTER:Pe... Mon

COMPUTER:Pe... [Pantium 111 700 Mhz processor, 40 Gigabyte Hard Drive, 17"

5 1,700,00 £,500,00 [Non
Maritor, 126 Meq RAM, 403 CD ROM, 3.5" HD Floppy,
Windows XF

COMPONENTS:... |Simms RAM Memory - 16 Meg Block.

10 140.00 1,400.00 |Mon
ACCESSORIES: ... [Microsoft Ergonomic Keyboard

10 75.00 750,00 [Mon

Customer = Tax [Sales Tax___| 7 [(2.25%) 0.00
Hessage

Tokal 18,150.00

[~ Tobs emaied  Customer Taz Code [Mon v |

Hema |

Save & Close | Save & New | Clear |

Figure 179

Now assume that the City of Metropolis accepts your bid with the prices and quantities as stated on
January 20. You can now transform this Propesal into an Invoice. To do this, click the Estimates icon and
use the Previous button to find the City of Metropolis:City Clerk Proposal. Then click the Create Invoice
button. The proposal has now been copied onto an Invoice (Figure 180). You can change any information that
you want to on this invoice (you will need to change the Date to January 20 and the INVOICE # to 1004).
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Click Save & Close to close this screen and record the invoice. When told another invoice or credit memo
already has number 1004, click Keep Number (Figure 181).

& Create Invoices Type a help question | Ask = How Do I?
previous T Mext @Prmt - ESend - aShip - | g{Find Spelling qh History @ TimeJCosts. .. ‘ %Letters -

Customer:Job Template  Customize
[ty of Metropols:City Clerk, v | L2623 = Inwoice |

_ Date Invoice #
Invoice 01/10/2005  @@| (1005
ill To

City of Metrapalis City of Metrapolis
P.0. Bax 1072 Foom &, City Hall
Metropalis, TN 47382

Du '
01/15{2005 &8 |01/10{2005 ig

Tt
1,500.00 7,500.00

Metropalis, TN 47382

. [Pentium II1 600 Mhz processar, 40 Gigabyte
Moritar, 128 Meg RAM, 40%
D Floppy, Windows %P

COMPUTER:Pe... [Pentium 111 700 Mhz processor, 40 Gigabyte 5

1,700.00 8,500.00 [Hon
Hard Drive, 17" Monitor, 128 Meg RAM, 40X
CD ROM, 3.5" HD Floppy, Windows xP
COMPONENTS:.... [Simms RAM Memory - 16 Meg Block 10 140,00 1,400.00 |Hon
ACCESSORIES: ... [Microsoft Ergonomic Keyboard 10 75.00 750.00 |Mon

Customer = Tax [sales Tax - |(9.25%) 0.00
Message
Tokal 18, 150.00
I™ Tobe printed Customer Tax Cade: [Non ¥ | Apply Creds | Payments Applied 0,00
™ Tobe e-mailed Balance Due 16,150.00

Memo. [

Let QuickBooks help you get paid online by credit card,

savetiClose | SavekNew |  clar |

Figure 180

QuickBooks Message

'f Problem
] Another Invoice of Credit Memo already has number 1004,

Solution

You can keep the number, but that may cause vou to confuse
it with the other Invoice or Credit Memo later on. To change
the number, enter a different number in the Invoice # Field,

Cancel |

Figure 181
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PURCHASING INPUTS ON ACCOUNT

Often we purchase our input on an “open” account. This section is about incurring these Accounts

Payable liabilities and then paying them off.

Suppose we order merchandise from IBM on two separate occasions. On January 4, we purchase:

ITEM
Pentium II1 600
Pentium III 700

QUANTITY AMOUNT

3 $3,600.00
2 2,600.00
Total $6,200.00

The second time (February 10) we purchase:

ITEM
Pentium 111 600
Pentium III 700

QUANTITY AMOUNT

2 $2,400.00
3 3,900.00
Total $6,300.00

To record these transactions, choose the Enter Bills icon located in the Vendor Navigator. This
brings up the Enter Bills window. Enter IBM in the Vendor field, set the Date as January 4, and show the
Bill Due date as February 15. Then click on the Items tab of the detail area.

On the first line of the detail area, enter T - - - [

the first item (Pent IIT 600) TAB to the Qty
column. Enter the proper quantity of this type of
computer (3) and then TAB to the Class
column. Enter Product Sales as the class.
Repeat the same type of procedure for entering
the Pent III 700 computers. When you finish,
this screen should look like Figure 182.

We also had a freight charge of $150.00
for these computers. To enter this charge, click
on the Expenses tab of the bill detail area. Set
the Account as Freight Expense, the Amount
as $150.00 and the Class as Product Sales.
This bill window should now look like Figure
183. If so, click Save and New to enter the
other bill.
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~ riowro 7 [
rrevious TP et | Ey Find By History
gl Credt ¥ Bill Received
Yendor 18M A Date D1OH2005 B
Bil e 02/15/2005 |
Amount Due  5,200.00
Terms j Ref. Ho.
temo |
Expenses $0.00 | Items $6,200.00 I
Item Description Q Cost Amount Customer: Job Bl dass
COMPUTER:Pe... |Pentium III 600 Mhz processar, 40 Gigabyte 3 1,200.00 3,600.00 Product... =
Hard Drive, 17" Manitor, 128 Meg RAM, 40X CD
ROM, 3.5" HD Floppy, Windows %P
COMPUTER:Pe... [Pentium III 700 Mhz processor, 40 Gigabyte z|  1,300.00 2,600.00 Procuct...
Hard Drive, 17" Monitor, 128 Meg RAM, 40X CO
ROM, 3.5" HD Floppy, Windows %P
Select PO Receivz Al Show o) I Time
Clear Splts | Recalculate SavetiClose | Savemew | cesr |

Figure 182
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s Enter Bills Type & help question | Ask  How Do 17 [N <]
W provious [ Hext | €y Find By History

&l O Credt ¥ il Received
Vendar 1BM | Date 01/04/2005 |

Bil Due  02/15/2005 E
Amount Due 535000

Terms j Ref. Mo,
Mema
Expenses $150.00 Iltams $6,200,00 ]
Account Amount Memo Customer:Job =] Class
Freight Expense 150.00 Product Sales -
- - -

Clear Splts | Recalculate SavetiClose | SavemMew |  cear |

Figure 183

Now enter the February 10 purchase and set the Due Date as March 15. There is a freight charge of
$150.00 for this shipment. Once finished, click Save and Close.
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VENDOR CREDITS

There are times when we have to return merchandise to a vendor. This is the case with the January 4
shipment we received from IBM. One of the Pentium III Computers was defective and we must return it. IBM
will give us a credit for the cost of the machine ($1,200.00) and a credit for its shipping cost ($30.00).

To record this transaction, choose the Enter Bills icon located in the Vendor Navigator. Choose the
Credit radio button, enter IBM in the Vendor field, and set the Date as January 6. Then click on the Items

tab of the detail area.

On the first line of the detail area, enter Pent III 600 as the Item, I as the Qty, and Product Sales as
the Class. This screen should now look like Figure 184.

[ Next | &, Find B History

Ol credit

vendor 18M hd| Date 01/06/2005 |

Credit Amount  1,200.00

Ref, Mo,

$0.00 | Items $1,200.00 |

Ttem Description t

Cost

Amount

COMPUTER:Pe... |Pentium ITI 600 sor, 40 Gigabyte 1
Hard Drive, 17" Monitor, 128 Meg RAM, 40X €D
ROM, 3.5" HD Floppy, Windows %P

1,200.00

1,200.00

Customerdob B4 Class
Product.,.. =

selectPo | Hecewe Al Ehiow PO,

Clear Splits Recalculste:

SavetiChse | Savettew | Cear |

Figure 184

Now choose the Expenses tab. To enter a credit for the freight charge associated with this computer,
choose Freight Expense as the Account, enter 30.00 as the Amount, and Product Sales as the Class. When
you finish, this window should look like Figure 185. If so, click Save & Close.
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Roresous et | T red B pestory
T Crede
S —
Ve T 7| Date OUbGT2005_ ]
Crodk Ameurt1,730.00
Ref No
Meme [
| Expenses 430,00 | Tiens $1.200.00
Accomrd N Aemenrt = P H s
Fomighi Exprnn 30.00 Parabict S -
;l -
|
|
|
|
|
|
|
l |
Clesr sples | Rocokine symuckee | soventew | cew |
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PAYING BILLS

The statement arrived February 5 for both the purchase we made from IBM in January and the amount
that we entered as the balance we owed to IBM when we converted our record-keeping system to QuickBooks
Pro. To pay these charges, click on the Pay Bills icon located in the Vendors Navigator. Set the Show
bills due on or before as February 15 and Payment Date as February 10. Use the Checking account
as the payment account. Remember that we have a credit on the $6,350.00 bill. To apply this credit, click on

this bill in the detail area of the Pay Bills window. This screen should resemble Figure 186.

- Select Bills to be Paid

ol
show pile " Due on o befors [a271572005 |

" shaw all bils Sort Bills By [Due Date =

o Date Due

Wendor Ref. Mo,

Disc. Date

Ak, Due Disc. Used

Credits Used At Ta Pa

01/10f2005 [16M
¥ 02/ 1572005 [16M

8,500.00 0.00

Ad

Tatals 14,650.00 0.00 0.00 635000 |

- Discaunt & Credit Information for Highlighted Bill

vendor  IBM Tarms Humber of Credits 1

Bil ReF. o, Sugg. Discount 0.00 Total Credits Availstle 1,230.00

Go ko Eil Set Discount Set Credits
— Payment Account payment Method — 1 [~ Payment Date
Checki - l—z| ' Ta be printed
SN =) | e 0z/10/2005 E|
Ending Balance 14,489 57 " assign check no.

Clear Selections

Pay & Closs | Pay & New | Clear |

Figure 186

In the Discount and Credit Information for Highlighted Bill area, you can see that the Number
of Credits for this vendor is 7 and that the balance of the Total Credits Available is $1,230.00 (the amount
of the credit we just entered). To apply this credit (it is very important that you have the proper bill selected
before applying any credits), click in the left column of the bill for which the credit is to be applied. Then click

the Set Credits button. The Discount and Credits window appears (Figure 187) and shows that the
original amount of the bill was $6,350.00, the amount of the credit is $1,230.00, and the amount that you will

owe on the bill after the credit is applied is $5,120.00. Now click Done.

#: Discount and Credits

—Eil

Wendor 1M
Ref. No.
Date 01/04/2005

Original Amt.  6,350,00

x|
Amount Due 6,350.00
Discount Used 0.00
Credits Used 1.230.00
Aamt, To Pay 5,120.00

Discount: I

Credits

J Date Ref, Mo,

1,230

Credit Amt, amt, ToUse  Credit Balance :‘

Totals 1,230.00 1,230.00 0.00 |
Clear |
Done Cancel | Help |
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This takes you back to the Pay Bills window. You can now check the other bill that we need to pay
to this vendor (the opening balance bill for $8,500.00). This screen should now look like the one shown in

Figure 188. Make sure Assign check number is clicked in the Payment Method box. If so, click Pay &

«: Pay Bills Type a help question | Ask| & How Do I? | <]
|- Select Bils ko be Paid
o
chow bils " Bue on or before [0z/15/2005 E
© Show sl bils SortBilsBy [puebate x|
./ Dats Due Yendor Ref. Mo Disc. Date Ak, Due: Disc. Lised Credits Used arit. To Pa:
4 oy e 5,500.00 o o0 5, -
o |02j1512005 [18m 6,350,00 0.00 1,230.00 5,120,00
Totals 1485000 0.00 1.230.00 13,620.00
~Discount & Credit Information for Highlighted Bil
vendor 1B Number of Credits 0
Bil Ref. o Sugg. Discount 0,00 Total Crecits Avalable 0.00
Gor ko Bil Set Discount Set Credits
- Payment Accourk Payment Method Payment Date
[hedim =] [ =) Tobepned
eond d | e = zf10jz005 @ |
Ending Balance 7.21957 & fissign check o,
Clear Selections Pay tiClose | Paya&mew |  cear |

Figure 188

A message will appear for you to select how check numbers are assigned. Click Automatically assign
based on next check number for this bank account (Figure 189).

Assign Check Numbers x|

Select how check numbers are assigned.

¢ {automatically assiogn based on next check number For this bank account

{" Assign the appropiate check number next ta each bill payment check,

"

Checking Account Checking

Arnount Check Mo,

0K Cancel | Help |

Figure 189
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PURCHASING INPUTS WITH A CHECK

We will want to write a check for input at the time of their purchase. This usually includes purchasing
supplies or paying utility bills. Assume that we need to purchase some office supplies from Office Super Store.
The amount of this purchase will be $175.00 and the class will be Overhead.

To record this transaction, open the Banking Navigator and choose the Checks icon. Choose
Checking as the Bank Account and sct the Date as February 10. Use the drop-down arrow list in the Pay
to the Order of ficld to choose Office Super Store and TAB to the Expenses detail arca. Use Office
Supplies as the Account, enter $175.00 in the Amount column, and choose Overhead as the Class. When
you finish, your check should look like Figure 190. If so, click Save & Close.

+ Write Checks - Checking Type 2 help question | Ask > How Do I?

Werevious P Hext e pint ~ | B Find

Bark Account [Chedking i Ending Balance 7,219.57

Mo, 107

Date 02/10/2005 |
Pay to the Order of Gffice Supsr Stors hdl| $ 175.00

Qe hundred seventy-five and DOJLOT * % 4% % 4% 444k 4k k44 Kk Kk A K Dollars
Offics Super Store

7679 Osks Highway
Address | Metrapolis, TH 47362

Memo

Expenses $175.00 I Items

Account Amount Memo CustomeriJob =] Class

Office Supplies 175.00 Overhead =

|
Clear Spits | Recalculate SaetiClose | Savemmew |  cear |
.
Figure 190
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PAYING ON A LOAN

Paying on a loan in QuickBooks Pro is as simple as writing a check. Assume that on February 15, you
make a payment of $1,000.00 to the City Bank for the Mach & Equipment Note. Also assume that $877.42 is
a principal payment that debits the Note - Mach & Equipment account and $122.58 is an interest payment that

is recorded in the Interest - Non Mortgage expense account. The interest expense will be classified as Service
& Repair.

To record this transaction, click on the Checks icon located in the Banking Navigator. Use the

Money Market bank account. When you finish, your check should look like Figure 191. If so, click Save &
Close.

- Write Checks - Money Market Type a help question | Ask! + How Do 17

previous BF Next & print ~ | €Y Find
Bank Account  [Maney Market j Ending Balanca 24,324.94

Mo. 8 —
Date 02/15/2005 |

$ 1,000.00
(O EnoUS AN Sl DO/ ¥ 4 1 4 6 e e

Pay ko the Order of City Bank -]

Dollars

City Bank.
P.0, Box 1702
address | Metropolis, TN 47382

Memo

Enpenses $1,000.00 | Items $0.00 I Orline Payment [~ Ta be printed

Account Amount, Mema Customer:Job =] Class :‘

Mote - Machinery & Equipment G77.42 |
Interest - Won Mortgage b 122,58 hd IS_erwce & Repair *

Clear 5plits | Recalculate SaveiClose | SavesMew |  cear |

Figure 191
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OWNER’S DRAW

There are times when you will want to withdraw money from the business for your own use. To record
a draw of $500, click on the Checks icon in the Checking and Credit Cards tab of the QuickBooks
Navigator. Make the check out to yourself (you will need to Quick Add your name as an Other type name)
and choose Owner’s Capital: Draws as the account you will use to record this withdrawal. Let the Bank

Account be Checking and set the Date as January 15. The completed Write Checks - Checking screen
should look like Figure 192. 1f so, click Save & Close.

+ Write Checks - Checking

@erevious [ Next @Print - ‘ %LFind

Type a help question | Ask

~ How Do 17 [N %]

Account

Bank Account | Checking j Ending Balance 7.044.57
o, 108
Dats 01j15/2005 |
Pay to the rder of John Do | $ S00.00
v Fmcred S DO % % 4 30 o R Dollars
John Dog
Address
Memo
Expenses $500.00 Iltéms $0.00 I I online Payment [~ To be printed

Amaunt

Mema

Ownet's Capital:Drawis

500.00

Cuskomer:Job =] Class J

]|

Clear Splits | Recalculate
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RECORDING DEPRECIATION

On March 31 (the end of the first quarter), you record depreciation that has accumulated through the first
quarter on your machinery and equipment. To do this, open the Company Navigator, choose the Chart of
Accounts icon, and highlight the Mach & Equipment:Acc Depreciation account. Then click on the
Activities button and choose Use Register. This brings up the Mach & Equipment:Acc Depreciation
account register. On the first available entry line, set the Date as March 31 and TAB to the Decrease

column. Enter $5,000.00 in this column and then TAB to the Account field. Using the drop down arrow list,
choose Depreciation Expense as the Account. This screen should now look like Figure 193. If so, click
Record and close the Mach & Equipment:Acc Depreciation account register.

&= Machinery & Equipment:Acc Depreciation Type a help question Ask- ¥ How Do I? - :I

& Goko... | 5 Print... | & Edit Transaction CQuickReport
Date Fef Payvee Decrease J Increase Balance
Twpe Account | Merno
12}31 /2004 z 15,000.00( -15,000.00
GEMIRML [[Opening Bal Equiky Account Opening Balance
03031 2005 B\ Ref Paves > 1|5.000.00 Increase
I GEMIRMNL || Depreciakion Expense ll

Figure 193

To see what the effect of this transaction has been, highlight the Mach & Equipment asset account and
then click on the Activities button and choose Use Register. This brings up the Mach & Equipment
account register (Figure 194). Before this transaction, the value of Mach & Equipment was $75,000. After
the transaction, this account’s value is $70,000. Now close the register and the Chart of Accounts window.

&= Machinery & Equipment Type a help question Ask- % How Do I? -

% Go ko, | ﬁ Print. .. | @ Edit Transackion QuickRepart
Date Ref Payvee Decrease J Increase Balance
Tvpe Account | Mermo

12}31}2004 1 v 90,000.00 90,000.00
GEMIRML ||Cpening Bal Equiky Account Opening Balance

12)51 /2004 2 15,000.00( 75,000.00
GEMIRML ||(Opening Bal Equiky Account Opening Balance

03/31/2005 q 5,000.00 70,000.00
GEMIRML |[Depreciation Expense

0331 2005 B |\Fef Paves * ||Decrease Increase

Account ll Merno
Figure 194

One problem with entering depreciation in this way is that the transaction cannot be classed. For
example, if this entry was classed, you would probably assign the depreciation to the Overhead class.
However, since we were working from a balance sheet account register, QuickBooks Pro will record this
transaction as “Unclassified,” meaning that no class was assigned.

There is a method for recording depreciation that does allow you to assign a class to the expense portion
of the transaction. This method involves using a General Journal Entry. While it is beyond the scope of this
workbook, information on using this method can be found in your QuickBooks Pro manual.
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RECONCILING A BANK STATEMENT

On April 4, you receive the following activity statement that has taken place in your checking account
during the first quarter of the year.

Opening Balance . ......... .. .. e e 13,000.00
Ending Balance . .......... ... . e 8,111.07
Service Charges . ... ...t 25.00
DPOSIES . ottt 14,548.14
Withdrawals
Check #100 . ... 393.10
Check #1001 ..o 390.25
Check #102 ..o 293.46
Check #103 .. . 215.26
Check #104 . . . 299.36
Check #1006 . ... o 13,620.00
Returned Check . ... . 3,525.64
Check #107 ..o 175.00
Check #108 ... . 500.00

To reconcile this bank statement, click the Reconcile icon in the Banking Navigator. This brings
up the Reconcile window. Set the Account to Reconcile as Checking and fill in the Ending Balance
data. Set the date for the checking account service charge as March 31, enter Bank Charges as the Account,

and Overhead as the Class. This screen should look like the one shown in Figure 195. 1If so, click
Continue.

Select an account to reconcile, and then enter the ending balance fram your account statement,

Account W j

Statement Date IWE

Beginning Balance 13,000,00 What F mv beginning balsnce dogsr't match v statement?

Ending Balance §,111.07

Enter any service charge or interest earned.

Service Charge  Date Account Class

[z5.00 [osis1izo05 | [Bank charges = | [overhead |

Interest Earned  Date Account Class

[0.00 [oajarzons @) | M| |
Locate Discrepancies | Continue | Cancel | Help |

Figure 195

You will now see the Reconcile - Checking window. Check the appropriate deposits and
withdrawals. Before you are finished, you must make sure that the difference between the Ending Balance that
you entered and the Cleared Balance that QuickBooks Pro has calculated is zero. Ifthis difference is not zero,
then you have not balanced your checking account. Go back and make sure that all the items that you have
selected to be reconciled should be selected. Also check for number amounts very carefully, particularly if you
are handwriting checks and just using QuickBooks Pro to maintain your register. Ifall else fails, contact your
local bank and find out if it has made a mistake in your account. When you finish, this screen should look like
Figure 196. 1f so, click Reconcile Now.
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Reconciling For the period ending 03/31/2005

Reconci Checking Type a help question | Ask

¥ How Do I?-

™ Show only transactions on or befare the statement ending date
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Checks, Payments and Service Charges eposits and Other Cradits
| Date Chk & Payee Amourk | + | Date Chhk # Memo Amaount
-/ |03/08/2005 Tri City Pum... | 3,525.64 | 03/05/2005 Denosit 14,546.14 ]
01/15/2005 |1 Allen, Fred 500,00
01/15/2005 |2 Gutierrez, E... 732,50
W |o1fo7izo0s  |100 Fergusan, Paul 393.10
W |oijorizoos (101 Frederickso,., 390,25
< |01jo7jz005 10z Hill, Connie 293.46
< |01jo7jz005 103 Lawson, Pam 215.26
W |oifo7izo0s |104 Turner, Bruce 299,36
03/31/2005 105 TH Dept of ... 359.00
< |02}10jz005 106 IEM 13,620.00
< |02}10j2005 107 Office Super... 175.00
< |01)15jz005 108 John Doe S00.00
Marle All Unmark All | Go To | Columns ko Display
Beginning Balance 1:3,000.00 Modify | Service Charge -25.00
Items you have marked cleared — Interest Earmned 0.00
1 Deposits and Other Credits 14,548.14 Ending Balance 8,111.07
10 Checks, Payments and Service 19,437.07 Cleared Balance 8111.07
Charges Difference 0.00

Leave |

Figure 196
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REPORTS

A record keeping system that allows you to enter and maintain information is of little use unless it also
allows you to generate a summary of information in the form that you need. This type of summary is often
useful for understanding the profitability of the business, making decisions for the future concerning product
lines or credit terms, and filing income taxes. QuickBooks Pro allows for the information entered in the
software to be summarized and analyzed in a number of different ways. These reports of the data demonstrate
where the computerized function of record-keeping can be very beneficial. An entire year’s worth of income,
expenses, sales, accounts receivable and payable, etc., can be summarized in a matter of minutes.

Sometimes it seems that generating the appropriate report from QuickBooks Pro is next to impossible.
However, there are two facets of report generation that are most commonly at fault when you can’t seem to
summarize the data in the manner you wish.

The most common mistake made when generating a report is setting incorrect report dates. Since
QuickBooks Pro is completely date driven, the wrong report dates will either yield the wrong data or no data
at all.

Another common error occurs when you are filtering a report. The filtering feature allows you to set
parameters regarding the information that you want to include in a report. For example, the last report in this
workbook involves determining the total amount of state unemployment tax contributions accrued by the
company in a specified time period. Since the state unemployment tax contributions are the only pieces of
information that we want in the report, we will filter out all payroll items except the one dealing with this tax.
This will be covered in much greater detail when we create this report, but it is easy to see how the filters can
affect the information provided in a customized or altered report.

QuickBooks Pro (as do most computerized financial record-keeping systems) allows for numerous
types of reports to be generated. We have included examples of some common reports that you may use from
the software. You may not have a need for all the reports shown, but you will probably need more specialized
reports than the ones we have demonstrated. To help you create your own specialized reports, we have included
a description of the type of information presented by each report or group of reports and the steps taken to
generate the report in QuickBooks Pro.

REPORT TYPE PAGE
Reconciliation Report (Full Report) ........ ... e 107
The Profit & Loss Reports ... ... o e e e e 108
Profit & Loss — Standard (Accrual Basis) .......... ... ... i 110
Profit & Loss — Standard (Cash Basis) ............... ... i, 111
Profit & Loss — By Class (Accrual Basis) .......... ... ... ... 112
Profit & Loss — By Class (Cash Basis) ............ ... .. . ... 113
The Balance Sheet Reports . ........ ... 115
Balance Sheet — (Accrual Basis) . ........... it 116
Balance Sheet — (Cash Basis) ...ttt 117
Statement of Cash Flows . .. ... 118
Cash Flow Forecast .. ... ... .. e e e e e e e 119
The Accounts Receivable Reports .. ... ... . e 120
Accounts Receivable — Customer Balance Summary ............................ 120
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Accounts Receivable — Customer Balance Detail . ......... ... ... ... ........ 121

The Sales Reports .. ... o e 122
Sales Report — Sales By Item Summary (Accrual Basis) ......................... 123
Sales Report — Sales By Item Summary (Cash Basis) ........... ... ... .. .. .... 127
Sales Report — Item Detail (Accrual Basis) ............ ... ... i, 130
Sales Report — Sales By Item Detail (Cash Basis) . .............................. 134
Sales Report — Sales By Customer Summary (Accrual Basis) ..................... 138
Sales Report — Sales By Customer Summary (Cash Basis) . ....................... 138
Sales Report — Sales By Customer Detail (Accrual Basis) ........................ 139
Sales Report — Sales By Customer Detail (Cash Basis) .......................... 141
Sales Report — Sales By Customer And Custom Field Detail (Accrual Basis) ......... 143
Sales Report — Sales By Customer And Custom Field Detail (Cash Basis) ........... 145
The 1099 Reports . . . ..ot e e e e e e e 147
Accounts Payable — 1099 Summary Report ........... .. ... ... ... .. ... ... ... 147
Accounts Payable — 1099 Detail Report ........ ... ... ... .. ... 148
The Accounts Payable Reports .. ... ... 149
Accounts Payable — Vendor Balance Summary (Accrual Basis) ................... 149
Accounts Payable — Vendor Balance Detail (Accrual Basis) ...................... 149
The Inventory Reports . .. ... o e 150
Inventory — Inventory Stock Status By Item ......... ... ... .. .. .. ... . .. 151
Inventory — Physical Inventory Worksheet . ......... ... ... .. .. .. ... .. .. ... 152
The Accounting Reports ... ... .. e e 153
Other Reports — Trial Balance . ........... ... ... . . .. 154
Other Reports — General Ledger ... ..... ... . .. . . 155
The Payroll Reports . ... ... e e 163
Payroll — Payroll Liabilities ... ....... .. e 163
Payroll — Payroll Summary . ....... ... .. . . . 164
The Income Tax Reports .. ... ... e e e 167
Other Reports — Income Tax Summary . .............. ...t eninnanan .. 167
Other Reports — Income Tax Detail . ......... ... .. ... ... . . . ... 168
Accounts Payable — Sales Tax Liability Report . .......... ... ... ... ... ... ... ........ 171
Custom Reports — State Unemployment Tax Reports ........ ... .. ... . ... .. . .. .. 172
Employee Compensation Report . ............ .. 174
State Unemployment Contributions . . ........... .. 174
Employee State Taxes Detail ............ .. . i 175
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THE RECONCILIATION REPORT

The Reconciliation Report can be printed at the end of the bank statement reconciliation and is one of
the most useful reports contained in QuickBooks Pro. This report lists of all the credits and debits to your bank
account that have and have not cleared the bank. If all transactions have been entered properly, this report will
mirror your bank statement. To obtain this report, select Reports from the top menu. Then choose Banking
and Previous Reconciliation. In the Select Reconciliation Report screen, click on Checking and choose
Display. This report is shown on the next page.

10:23 AM
09/16/05

Tennessee Computers

Reconciliation Detail
Checking, Period Ending 03/31/2005

Type Date Num Name Cir Amount Balance
Beginning Balance 13,000.00
Cleared Transactions
Checks and Payments - 10 items
Paycheck 1/712005 101 Frederickson, Jim X -300.25 -390.25
Paycheck 1/712005 102 Hill, Connie X -283 .46 -683.71
Paycheck 1/712005 104 Turner, Bruce X -299.36 -983.07
Paycheck 1/712005 103 Lawson, Pam X -215.26 -1,198.33
Paycheck 1/712005 100 Ferguson, Paul X -393.10 -1,591.43
Check 1/15/2005 108 John Doe X -500.00 -2,091.43
Check 2/10/2005 107 Office Super Store X -175.00 -2,266.43
Bill Pmt -Check 2/10/2005 106 IBM X -13,620.00 -15,886.43
Stmt Charge 3/8/2005 Tri City Pumping X -3,525.64 -19,412.07
Check 8/31/2005 X -25.00 -19,437.07
Total Checks and Payments -19,437.07 -19,437.07
Deposits and Credits - 1 item
Deposit 3512005 X 14,548.14 14,548.14
Total Deposits and Credits 14,548 14 14,548.14
Total Cleared Transactions -4,888.93 -4,888.93
Cleared Balance -4,888.93 8,111.07
Uncleared Transactions
Checks and Payments - 3 items
Check 1/15/2005 1 Allen, Fred -500.00 -500.00
Check 1/15/2005 2 Gutierrez, Eduardo -732.50 -1,232 50
Sales Tax Payment 3/31/2005 105 TN Dept of Revenue -359.00 -1,591.50
Total Checks and Payments -1,591.50 -1,591.50
Total Uncleared Transactions -1,591.50 -1,591.50
Reagister Balance as of 03/21/2005 -6,480.43 651957
Ending Balance -6,480.43 6,519.57
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The Profit & Loss Reports

The Profit and Loss Statement is a summary of the revenues (receipts or income) and expenses (costs)
of'a business over a specified period of time. Its primary function is to help you determine whether some aspect
of your business is profitable over a specified time period. The aspect that you examine could be the entire
operation, the jobs undertaken by the business, the business’s divisions or classes, the income received from
customers or the expenses paid to vendors. You can also create reports that compare the current time period’s
operations with those of the same time period in a previous year or with the year-to-date profitability. Finally,
QuickBooks Pro allows you the option of creating the reports or either a cash or accrual accounting system
basis.'

Four profit and loss statements appear in this example. They show a summary of the income and
expense related transactions for the company both as a whole and by company divisions (classes) on a cash and
an accrual basis.

To create these reports, choose Reports from the top menu bar and then click on Company &
Financial. You will then see the various default report formats as shown in Figure 198. Choose Profit &
Loss Standard to see the Profit and Loss report as shown in Figure 199.

Expenses by Yendor Detail
Income & Expense Graph

Budgets
List

Report Navigator IgiProfit & Loss Type a help question | Ask % How Do [?
Memarized Reparts 4 Modify Repart, Memorize... | Prink... | E-mal | Export... Hide Header | Collspss | | Refresh I
e dliple s Dates |[ICI +| From [osjo1z00s E 7o Josr16/2005 ﬂ Columps  [Tatal only | sort By [Defal
Company & Financial ¥|  Profit & Loss Standard
10:34 AM
Customers & Receivables ¥ Profit & Loss Detail K Tennessee Computers
Sales ¥ Profit &Loss ¥TD Camparison 9neins Profit & Loss
Jobs, Time & Mizage ¥ Profit 8 Loss Prew Year Comparisan Accrual Basis September 1 - 16, 2005
‘Wendors & Payables ¥ Profit & Loss by Job > Sep1- 16,05 +
Purchases b Profit & Loss by Class Hot Income b 000 4
Invenkory 3 Profit & Loss Unclassified -
Employees & Payroll 3 Income by Customer Summary
Barking »  Income by Customer Detail .
Accountant & Taxes ¥ Expenses by Yendor Summary Flgure 1 99
3
»

Zustom Summary Repork Balance Sheet Standard

Custom Transaction Detail Repart Balance Sheet Detail

Balance Sheet Surmmary

Balance Sheet Prev Year Comparison
Net Warth Graph

QuickReport Chrl+
Transaction History
Transaction Journal

Statement of Cash Flows
Cash Flow Forecast

Figure 198

Since we want to see a report that covers the entire calendar year’s worth of transactions, change the
From and To fields to January 1 and December 31 respectively. Now click the Modify Report... button to
see the Modify Report: Profit & Loss screen as shown in Figure 200. This screen sets the viewing
preferences for the report. The Report Basis can be set either to Accrual or Cash by simply choosing the
appropriate option. Also, by clicking on the drop-down arrow beside the Display columns by field, you can
quite easily alter the layout of the report. For example, if you want to see a Profit and Loss Statement for the

'Cash basis verses accrual basis are two different types of accounting systems. In a cash
basis accounting system, revenue is reflected when cash is actually received during the year,
regardless of when the sale was made or when the goods were produced. Likewise, operating
expenses are recorded at the time they were paid, with no reference as to when they are incurred.
When using an accrual method of accounting, revenue is shown when the products are produced
or when the service is sold, regardless of when the cash is actually received. Business expenses
in an accrual accounting system are reflected when the expense is incurred, regardless of when
payment has been sent to the vendor.
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company as a whole, choose Total Only. Likewise, if you want to see this a Profit and Loss Statement for
each of the company’s profit centers, choose Class. As you can see, you have many other options regarding
the layout of this report. Pages 110 through 114 provide four different Profit and Loss Statements based upon

the data we have entered in our example.

Moaodify Report: Profit & Loss Type a help question | Ask

“ How Do 17

Display I Filters l Header /Footer ] Fonts & Mumbers I

x|

i Report Date Rangs

From [01/01/2005 & To [12/3tj2005 E|

Dates ICustom ﬂ The date range you specify in the Fram and Ta fields

 Report Basis

" Cash This setting determines how this report calculates income and expenses.

— Columns

Add subcolumns For

Display colurns by Tatal anly | across the top.

™ Previous Period I Previous Year r ‘fear-To-Date

Sork by IDeFauIt -

& Ascending order 24
" Descending order 34

Sartin

™ % of Row ™ = of Column

Ch. Ch
L s L g ™ 9% of Income I % of Expense
I™ % Change I™ = Change
Advanced. .. | Revert |
Cancel Help
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10:37 AM Tennessee Computers

09/16/05 Profit & Loss
Accrual Basis January through December 2005
Jan - Dec 05
Ordinary Income/Expense
Income
Sales Income _ 3rg4rs0
Total Income 37,847 .50
Cost of Goods Sold
Cost of Goods Sold 18,100.00
Total COGS 18,100.00
Gross Profit 19,747 .50
Expense
Bad Debt Expense 340233
Bank Charges 25.00
Contract Labor
Installation Labor 0.00
Service & Repair Labor 23250
Total Contract Labor 23250
Depreciation Expense 5,000.00
Discount Expense 82.186
Employee Benefits 5015
Freight Expense 270.00
Interest - Non Mortgage 122 58
Office Supplies 175.00
Overage/Shortage 5.00
Payroll Expenses 2.366.34
Rent Expense 500.00
Total Expense 12,231.086
Net Ordinary Income 7,516.44
Other Income/Expense
Other Income
Finance Charge Income 132.16
Freight Income 50.00
Sales Tax - Adjustment -0.586
Total Other Income 181.60
Other Expense
Capital Gains/Losses -1,160.00
Total Other Expense -1,160.00
Met Other Income 1,341.60
Net Income 8,858.04

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension
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10:37 AM Tennessee Computers

09/16/05 Profit & Loss
Cash Basis January through December 2005
Jan - Dec 05
Ordinary Income/Expense
Income
Sales Income 21,047 50
Uncategorized Income 3,700.00
Total Income 24,747 .50
Cost of Goods Sold
Cost of Goods Sold 2,500.00
Total COGS 5.500.00
Gross Profit 19,247 .50
Expense
Bad Debt Expense 340232
Bank Charges 25.00
Contract Labor
Installation Labor 0.00
Service & Repair Labor 23250
Total Contract Labor 23250
Depreciation Expense 5,000.00
Discount Expense 82.16
Employee Benefits 50015
Freight Expense 120.00
Interest - Non Morigage 12258
Office Supplies 175.00
Overage/Shortage 5.00
Payroll Expenses 2,366 34
Rent Expense S00.00
Uncategorized Expenses &.500.00
Total Expense 20,551.08
Met Ordinary Income -1.333.58
Other Income/Expense
Other Income
Finance Charge Income 132.16
Freight Incomme 50000
Sales Tax - Adjustment -0.58
Tetal Other Income 181.60
Other Expensze
Capital Gains/Losses -1,160.00
Total Other Expense -1,160.00
Met Other Income 1.341.60

Net Income g.04

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 1 1 1



10:39 AM

09/16/05
Accrual Basis

Ordinary Income/Expense
Income
Sales Income

Total Income

Cost of Goods Sold
Cost of Goods Sold

Total COGS

Gross Profit

Expense
Bad Debt Expense
Bank Charges
Contract Labor
Installation Labor
Service & Repair Labor

Total Contract Labor

Depreciation Expense
Discount Expense
Employee Benefits
Freight Expense
Interest - Non Mortgage
Office Supplies
Overage/Shortage
Payroll Expenses

Rent Expense

Total Expense

Net Ordinary Income

Other Income/Expense
Other Income
Finance Charge Income
Freight Income
Sales Tax - Adjustment

Total Other Income

Other Expense
Capital Gains/Losses

Total Other Expense
Net Other Income

Net Income

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Tennessee Computers
Profit & Loss by Class

January through December 2005

Overhead Product Sales Service & Repair Unclassified TOTAL

0.00 18.785.00 912.50 18,150.00 37,847.50
0.00 18.785.00 912.50 18,150.00 37,847.50
0.00 4,600.00 0.00 13,500.00 15,100.00
0.00 4,600.00 0.00 13,500.00 15,100.00
0.00 14,185.00 81250 4,650.00 19,747.50
3,402.33 0.00 0.00 0.00 3,402.33
25.00 0.00 0.00 0.00 25.00

0.00 0.00 0.00 0.00 0.00

0.c0 0.00 232.50 0.00 232.50
0.00 0.00 23250 0.00 232.50
0.00 0.0 0.00 5,000.00 5,000.00
0.00 0.00 0.00 82.15 82.16
20.85 11.40 8.10 0.00 50.15
0.00 270.00 0.00 0.00 270.00
0.00 0.00 12258 0.00 122.58
175.00 0.00 0.00 0.00 175.00
5.00 0.00 0.00 0.00 5.00
125367 333.60 77807 0.00 2,366.34
500.00 0.0 0.00 0.00 500.00
5,381.65 615.00 1.14225 5,082.16 12,231.08
-5,381.65 13.570.00 -22875 43216 7.516.44
132.16 0.00 0.00 0.00 132.16
50.00 0.00 0.00 0.00 50.00
0.00 0.00 0.00 -0.56 -0.56
182.18 0.00 0.00 -0.56 181.60
0.00 0.00 -1.160.00 0.00 -1,160.00
0.00 0.00 -1.160.00 0.00 -1,160.00
182.18 0.00 1.160.00 -0.56 1,341.60
-5,209.49 13,570.00 930.25 -432.72 8,858.04
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10:33 AM Tennessee Computers
03116105 Profit & Loss by Class

Cash Basis

Ordinary Income/Expense
Income
Sales Income
Uncategorized Income

Total Income

Cost of Goods Sold
Cost of Goods Sold

Total COGS

Gross Profit

Expense
Bad Debt Expense
Bank Charges
Contract Labor
Installation Labor
Service & Repair Labor

Total Contract Labor

Depreciation Expense
Discount Expense
Employee Benefits
Freight Expense

Interest - Mon Mortgage
Office Supplies
Cwerage/Shortage
Payroll Expenses

Rent Expense
Uncategorized Expenses

Total Expense

Met Ordinary Income

Other Income/Expense
Cther Incoms
Finance Charge Income
Freight Income
Sales Tax - Adjustment

Tatal Other Income

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension

January through December 2005
Crverhead Product Sales Service & Repair Unclassified TOTAL

0.00 20,135.00 912.50 0.00 21,047.50
0.00 0.00 0.0 3,700.00 3,700.00
0.00 20,135.00 812.50 3,700.00 24,747.50
0.00 5,500.00 0.00 0.00 5,500.00
0.00 5,500.00 0.00 0.00 5,500.00
0.00 14,635.00 912.50 3,700.00 19,247 .50
3,402.33 0.00 0.00 0.00 3.402.33
25.00 0.00 0.00 0.00 25.00

0.00 0.00 0.00 0.0o 0.00

0.00 0.00 23250 0.0o 23260
0.00 0.00 232,50 0.00 23250
0.00 0.00 0.00 5,000.00 5,000.00
0.00 0.00 0.00 82.16 82.18
30.65 11.40 8.10 0.00 50.15
0.00 120.00 0.00 0.00 120.00
0.00 0.00 122 .58 0.00 122.58
175.00 0.00 0.00 0.00 175.00
5.00 0.0c 0.00 0.00 5.00
1253687 333.50 77807 0.00 2,3858.34
500.00 0.00 0.00 0.00 500.00
0.00 0.00 0.00 2,500.00 &,500.00
5,/391.85 46500 1,14225 13,582.15 20,581.08
-5,301.65 14,170.00 2287 -9,882.15 -1,333.58
132.18 0.00 0.00 0.00 132.18
50.00 0.00 0.00 0.00 50.00
0.00 0.00 0.00 0.56 -0.58
182.18 0.00 0.00 0.56 181.80



10:39 AM

09/18/05
Cash Basis

Other Expense
Capital Gains/Losses

Total Other Expense
Net Other Income

Net Income

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Tennessee Computers

Profit & Loss by Class
January through December 2005

Overhead Product Sales Service & Repair Unclassified TOTAL
0.00 0.0 -1,160.00 0.0o -1,160.00
0.00 o.oc -1.160.00 0.0d -1,160.00
182.18 0.0 1.160.00 -0.56 1,341,680
-5,209.49 1417000 930.25 -9,882.72 8.04
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The Balance Sheet Reports

The Balance Sheet is a listing of all that the firm owns (its assets) and all that it owes (its liabilities) at
a specific moment in time. The difference between these amounts is the equity that the owner(s) has in the firm.

As before, click Reports in the top menu bar and then choose Company & Financial. As with the
profit and loss statement, you can see that the balance sheet for the firm can be reported in a variety of ways.
For our example, we are interested in a simple balance sheet for the entire firm with no comparisons to other
(previous) time periods. Therefore, choose the Balance Sheet Standard option. Change the As of date to
December 31 to ascertain the firm’s financial position at the end of the calendar (and in this case, fiscal) year.
Now click on the Modify Report... button. As with the profit and loss statement, you can view the balance
sheet on either an accrual or a cash basis. You can also compare the financial position of your company at
different time periods by clicking the drop-down arrow beside the Display columns by field and choosing
an option other than Total Only.

There is a point that should be made about the differences between the cash basis and accrual basis
balance sheets. In a cash-based accounting system, there should be no entries for accounts receivable or
accounts payable, since no cash has changed hands with these transactions. However, for QuickBooks Pro to
balance all accounts in the reports, it must take into account those parts of the accounts receivable or accounts
payable transactions that have an offsetting entry to another balance sheet account (for example, Inventory
Asset).

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 1 15



10:40 AM

081605
Accrual Basis

Using Computers to Manage the Modern Business

Tennessee Computers

Balance Sheet
As of December 31, 2005

ASSETS
Current Assets
Checking/Savings
Checking
Money Market

Total Checking/Savings

Accounts Receivable
Accounts Receivable

Total Accounts Receivable

Other Current Asssts

Inventory Asset
Undeposited Funds

Total Other Current Assets

Total Current Assets

Fixed Assets
Machinery & Equipment
Acc Depreciation

Machinery & Equipment - Other

Total Machinery & Equipment

Total Fixed Assets

Other Assets
Employ=e Loans
Jim Frederickson Loans
Trailer Loan

Total Jim Frederickson Loans

Total Employee Loans
Tatal Other Assets

TOTAL ASSETS
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
Accounts Payable

Total Accounts Payable

Other Current Liabilities
Line of Credit
Sales Tax Payable

Total Other Current Liabilities

Total Current Liabilities

Long Term Liabilities
Note - Machinery & Equipment

Total Long Term Liabilities

Total Liabilities

Equity
Owner's Capital
Draws

Total Owner's Capital

Retained Earnings
Net Income

Total Equity

TOTAL LIABILITIES & EQUITY

Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Dec 31, 05

G,918.57
2331404

20,844 51

16,675.12

16,675.12

23,700.00
12,756.64

35,456,064

8297827

-20,000.00
%0,000.00

70,000.00

70,000.00

3.880.00
3,880.00

3,850.00

3,850.00

156,926.27

G,450.00

G,450.00

10,000.00
185.65

10,185.65

16,525.85

34,122.58

34,122.58

50,788.23

-500.00

-500.00

&7,800.00
£,858.04

106,158.04

156,926.27

116



10:41 AM

081605
Cash Basis

Using Computers to Manage the Modern Business

Tennessee Computers

Balance Sheet
As of December 31, 2005

ASSETS
Current Assets
Checking/Savings
Checking
Money Market

Tatal Checking/Savings

Accounts Receivable
Accounts Receivable

Total Accounts Receivable

Other Current Assets
Inventory Asset
Undeposited Funds

Total Other Current Assets

Total Current Assets

Fized Assets
Machinery & Equipment
Acc Depreciation
Machinery & Equipment - Other

Taotal Machinery & Equipment

Total Fixed Assets

Other Assets
Employee Loans
Jim Frederickson Loans
Trailer Loan

Total Jim Frederickson Loans
Total Employee Loans
Total Other Assets

TOTAL ASSETS

LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
Accounts Payable

Total Accounts Payable
Other Current Liabilities

Line of Credit
Sales Tax Payable

Total Other Current Liabilities

Taotal Current Liabilities

Long Term Liabilities
MNote - Machinery & Equipment

Taotal Long Term Liabilities

Total Liabilities

Equity
Owner's Capital
Draws

Taotal Cwner's Capital

Retained Earnings
Net Income

Total Equity

TOTAL LIABILITIES & EQUITY

Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Dec 31, 05

G,519.57
23,304 04

20,844.51

12,500.00

12,500.00

23,700.00
12,756.64

25,456 .64

78,801.15

-20,000.00
20,000.00

70,000.00

70,000.00

3.650.00
3,850.00

3,950.00

3,850.00

152 851.15

5,300.00

G,300.00

10,000.00
320.53

10,320.53

16,620.53

34,122.58

34,122.58

50,7431

-500.00

-500.00

102,600.00
2.04

102,108.04

152,851.15
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STATEMENT OF CASH FLOWS

The Statement of Cash Flows is simply a summary of the cash that flows into and out of a business
over a specified period of time. It shows the operating, investing and financing activities that both provide cash
for the business and take cash away from the business. It is extremely useful in helping you as a business owner
or manager determine the degree to which your business is “liquid” (this is just another way of saying that the
business has enough cash on hand to pay its bills).

To generate this report, choose Reports from the top menu bar, then choose Company & Financial
and Statement of Cash Flows. Make sure that you set the dates to the period that you wish to analyze.

Another useful report that is contained in this section (although it is not shown here due to a lack of
transactions needed to generate a meaningful example) is the Cash Flow Forecast report. This report helps
you to forecast how much cash you will have by projecting your cash inflows, cash disbursements and bank
account balances on a week-by-week basis.

10:47 AM Tennessee Computers

0801605 Statement of Cash Flows
January 1 through September 16, 2005

Jan 1- 8ap 16,05

OPERATING ACTIVITIES
Net Incoms 6,653.04
Adjustments to reconclle Nst Income
fo net cagh provided by operations:

Accounte Recelvable -12,575.12

Invantory Asset 6,E00.00

Accounte Payable -2,050.00

Sales Tax Payable 19585

Met cash provided by Operating Activities §28.57
INVESTING ACTIVITIES

Machinery & Equipment acc Dapraclation 5,000.00

Employea Loans:JIm Fregarickson Loans:Car Loan 100.00

Employea Loans:Jim Fregarickson Loans: Tralkar Loan 50.00

Net cash provided by Investing Activitles 5,150.00
FINANCING ACTIVITIES

Nota - Machinery & Equipment -B77.42

Ownar's Capltal-Draws -500.00

Met cash provided by Financing Activities -1,277.42

Net cash Increase for period 4 E01.15

Cash at baginning of parlod 35,000.00

Caeh at end of pariod 42.€01.15

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 1 1 8



10:43 AM Tennessee CUI'I'IPLIT.ETE

09118105 Cash Flow Forecast
September 11 through Cctober 8, 2005

Accnts Receivable BAccnts Payable Bank Accnis Met Inflows Proj Balance

Beginning Balance 16,675.12 4,450.00 46,126.70 55,351

Wesk of Sep 11, 05 0.00 0.00 0.00 0.00 58,251.1

Wesk of Sep 18, 05 0.00 0.00 0.00 0.00 5a8,251.01

Wesk of Sep 23, 03 0.0 0.0 0.00 0.00 53,251.01

Wesk of Oct 2, 05 0.00 0.0 0.00 0.00 58,351.01

Sep 11-0ct 8, 03 0.00 0.00 0.00 0.00
Ending Balance 16,675.12 6,4350.00 46.126.73 36,2919
Using Computers to Manage the Modern Business 119
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THE ACCOUNTS RECEIVABLE REPORTS

If you sell on credit, the accounts receivable reports can be some of the most important reports that you
will generate. Clicking Reports from the top menu bar and then choosing Customers & Receivables gives
you several options for basic accounts receivable and customer-related reports. While each of these options can
be extremely useful (particularly the Open Invoices option, we will focus only on the Customer Balance

Summary and Customer Balance Detail options.

The Customer Balance Summary Report (below) lists the customers that owe you money and the total
amount that they owe (note that this report should be generated solely on an accrual basis). In contrast, the
Customer Balance Detail Report (page 121) lists all activities associated with a particular customer during

the specified time period.

10:48 AM Tennessee Com puters

0918105 Customer Balance Summary
All Transactions

City of Metropaolis
City Clerk

Total City of Metropolis
Sparta Nursery
TOTAL

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension
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10:49 AM Tennessee Com puters
09/16/05 Customer Balance Detail
Accrual Basis All Transactions
Type Date Num Account Class Amount Balance
City of Metropolis
City Clerk
nvoice 1213172004 Acoounts Recenable 3,700.00 3,700.00
‘rvoice 1/20/2005 1002 Acoounts Receivable 18,180.00 21,250.00
Payment V52005 Accounts Receivable -3,700.00 13,150.00
Tetal City Clerk 18,150.00 18,150.00
Police Department
‘rvoice 1/20/2005 1000 Acoounts Receivable 486250 £ 362580
Payment V52005 Accounts Receivable 4,862 50 0.00
Tetal Pelice Department 0.00 0.00
Total City of Metropalis 18,150.00 18,150.00
Sparta Nursery
Credit Memo 1/5/2005 1003 Acoounts Recenable  Product . -147488 -1,474628
Total Sparts Nursery -1,47423 -1.474 68
Super Mart
rvoice 1/25/2005 1001 Acoounts Recevable 850.00 850.00
Payment 22005 Accounts Receivable -800.00 50.00
Strrt Charge N10/2005 Acoounts Recevable  Owerhead 20.00 70.00
Ciscount 4112005 Accounts Recevable -70.00 0.00
Total Super Mart 0.00 0.00
Tri City Pumping
nvoics 1/28/2008 1002 Accounts Recenvable 3,607 20 3,807.60
Payment 211/2005 Accounts Recevable -3,02584 82.18
Discount 211/2005 Accounts Recenvable -E2.18 0.00
Sttt Charge N8I2005 Accounts Receivable 352584 352564
Strmt Charge J8/2005 Accounts Recevable  Cwerhead E2.18 3,807.60
Sttt Charge 38/2005 Accounts Recevable  Cwerhead 30.00 383760
Credit Memo 4/1/2005 100< Accounts Receivable  Owerhead -3,637.80 0.00
Total Tri City Pumping 0.00 0.00
TOTAL 16,675.12 16,675.12

Using Computers to Manage the Modern Business
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SALES REPORTS

The sales reports generated by QuickBooks Pro can be extremely valuable to your business. They can let
you know what products you are selling and who are you selling these products to. By clicking on Reports from
the top menu bar and then choosing Sales, you can see the basic sales report options. For this example, we will be
mainly focusing on four of these options: sales by item summary, sales by item detail, sales by customer summary
and sales by customer detail. These reports will be presented on both an accrual and a cash basis. Finally, we will
examine how the custom field information that we collected concerning the advertising of our product can be used
in these reports to let us know where our advertising dollars are the most effective.

The first report that we will look at is the Sales By Item Summary Report. This report provides
information regarding the total number of a particular item sold, the total amount of the sales and the percentage
oftotal sales that was accounted for by that item. Other information includes the average price charged for the item,
the total Cost of Goods Sold and the average Cost of Goods Sold, and the Gross Margin and Gross Margin
Percentage resulting from the sale of that item. This report can be generated on either an accrual basis (page 123)
or on a cash (page 127) basis. Remember that a sale in the cash basis report will only be reported if payment has
been made for the item.

Using Computers to Manage the Modern Business
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10:50 AM Tennessee Computers
03116105 Sales by Item Summary

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Accrual Basis January through December 2005
Jan - Dec 05
Qty Amount % of Sales Avg Price COGS Avg COGS
Inventory
COMPONENTS
HD 40 Gig -3 -1,250.00 -2.6% 450.00 -800.00 300.00
Memory 14 1.850.00 £2% 140.00 1,400.00 100.00
Total COMPONENTS 510.00 1.6% £00.00
COMPUTER
Pent Il 600 4] 2.000.00 23.7% 1.500.00 7,200.00 1,200.00
Pent 1l 700 =] 12.600.00 35.8% 1.700.00 10,400.00 1,300.00
Total COMPUTER 22,600.00 58.5% 17.600.00
Total Inventory 23,210.00 61.1% 18,100.00
Parts
ACCESSORIES
Keyboard 21 1.575.00 41% 75.00
Mouse 1 35.00 0.1% 35.00
Mouse Pad 1 55.00 0.1% 5.00
Total ACCESSORIES 1,665.00 £4%
CR - ACCESSORIES - NonTax 5 155.00 0<% 31.00
CR - ACCESSORIES - Tax 10 280.00 0.8% 26.00
CR - COMPONENTS - NonTax 3 1,570.00 £1% 523.33
CR - COMPONENTS - Tax 5 2,020.00 5.3% 40400
CR - COMPUTERS - NonTax 2 2,500.00 6.6% 1,250.00
CR - COMPUTERS - Tax 3 4,800.00 12.8% 1,833.33
CR - MISC - NonTax 5 125.00 0.3% 25.00
CR - MISC - Tax 10 250.00 0.7% 25.00
CR - SERVICE - NonTax 2 50.00 01% 25.00
CR - SERVICE - Tax 6 150.00 04% 25.00
Total Parts 13,675.00 36.0%
Service
Labor 13 325.00 0.8% 25.00
Service Call 15.5 387.50 1.0% 25.00
Total Service 71250 1.9%



10:50 AM Tennessee Comp uters
031605 Sales by Item Summary
Accrual Basis January through December 2005
Jan - Dec 05
Qity Amount % of Sales Avg Price
Other Charges
Bad Check 1 3.525.64 H.3% 3.525.84
Bad Debt - Mon Taxable -1 -30.00 -0.1% 30.00
Bad Debt - Taxable -1 -3,302.33 8.7 3,202.33
Delivery 1 50.00 0.1% 5000
Finance 3 132.168 0.3% 44.05
Cwerage/Shortage 1 -5.00 -0.0% -5.00
Total Other Charges AF04A7 1.0%
TOTAL 37 56787 100.0%

Using Computers to Manage the Modern Business
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10:50 AM

09/16/05
Accrual Basis

Inventory
COMPONENTS
HD 40 Gig
Memory

Total COMPONENTS

COMPUTER
Pent 1l €00
Pent Il 700

Total COMPUTER

Total Inventory

Parts
ACCESSORIES
Keyboard
Mouse
Mouse Pad

Total ACCESSORIES

CR - ACCESSORIES - NonTax
CR - ACCESSORIES - Tax

CR - COMPONENTS - NonTax
CR - COMPONENTS - Tax

CR - COMPUTERS - NonTax
CR - COMPUTERS - Tax

CR - MISC - NonTax
CR-MISC - Tax

CR - SERVICE - NonTax

CR - SERVICE - Tax
Total Parts

Service
Labor
Service Call

Total Service

Tennessee Computers

Sales by Item Summary
January through December 2005

Jan - Dec 05

Gross Margin

Gross Margin %

-450.00 33.3%
580.00 28.6%
110.00 12.0%
1,800.00 20.0%
3,200.00 23.5%
5,000.00 221%
5,110.00 22.0%

Using Computers to Manage the Modern Business
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10:50 AM Tennessee Computers

09116105 Sales by Item Summary
Accrual Basis January through December 2005
Jan - Dec 05

Gross Margin Gross Margin %
Other Charges
Bad Check

Bad Debt - Non Taxable
Bad Debt - Taxable
Delivery

Finance
Overage/Shortage

Total Other Charges

TOTAL

Using Computers to Manage the Modern Business
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10:50 AM Tennessee Computers

09/16/05 Sales by ltem Summary
Cash Basis January through December 2005
Jan - Dec 05
Qty Amount % of Sales Avg Price COGS Avg COGS
Inventory
COMPONENTS
Memory 4 580.00 268% 140.00 400.00 100.00
Total COMPONENTS 580.00 26% 400.00
COMPUTER
Pent Il 600 1 1.500.00 7.1% 1,500.00 1,200.00 1.200.00
Pent lll 700 3 5.100.00 24 1% 1,700.00 3,800.00 1.300.00
Total COMPUTER 6,600.00 31.2% 5,100.00
Total Inventory 7,160.00 33.8% 5.,500.00
Parts
ACCESSORIES
Keyboard 1 825.00 3.8% 75.00
Mouse 1 25.00 0.2% 35.00
Mouse Pad " §5.00 0.2% 5.00
Total ACCESSORIES 215.00 4.3%
CR - ACCESSORIES - NonTax 5 155.00 0.7% 31.00
CR - ACCESSORIES - Tax 10 280.00 1.4% 2a.00
CR - COMPONENTS - NonTax 3 1,570.00 T4% 523.33
CR - COMPONENTS - Tax 5 2,020.00 2.5% 404.00
CR - COMPUTERS - NonTax 2 2,500.00 11.8% 1.250.00
CR - COMPUTERS - Tax 3 4,200.00 23.1% 1.833.32
CR - MISC - NonTax 5 125.00 0.6% 25.00
CR - MISC - Tax 10 250.00 1.2% 25.00
CR - SERVICE - NonTax 2 50.00 0.2% 25.00
CR - SERVICE - Tax 6 150.00 0.7% 25.00
Total Parts 12,825.00 61.1%
Service
Labor 13 325.00 1.5% 25.00
Service Call 155 387.50 1.8% 25.00
Total Service 712.50 24%
Other Charges
Bad Check 1 3,525.684 18.7% 3.525.64
Bad Debt - Non Taxable -1 -30.00 -0.1% 30.00
Bad Debt - Taxable -1 -3,302.33 -15.8% 3,302.33
Delivery 1 50.00 0.2% 50.00
Finance 3 132.16 0.6% 4408
Overage/Shortage 1 -5.00 -0.0% -5.00
Total Other Charges 37047 1.8%
TOTAL 21,167.97 100.0%
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10:50 AM Tennessee Computers
09/16/05 Sales by Item Summary
Cash Basis January through December 2005
Jan - Dec 05
Gross Margin Gross Margin %
Inventory
COMPONENTS
Memory 180.00 28 6%
Total COMPONENTS 160.00 28.8%
COMPUTER
Pent lIl 600 300.00 20.0%
Pent 1ll 700 1,200.00 225%
Total COMPUTER 1,500.00 227%
Total Inventory 1.860.00 232%

Parts
ACCESSORIES
Keyboard
Mouse
Mouse Pad

Total ACCESSORIES

CR - ACCESSORIES - NonTax
CR - ACCESSORIES - Tax

CR - COMPONENTS - NonTax
CR - COMPONENTS - Tax

CR - COMPUTERS - NonTax
CR - COMPUTERS - Tax

CR - MISC - NonTax
CR-MISC - Tax

CR - SERVICE - NonTax

CR - SERVICE - Tax

Total Parts

Service
Labor
Service Call

Total Service

Other Charges
Bad Check
Bad Debt - Non Taxable
Bad Debt - Taxable
Delivery
Finance
Overage/Shortage

Total Other Charges

TOTAL
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SALES BY ITEM DETAIL REPORTS

The Sales By Item Detail report is presented on an accrual basis (page 130) and on a cash basis (page
134). The difference between these two reports is the cash versus accrual concepts discussed earlier in the profit
and loss statement section. The accrual based report shows the items that were sold, regardless of whether
money was collected for these items by the end of the reporting period. The cash based report shows only those
items for which payment has been received. Therefore, the accrual basis gives a much clearer picture of the
items that are demanded by your customers. As with the profit and loss statement, this report can be quite easily
changed from an accrual to a cash basis by clicking on the Modify Report... button and the choosing the
appropriatec Report Basis.

The Sales By Item Detail Report presents the same type of information as the Sales By Item Summary
Report except that it designates the customers who purchased each item and the quantity of the item that the
customer purchased, along with the date that the purchase was made. While it does not yield the Cost of Goods
Sold and Gross Margin breakdowns, it does reveal the various purchasers of your products and the time of the
year in which the purchases were made.

The next set of sales reports basically provides the same information as the Sales By Item reports, but
they report on a Sales By Customer basis.

The Sales By Customer Summary Report (generated in an accrual basis and on a cash basis on page
138) provides information as to the total dollar amount of goods and services (excluding applicable sales taxes)
that each customer has purchased over the reporting period. Again, this report can be generated on either an
accrual basis or on a cash basis with the cash basis report having the same type of deficiencies as previously
discussed.

The Sales By Customer Detail Report provides a listing of each individual item purchased by your
customers over the specified reporting period. This report can either be generated on an accrual basis (page
139) or on a cash basis (page 141).

. This report can have significant o e o oo AL om0 1
additional benefit to our operation given the Doy | B | e | Famsimber |
information we entered in our sample | eoosersge L.
Company. By Cllelng on the Modify Dates ICustom ﬂ The date range vou specify in the From and To Fields ; ;
Report... button, we can see that this report | o [oies 8] o [z @]
has a Columns field. By scrolling down this | reprtsass
ﬁeld’ we see that we can lnsert an addltIOI’lal  aecrual " Cash This setting determines how this report calculates income and expenses.
column to provide us with the | coms
ADVERTISING custom field we recorded as Tems =) Totalby |customer L
we entered our sales. Clicking on this item Eﬂ:ﬂdT%?;iih SE ]

. . . ' pscending order &)
[ Tterm ort in :
plgces a check beside this field (Figure 201). || [t - St 11
Click OK to see the enhanced Sales By Ei?ﬂﬁléﬂ Put a check mark next to each column
. . Income Subject To Tax vI that you want to appear in the report. p— | r— |

Customer and Custom Field Detail Report S £
(the accrual basis report is shown on page 143 o el | b |
and the cash basis report is shown on page 5
145) Figure 201
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10:52 AM Tennessee Computers

09/16/05 Sales by Iltem Detail
Accrual Basis January through December 2005
Type Date Num Memo Name Qty Sales Price Amount Balance
Inventory
COMPONENTS
HD 40 Gig
Credit Memo 1/5/2005 1003 Seagata 40 ... Sparta Nursery -3 450.00 -1,350.00 -1,350.00
Tofal HD 40 Gig -1,350.00 -1,350.00
Memory
Invaice 1/20y2005 1004 Simms RAM ... City of Metropolis:Ci... 10 140.00 1,400.00 1,400.00
Invaoice 1/26/2005 1002 Simms RAM ... Tri City Pumping 4 140.00 560.00 1.960.00
Total Memory 1,860.00 1,960.00
Total COMPOMNENTS 610.00 610.00
COMPUTER
Pent il 600
Invoice 1/20/2005 1002 Pentium 1 8...  City of Metropolis:Ci... 5 1.500.00 7.500.00 7.500.00
Invaice 1/28/2005 1002 Pentium Il 6... Tri City Pumping 1 1.500.00 1,500.00 9,000.00
Total Pent |1l 00 9,000.00 9,000.00
Pent il 700
Invoice 1/20/2005 1000 Pentium Il 7..  City of Metropolis:P... 2 1.700.00 3,400.00 3,400.00
Invaice 12072005 1004 Pentium I 7_.. City of Metropolis:Ci... 5 1,700.00 8,500.00 11,200.00
Invaice 1/28/2005 1002 Pentium I 7_.. Tri City Pumping 1 1,700.00 1,700.00 13,600.00
Total Pent 11l 700 13,600.00 13,600.00
Total COMPUTER 22,600.00 22,600.00
Total Inventory 23,210.00 23.210.00
Parts
ACCESSORIES
Keyboard
Invaoice 1/20/2005 1002 Microsoft Erg...  City of Metropolis:Ci... 10 75.00 750.00 750.00
Invaice 1/25/2005 1001 Microsoft Erg...  Super Mart 10 75.00 750.00 1,500.00
Sales Recaipt 1/27/2005 1000 Microsoft Erg...  Johnson, Chip 1 75.00 75.00 1.575.00
Total Keyboard 1,575.00 1.575.00
Mouse
Sales Recaipt 1/27/2005 1000 Micresoft PS/...  Johnson, Chip 1 35.00 35.00 35.00
Total Mous= 35.00 35.00
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10:52 AM

0805
Accrual Basis

Tennessee Computers

Sales by ltem Detail
January through December 2005

Type Date Num Memo Name Gty Sales Price Amount Balance

Mouse Pad
Invoice 1/25/2005 1001 Mouse Pad Super Mart 10 5.00 50.00 50.00
Sales Receipt 112772005 1000 Mouse Pad Johnson, Chip 1 5.00 5.00 55.00

Tatal Mouse Pad 55.00 55.00
Total ACCESSORIES 1,855.00 1,685.00
CR - ACCESSORIES - MonTax
Sales Recsipt 112872005 1001 MonTaxable ... Cash 5 31.00 155.00 155.00
Total CR - ACCESSORIES - MonTax 155.00 155.00
CR - ACCESSORIES - Tax
Sales Receipt 1/28/2005 1001 Taxable Acce.. Cash 10 25.00 2a0.00 280.00
Total CR - ACCESSORIES - Tax 2a0.00 280.00
CR - COMPOMNEMNTS - MonTax
Sales Receipt 1/28/2005 1001 MonTaxable .. Cash 3 523.33333 1,570.00 1,570.00
Total CR - COMPOMNENTS - MonTax 1,570.00 1,570.00
CR - COMPOMNEMNTS - Tax
Sales Receipt 1/28/2005 1001 Taxable Com... Cash 5 404.00 2,020.00 2,020.00
Total CR - COMPOMNENTS - Tax 2,020.00 2,020.00
CR - COMPUTERS - NonTax
Sales Receipt 1/28/2005 1001 MonTaxable .. Cash 2 1.250.00 2,500.00 2,500.00
Total CR - COMPUTERS - MonTax 2,500.00 2,500.00
CR - COMPUTERS - Tax
Sales Receipt 1/28/2005 1001 Taxable Com... Cash 3 1,833.33333 4,800.00 4,200.00
Total CR - COMPUTERS - Tax 4,800.00 4,200.00
CH - MISC - NonTax
Sales Recaipt 112852005 1001 NonTaxable ... Cash 5 25.00 125.00 125.00
Total CR - MIZC - MonTax 125.00 125.00
CH-MISC - Tax
Sales Receipt 1/28/2005 1001 Taxable Misc...  Cash 10 25.00 250.00 250.00
Total CR - MISC - Tax 250.00 250.00
CR - SERVICE - NonTax
Sales Recsipt 112872005 1001 MonTaxable ... Cash 2 25.00 50.00 50.00
Total CR - SERVICE - MonTax 50.00 50.00
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10:52 AM
09/16/05

Accrual Basis

Using Computers to Manage the Modern Business

Tennessee Computers
Sales by ltem Detail

January through December 2005

Type Date Num Memo Name Qty Sales Price Amount Balance

CR - SERVICE - Tax

Sales Recaipt 1/28/2005 1001 Taxable Servi.. Cash 6 25.00 150.00 150.00

Total CR - SERVICE - Tax 150.00 150.00
Total Parts 13,675.00 13,675.00
Service

Labor

Invaice 1/20/2005 1000 City of Metropolis:P... 8 25.00 200.00 200.00

Invoics 1/20/2005 1000 City of Metropolis:P... 3 25.00 75.00 275.00

Invaice 1/20/2005 1000 City of Metropolis:P... 2 25.00 50.00 325.00

Total Labor 325.00 325.00

Service Call

Invoics 1/20/2005 1000 Service Call ...  City of Metropolis:P_.. 155 25.00 387.50 387.50

Total Servics Call 387.50 387.50
Total Servics 712,80 712.50
Other Charges

Bad Check

Strnt Charge 3/8/2005 Returned Ch... Tri City Pumnping 1 3.,525.64 3,525.64 3,525.64

Total Bad Check 3,525.84 352564

Bad Debt - Non Taxable

Credit Memo 4/1/2008 1004 Bad Debt Wri...  Tr City Pumping -1 30.00 -30.00 -30.00

Total Bad Debt - Non Taxable -30.00 -30.00

Bad Debt - Taxable

Credit Memo 4/1/2008 1004 Bad Debt Wri...  Tri City Pumping -1 3,302.33 -3,302.33 -3,302.33

Tatal Bad Debt - Taxable -3,302.33 -3,302.33

Delivery

Invoice 1/25/2005 1001 Delivery Char...  Super Mart 1 50.00 50.00 50.00

Total Delivery 50.00 50.00

Finance

Stmt Charge 3/8/2005 Discount Mo .. Tri City Pumping 1 8218 8216 82.18

Sttt Charge 3/8/2005 Retwrned Ch... T City Pumping 1 30.00 30.00 112.15

Stmt Charge 3102005 Finance Char... Super Mart 1 20.00 20.00 132.18

Total Finance 132.16 132.18
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10:52 AM Tennessee Computers

09116105 Sales by Iltem Detail
Accrual Basis January through December 2005
Type Date Num Memo Name Qty Sales Price Amount Balance
Overage/Shortage
Sales Recsipt 1/28/2005 1001 Cash Registe... Cash -5.00 -5.00 -5.00
Total Cverage/Shortages -5.00 -5.00
Total Other Charges 7047 37047
TOTAL 37,967.97 37,967.97
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2:20 PM Tennessee Computers
1012005 Sales by Item Detail
Cash Basis January through December 2005
Type Date Num Memo Name Qty Sales Pri...  Original Am... Paid Amount Balance
Inventory
COMPONENTS
Memory
Invoice 1/26/2005 1002 Simms RA...  Tri City Pumping - 140.00 580.00 G65.16 68.16
Invoice 2/1/2005 1002 Simms RA...  Tri City Pumping - 140.00 5€0.00 43064 £48.80
Invoice 2/1/2005 1002 Simms RA...  Tri City Pumping - 140.00 580.00 1.20 £60.00
Total Memory 560.00 560.00
Total COMPONENTS £560.00 £60.00
COMPUTER
Pent Il 600
Invoice 1/26/2005 1002 Pentium lll...  Tri City Pumping 1 1,500.00 1,500.00 182.58 182.58
Invoice 211/2005 1002 Pentium lIl...  Tri City Pumping 1 1.500.00 1,500.00 1.287 41 1.470.00
Invoice 2/1/2005 1002 Pentium lll...  Tri City Pumping 1 1,500.00 1,500.00 30.00 1,500.00
Total Pent 111 600 1.500.00 1,500.00
Pent Il 700
Invoice 1/26/2005 1002 Pentium lll...  Tri City Pumping 1 1,700.00 1,700.00 205.02 208.62
Invoice 2/1/2005 1002 Pentium lll...  Tri City Pumping 1 1,700.00 1,700.00 1450.08 1,666.00
Invoice 2/1/2005 1002 Pentium lil...  Tri City Pumping 1 1.700.00 1.700.00 2400 1,700.00
Invoice /512005 1000 Pentium lIl...  City of Metrop... 2 1,700.00 3,400.00 3.400.00 5,100.00
Total Pent 111 700 5.,100.00 £,100.00
Total COMPUTER 6.,600.00 6,600.00
Total Inveniory 7.160.00 7.180.00
Parts
ACCESSORIES
Keyboard
Sales Receipt 1/27/2005 1000 Microsoft ... Johnson, Chip 1 7500 75.00 75.00 75.00
Invoice 322005 1001 Microsoft ... Super Mart 10 75.00 780.00 705.88 780.88
Invoice 4/1/2005 1001 Microsoft .. Super Mart 10 75.00 750.00 4412 825.00
Total Keyboard 825.00 825.00
Mouse
Sales Receipt 1/27/2005 1000 Microsoft ... Johnseon, Chip 1 35.00 35.00 35.00 35.00
Total Mouse 35.00 3%.00
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2:20 PM Tennessee Computers

10/20/05 Sales by Item Detail
Cash Basis January through December 2005
Type Date Num Memao Name Qty Sales Pri... Original Am... Paid Amount Balance

Mouse Pad
Sales Receipt 1/27/2005 1000 Mouse Pad Johnson, Chip 1 5.00 5.00 5.00 5.00
Invoice 322005 1001 Mouse Pad Super Mart 10 5.00 50.00 47.068 5206
Invoice 4/1/2005 1001 Mouse Fad Super Mart 10 5.00 £0.00 284 55.00

Total Mouse Pad 55.00 55.00
Total ACCESSORIES 815.00 815.00
CR - ACCESSORIES - NonTax
Sales Receipt 1/28/2005 1001 MonTaxabl... Cash 5 31.00 185.00 155.00 1556.00
Total CR - ACCESSORIES - NonTax 155.00 155.00
CR - ACCESSORIES - Tax
Sales Receipt 1/28/2005 1001 Taxable A Cash 10 20.00 280.00 220.00 280.00
Total CR - ACCESSORIES - Tax 220.00 280.00
CR - COMPONENTS - NonTax
Sales Receipt 1/28/2005 1001 MonTaxabl... Cash 3 523.33333 1,570.00 1.570.00 1,570.00
Total CR - COMPONENTS - NonTax 1.570.00 1,570.00
CR - COMPONENTS - Tax
Sales Receipt 1/28/20085 1001 Taxable C.. Cash 5 404 00 2,020.00 2,020.00 2,020.00
Total CR - COMPONENTS - Tax 2,020.00 2,020.00
CR - COMPUTERS - NonTax
Sales Receipt 1/28/2005 1001 MonTaxabl... Cash 2 1.250.00 2,500.00 2,500.00 2,500.00
Total CR - COMPUTERS - NonTax 2,500.00 2,500.00
CR - COMPUTERS - Tax
Sales Receipt 1/28/20085 1001 Taxable C..  Cash 3 = 4,800.00 4.200.00 420000
Total CR - COMPUTERS - Tax 4 600.00 4,800.00
CR-MISC - NonTax
Sales Receipt 1/28/2005 1001 MonTaxabl... Cash 5 2500 125.00 125.00 125.00
Total CR - MISC - MonTax 125.00 125.00
CR - MISC - Tax
Sales Receipt 1/25/2005 1001 Taxable M... Cash 10 25.00 250.00 250.00 250.00
Total CR - MISC - Tax 250.00 250.00
CR - SERVICE - NonTax
Sales Receipt 1/28/2005 1001 MonTaxabl... Cash 2 25.00 50.00 50.00 50.00
Total CR - SERVICE - NonTax 50.00 50.00
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2:20 PM

1020705
Cash Basis

Tennessee Computers

Sales by ltem Detail
January through December 2005

Type Date Num Memo Mame Gty Sales Pri...  Original Am... Paid Amount Balance

CR - SERVICE - Tax

Sales Receipt 1/2&/2005 1001 Taxable 5..  Cash g 25.00 150.00 150.00 150.00

Total CR - SERVICE - Tax 150.00 150.00
Total Parts 12,825.00 12,825.00
Service

Labor

Imvoice 3/5/2005 1000 City of Metrop.... ] 25.00 200.00 200.00 200.00

Imvoice 3/5/2005 1000 City of Metrop.... 3 25.00 75.00 75.00 275.00

Imvoice 3/5/2005 1000 City of Metrop.... 2 25.00 50.00 50.00 325.00

Total Labor 325.00 325.00

Service Call

Imvoice 3/5/2005 1000 Service G City of Metrop.... 15.5 25.00 387.50 35750 3B7.50

Taotal Sanvice Call 357.50 3B7.50
Total Service 712.50 71250
Other Charges

Bad Check

Strnt Chargs 3/8/2005 Returnad ... Tri City Pumping 1 352584 3,525.54 3525564 3.525.64

Strnt Chargs 3/8/2005 Returnad ... Tri City Pumping -1 352554 -3.525.84 D.00

Strnt Chargs 4/1/2005 Returnad ... Tri City Pumping 1 352554 352584 3152584

Total Bad Check 352584 3152584

Bad Debt - Mon Taxable

Credit Memo 4/1/2005 1004 Bad Debt ...  Tri City Pumping -1 30.00 -30.00 -0.87 -0.67

Credit Memo 4/1/2005 1004 Bad Debt ...  Tri City Pumping -1 30.00 -30.00 -0.28 -0.ez

Credit Memo 4/1/2005 1004 Bad Debt ...  Tri City Pumping -1 30.00 -30.00 -28.08 -30.00

Total Bad Debt - Mon Taxabls -30.00 -30.00

Bad Debt - Taxable

Credit Memo 4/1/2005 1004 Bad Debt ...  Tri City Pumping -1 3,302.33 -3,302.33 -27.23 -27.23

Credit Memo 4/1/2005 1004 Bad Debt ...  Tri City Pumping -1 3,302.33 -3,302.33 -T4. 59 -101.82

Credit Memo 4/1/2005 1004 Bad Debt ...  Tri City Pumping -1 3,302.33 -3,302.33 -3.,200.51 -3,302.33

Taotal Bad Dbt - Taxable -3,302.33 -3,202.33

Delivery

Imnvaice 3272005 1001 Delivery C...  Super Mart 1 50.00 50.00 47.08 47.06

Imnvaice 4/1/2005 1001 Delivery C...  Super Mart 1 50.00 50.00 284 50.00

Taotal Delivery 50.00 A0.00
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Tennessee Computers

2:20 PM
1020105 Sales by ltem Detail
Cash Basis January through December 2005
Type Date Num Memao Mame Lty Sales Pri...  Original Am... FPaid Amount Balance
Finance
Strt Chargs 41172005 Finamce C...  Super Mart 20.00 20.00 20.00 20.00
Strnt Chargs 47172005 Discount ... Tri City Pumping 5216 82.18 5218 102.18
Strnt Chargs 4172005 Retumad .. Tri City Pumping 30.00 30.00 30.00 13218
Total Finance 132.18 13216
Crweragel/Shortage
Sales Receipt 1/25/2005 1001 Cash Regi.. Cash -5.00 -5.00 -5.00 5.00
Total Cwerage/Shortage -5.00 5.00
Taotal Other Charges r0.47 IT0.47
TOTAL 21, 167.97 21,167.97
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2:25FPM

10/120/05
Accrual Basis

10:55 AM

09/16/05
Cash Basis
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Tennessee Computers

Sales by Customer Summary
January through December 2005

Jan - Dec 05

Cash 12,005.00
City of Metropolis

City Clerk 18,150.00

Police Department £11250
Total City of Metropolis 22,262.50
Johnson, Chip 115.00
Sparta Nursery -1,350.00
Super Mart 870.00
Tri City Pumping ﬂ

TOTAL 37,967.97

Tennessee Computers

Sales by Customer Summary
January through December 2005

Jan - Dec 05
Cash 12,005.00
City of Metropolis
Police Department 4,112.50

Total City of Metropolis 4,112.50

Johnson, Chip 115.00

Super Mart &870.00

Tri City Pumping 4,05547
TOTAL 21,167.97
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10:55 AM Tennessee Computers

0911105 Sales by Customer Detail
Accrual Basis January through December 2005
Type Date Num Memo Name ltem City Sales Price Amount Balance
Cash
Sales Receipt 1/28/2005 1001 Taxable Com...  Cash CR-CO.. 3 1.833.33333 4,800.00 4,200.00
Sales Receipt 1/28/2005 1001 MonTaxable ...  Cash CR-CO.. 2 1.250.00 2.,500.00 7.400.00
Sales Receipt 1/28/2005 1001 Taxable Acce...  Cash CR-AC.. 10 28.00 28000 T.680.00
Sales Receipt 1/28/2005 1001 MonTaxable ...  Cash CR-AC.. 5 31.00 155.00 7.248.00
Sales Receipt 1/28/2005 1001 Taxable Com... Cash CR-CO.. 5 40400 2,020.00 9,285.00
Sales Receipt 1/28/2005 1001 MonTaxable ...  Cash CR-CO.. 3 £23.33333 1,570.00 11,4358.00
Sales Receipt 1/28/2005 1001 Taxable Servi.. Cash CR-S5E.. i 25.00 150.00 11,585.00
Sales Receipt 1/28/2005 1001 MonTaxable ...  Cash CR-S5E.. 2 25.00 50.00 11,635.00
Sales Receipt 1/28/2005 1001 Taxable Misc... Cash CR-MIS... 10 25.00 250,00 11,885.00
Sales Receipt 112872005 1001 MonTa=able ...  Cash CR-MIE... 5 25.00 125.00 12,010.00
Sales Recsipt 1/28/2005 1001 Cash Registe... Cash Crweragel... 1 -5.00 -5.00 12,005.00
Total Cash 12,005.00 12,005.00
City of Metropolis
City Clerk
Invice 112072005 1004 Pentium I118..  City of Metropolis-Ci...  COMPLL. 5 1,500.00 7.500.00 7.500.00
Invice 112072005 1004 Pentium 11 7..  City of Metropolis-Ci...  COMPLL. 5 1,700.00 2.500.00 16,000.00
Invice 112072005 1004 Simnms RAM ... City of Metropolis-Ci... COMPO._ 10 140.00 1.400.00 17.400.00
Invice 112072005 1004 Microsoft Erg...  City of Metropolis-Ci..  ACCESS.. 10 T5.00 750.00 18,150.00
Tatal City Clerk 18,150.00 18,150.00
Police Department
Invioice 112072005 1000 City of Mefropolis-P...  Labar 8 25.00 200.00 200.00
Invioice 112072005 1000 City of Mefropolis-P...  Labar 3 25.00 T75.00 278.00
Invioice 112072005 1000 City of Mefropolis-P...  Labar 2 25.00 50.00 325.00
Invoice 112072005 1000 Service Call ... City of Metropolis:P...  Service ... 15.5 25.00 3B7.5D T12.50
Invoice 112072005 1000 Pentium 11 7...  City of MetropolissP.. COMPLL. 2 1,700.00 3,400.00 4,112.50
Total Police Department 4,112.50 4,112.50
Tatal City of Metropaolis 22 282 80 2228250
Johnson, Chip
Sales Receipt 112772005 1000 Micresaft Erg...  Johnzon, Chip ACCESS.. 1 T6.00 T75.00 75.00
Sales Receipt 112772005 1000 Micresaft PS/..  Johnszon, Chip ACCESS.. 1 35.00 35.00 110.00
Sales Receipt 112772005 1000 Mouse Pad Johnson, Chip ACCESS.. 1 5.00 5.00 115.00
Total Johnson, Chip 115.00 115.00
Sparta Nursery
Credit Memo 1/5/2005 1002 Seagate 40 ... Sparta Nursery COMPO... -3 450.00 -1,250.00 -1,350.00
Total Sparta Mursery -1,250.00 -1,250.00
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10:55 AM Tennessee Computers
09116105 Sales by Customer Detail
Accrual Basis January through December 2005
Type Date Num Memo Name Item Qty Sales Price Amount Balance
Super Mart
Invoice 1/28/2005 1001 Mousz Pad Super Mart ACCESS... 10 5.00 50.00 50.00
Invoice 1/25/2005 1001 Microsoft Erg...  Super Mart ACCESS... 10 75.00 750.00 800.00
Invoice 1/28/2005 1001 Delivery Char...  Super Mart Delivery 1 50.00 50.00 850.00
Stmit Charge 3M0/2005 Finance Char... Super Mart Finance 1 20.00 20.00 &870.00
Total Super Mart 870.00 870.00
Tri City Pumping
Invoice 1/26/2005 1002 Pentium [l §... Tri City Pumping COMPU... 1 1,500.00 1,500.00 1,500.00
Invoice 1/26/2005 1002 Pentium 1 7..  Tri City Pumping COMPU... 1 1,700.00 1,700.00 3,200.00
Invoice 1/26/2005 1002 Simms RAM ... Tri City Pumping COMPO... 4 140.00 560.00 3,760.00
Stmt Charge 3/8/2005 Returned Ch...  Tri City Pumping Bad Check 1 3,525.64 352564 7,285.64
Sttt Charge 3/8/2008 Discount Mo ...  Tri City Pumping Finance 1 82.16 58216 7.367.80
Strnt Charge /8/2005 Returned Ch...  Tri City Pumping Finance 1 30.00 30.00 7.387.80
Cradit Memo 4/1/2008 1004 Bad Debt Wni...  Tri City Pumnping Bad Debt... -1 3.302.32 -2,202.23 4,008.47
Cradit Memo 4/1/2005 1004 Bad Debt Wri...  Tri City Fumping Bad Debt... -1 30.00 -30.00 4,085.47
Total Tri City Pumping 4.085.47 4,085.47
TOTAL 37,967.97 37,967.97
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2:30 PM Tennessee Computers
10/20/05 Sales by Customer Detail
Cash Basis January through December 2005
Type Date Num Memo Name Item Qty Sales Price Original Am... Paid Amount Balance
Cash
Sales Receipt 1/28/2005 1001 Taxable Com... Cash CR-CO... 3 1,633.33333 4,200.00 4.600.00 4.600.00
Sales Receipt 1/28/2005 1001 MonTaxable ..  Cash CR-CO.. 2 1.250.00 2,500.00 2.500.00 7.400.00
Sales Receipt 1/28/2005 1001 Taxable Acce... Cash CR-AC.. 10 28.00 280.00 22000 7.6820.00
Sales Receipt 1/28/2005 1001 MonTaxable ...  Cash CR-AC.. 5 21.00 155.00 155.00 7.845.00
Sales Receipt 1/2872005 1001 Taxable Com... Cash CR-CO... 5 404.00 2,020.00 2,020.00 9,885.00
Sales Receipt 1/28/2005 1001 MonTaxable ...  Cash CR-CO.. 3 523.33332 1,570.00 1.570.00 11.435.00
Sales Receipt 1/28/2005 1001 Taxable Servi.. Cash CR-SE... 6 25.00 150.00 150.00 11,585.00
Sales Receipt 1/28/2005 1001 MonTaxable ..  Cash CR-SE... 2 25.00 50.00 50.00 11,835.00
Sales Receipt 1/28/2005 1001 Taxable Misc... Cash CR-MIS... 10 25.00 250.00 250.00 11,885.00
Sales Receipt 1/28/2005 1001 MonTaxable ..  Cash CR-MIS... 5 25.00 125.00 125.00 12.010.00
Sales Receipt 1/28/2005 1001 Cash Registe.. Cash Overage/... 1 -5.00 -5.00 -5.00 12,005.00
Total Cash 12,005.00 12,005.00
City of Metropolis
Palice Department
Invoice 3/5/2005 1000 City of Met...  Labor 8 25.00 200.00 200.00 200.00
Invoice /52005 1000 City of Met... Labor 3 25.00 75.00 75.00 275.00
Invoice 3/5/2005 1000 City of Met..  Labor 2 25.00 50.00 50.00 325.00
Invoice 3/5/2005 1000 Service Call ... Ciyof Met.. Servics ... 15.5 25.00 387.50 387.50 712.50
Invoice 3/5/2005 1000 Pentium Il 7... Cityof Met.. COMPU... 2 1.700.00 3,400.00 3.400.00 4.112.50
Total Police Department 411250 4.112.50
Total City of Metropolis 411250 4,112.50
Johnson, Chip
Sales Receipt /2712005 1000 Microsoft Erg...  Johnson, ... ACCESS... 1 75.00 75.00 75.00 75.00
Sales Receipt 1/27/2005 1000 Microsoft PS/... Johnson,..  ACCESS.. 1 35.00 35.00 35.00 110.00
Sales Receipt 1/2712005 1000 Mouse Pad Johnson, ... ACCESS... 1 5.00 5.00 5.00 115.00
Total Johnson, Chip 115.00 115.00
Super Mart
Invoice 3/2/2005 1001 Mouse Pad Super Mart ACCESS... 10 5.00 50.00 47.08 47.08
Invoice 3/2/2005 1001 Microsoft Erg...  Super Mart ACCESS... 10 75.00 750.00 705.88 75284
Invoice 3/2/12005 1001 Delivery Char...  Super Mart Delivery 1 £0.00 50.00 47.06 800.00
Invoice 4/1/2005 1001 Mouse Pad Super Mart ACCESS... 10 5.00 50.00 284 20284
Invoice 4/1/2005 1001 Microsoft Erg...  Super Mart ACCESS... 10 75.00 750.00 4412 24706
Invoice 4/1/2005 1001 Delivery Char...  Super Mart Delivery 1 50.00 50.00 284 850.00
Stmit Charge 4/1/2005 Finance Char...  Super Mart Finance 1 20.00 20.00 20.00 870.00
Total Super Mart 870.00 870.00
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2:30 PM Tennessee Computers
10120105 Sales by Customer Detail
Cash Basis January through December 2005
Type Date Num Memo Name Item Gty Sales Price Criginal Am... Paid Amount Balance
Tri City Pumping
Invoice 1/26/2005 1002 Pentium Il ... Tn City Pu... COMPU.. 1 1.500.00 1,500.00 182.52 182.50
Invoice 1/26/2005 1002 Pentium I 7...  TrCity Pu.. COMPU... 1 1,700.00 1,700.00 20592 35651
Invoice 1/26/2005 1002 Simms RAM ... TnCity Pu.. COMPO.. 4 140.00 560.00 68.16 457 87
Invoice 2/1/2005 1002 Pentium 1 6...  TrCity Pu... COMPU... 1 1,500.00 1,500.00 30.00 43767
Invoice 2/1/2005 1002 Pentium Il &... Tr City Pu... COMPU... 1 1,500.00 1,500.00 1.287.41 1.775.08
Invaice 2/1/2005 1002 Pentum Il 7...  TriCity Pu.. COMPU... 1 1,700.00 1,700.00 3400 1.208.08
Invoice 2/1/2005 1002 Pentium I 7...  TriCity Pu... COMPU... 1 1,700.00 1,700.00 1.450.08 3,268.16
Invoice 2/1/2005 1002 Simms RAM ... TnCityPu.. COMPO... 4 140.00 560.00 48064 2.748.80
Invaice 2/1/2005 1002 Simms RAM ...  TnCityPu.. COMPO.. 4 140.00 560.00 11.20 3,760.00
Stmt Charge 3/8/2005 Returned Ch...  TriCity Pu.. Bad Check 1 352564 352564 352564 725584
Stmt Chargs 3/8/2005 Returned Ch... Tn City Pu... Bad Check -1 352554 -3.525.64 3.760.00
Stmt Charge 4/1/2005 Retuned Ch..  TrCity Pu.. Bad Check 1 352564 352564 7285684
Stmt Chargs 4/1/2005 DiscountNo ...  TriCityPu... Finance 1 g82.1e 82.15 8216 7.367.80
Stmt Charge 4/1/2005 Returned Ch... Tri City Pu...  Finance 1 30.00 30.00 30.00 7.397.80
Credit Memo 4/1/2005 1004 Bad Debt Wri.. TriCity Pu.. BadDebt... -1 3,302.33 -3,302.33 -27.23 737057
Credit Memo 4/1/2005 1004 Bad Oebt Wri... TriCityPu.. BadDebt.. -1 330232 -3,302.33 -74.58 720588
Credit Memo 4/1/2005 1004 Bad Debt Wri...  Tri City Pu... Bad Debt... -1 3.302.33 -3,302.33 -3,200.51 4,08547
Credit Memo 4/1/2005 1004 Bad Debt Wri... TriCityPu.. BadDebt... -1 20.00 -30.00 087 408480
Credit Memo 4/1/2005 1004 Bad Debt Wri...  Tri City Pu.. BadDebt... -1 30.00 -30.00 -0.28 408455
Credit Memo 4/1/2005 1004 Bad Oebt Wri.. TriCityPu.. BadDebt... -1 20.00 -30.00 -28.08 408547
Total Tri City Pumping 4 0685.47 408547
TOTAL 2116797 21,167.97
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11:00 &AM Tennessee Compute rs
0311605 Sales by Customer and Custom Field Detail
Accrual Basis January through December 2005
Type Date Mum ADVERTISING ltem Gty Sales Price Amount Balance
Cash
Zales Recsipt 1/28/2005 1001 CR - COMPUTERS - Tax 3 1.833.33333 4,200.00 4.800.00
Zales Recsipt 1/28/2005 1001 CR - COMPUTERS - MonTax 2 1,250.00 2,500.00 7.400.00
Zales Recsipt 1/28/2005 1001 CR - ACCESE0ORIES - Tax 10 28.00 280.00 7.500.00
Sales Recsipt 1/28/2005 1001 CR - ACCESE0RIES - MonTax 5 31.00 155.00 7.545.00
Sales Recsipt 1/28/2005 1001 CR - COMPOMENTS - Tax 5 40400 2,020.00 B.565.00
Sales Recsipt 1/28/2005 1001 CR - COMPOMENTS - MonTax 3 523.33333 1,570.00 11.435.00
Sales Recsipt 1/28/2005 1001 CR - SERVICE - Tax 5] 25.00 150.00 11.585.00
Sales Recsipt 1/28/2005 1001 CR - SERVICE - MonTax 2 25.00 50.00 11.535.00
Sales Recsipt 1/28/2005 1001 CR - MISC - Tax 10 25.00 250.00 11.885.00
Sales Recsipt 1/28/2005 1001 CR - MISC - NonTax 5 25.00 125.00 12.010.00
Sales Recsipt 1/28/2005 1001 CrierageShorage 1 -5.00 -5.00 12,00:5.00
Total Cash 12,005.00 12.005.00
City of Metropolis
City Clerk
Invoice 1/20/2005 1004 Bid Process COMPUTER:Pent 11l 500 5 1,500.00 7.500.00 7.500.00
Invoice 1/20/2005 1004 Bid Process COMPUTER:Pent Il 700 5 1,700.00 2,500.00 15,000.00
Invoice 1/20/2005 1004 Bid Process COMPOMNEMTE:Memory 10 140.00 1,400.00 17.400.00
Invoice 1/20/2005 1004 Bid Process ACCESSORIES: Keyboard 10 75.00 750.00 18,150.00
Total City Clerk 15,150.00 18.150.00
Police Department
Invoice 1/20/2005 1000 Caontract Labaor =] 25.00 200.00 200.00
Invoice 1/20/2005 1000 Caontract Labaor 3 25.00 75.00 275.00
Invoice 1/20/2005 1000 Caontract Labaor 2 25.00 50.00 325.00
Invoice 1/20/2005 1000 Caontract Sarvice Call 158 25.00 387.50 712.50
Invoice 1/20/2005 1000 Caontract COMPUTER:Pent 1l 700 2 1,700.00 3,400.00 4.112.50
Total Police Department 4 112.50 4.112.50
Total City of Metropalis 22,262.50 22,262.50
Johnson, Chip
Zales Recsipt 112772005 1000 Radio ACCEESORIES: Keyboard 1 75.00 75.00 75.00
Sales Recsipt 112772005 1000 Radio ACCESSORIES:Mouss 1 35.00 35.00 110.00
Sales Recsipt 112772005 1000 Radio ACCESS0ORIES: Mouss Pad 1 5.00 5.00 115.00
Total Johnson, Chip 115.00 115.00
Sparta Mursery
Credit Memo 1/5/2005 1003 COMPOMEMTEHD 40 Gig -3 450.00 -1,350.00 -1.350.00
Total Sparta Mursery -1,350.00 -1.350.00

Using Computers to Manage the Modern Business

Cantwell, Rhea, and Barefield, The University of Tennessee Extension

143



Tennessee Computers

11:00 AM
09/16/05 Sales by Customer and Custom Field Detail
Accrual Basis January through December 2005
Type Date Num ADVERTISING Item Sales Price Amount Balance
Super Mart
Invoice 1/25/2005 1001 Word of Mouth ~ ACCESSORIES:Mouse Pad 10 5.00 50.00 50.00
Invoice 1/25/2005 1001 Word of Mouth ~ ACCESSORIES:Keyboard 10 75.00 750.00 500.00
Invoice 1/25/2005 1001 Word of Mouth  Delivary 1 50.00 50.00 850.00
Stmt Charge 3/10/2008 Finance 1 20.00 20.00 870.00
Total Super Mart §70.00 870.00
Tri City Pumping
Inveice 1/26/2005 1002 Yelow Pages ~ COMPUTER:Pent Il 500 1 1,500.00 1,500.00 1.500.00
Invoice 1/26/2005 1002 Yellow Pages  COMPUTER:Pent Il 700 1 1,700.00 1,700.00 3,200.00
Invoice 1/26/2005 1002 Yelow Pages  COMPONENTS:Memory - 140.00 560.00 3,7€0.00
Stmt Charge 3/8/2005 Bad Check 1 352584 3,525.64 7.285.64
Stmt Charge 3/8/2005 Finance 1 B2.15 82.186 7.367.50
Stmt Charge 3/8/2005 Finance 1 30.00 30.00 7.367.50
Credit Memo 4/1/2005 1004 Bad Debt - Taxable -1 3,302233 -3,302.33 400547
Credit Memo 4/1/2005 1004 Bad Debdt - Non Taxable -1 30.00 -30.00 408547
Total Tn City Pumping 4,085.47 408547
TOTAL 37,967.97 37,967.97
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2:38 PM Tennessee Computers

10720105 Sales by Customer Detail and Custom Field Detail
Cash Basis January through December 2005
Type Date Num Memo MName ADVERTI... Item Qty Sales Price Original A...  Paid Amount Balance
Cash
Sales Rec=ipt 1/28/2005 1001 Taxable Com... Cash CR-CO.. 3 1,633.33333 4,800.00 4,2900.00 4,800.00
Sales Recsipt  1/25/2005 1001 NonTaxable ..  Cash CR-CO.. 2 1,250.00 2,500.00 2,500.00 7.400.00
Sales Recsipt 1/28/2005 1001 Taxable Acce.. Cash CR-AC... 10 20.00 280.00 280.00 7.680.00
Sales Rec=ipt 1/28/2005 1001 MNonTaxable ... Cash CR-AC... 5 31.00 155.00 155.00 7.845.00
Sales Recsipt  1/25/2005 1001 Taxable Com... Cash CR-CO.. 5 404.00 2,020.00 2,020.00 9,585.00
Sales Recsipt 1/28/2005 1001 MNonTaxable ... Cash CR-CO.. 3 523.33333 1,570.00 1,570.00 11,435.00
Sales Recsipt  1/25/2005 1001 Taxable Senvi... Cash CR-SE... & 25.00 150.00 150.00 11,585.00
Sales Recsipt  1/28/2005 1001 NonTaxable ..  Cash CR-SE... 2 25.00 50.00 50.00 11,635.00
Sales Recsipt  1/25/2005 1001 Taxable Misc... Cash CR-MIS... 10 25.00 250.00 250.00 11,885.00
Sales Recsipt  1/28/2005 1001 NonTaxable ..  Cash CR-MIS... 5 25.00 125.00 125.00 12,010.00
Sales Recsipt  1/25/2005 1001 Cash Registe... Cash Cveragal... 1 -5.00 -5.00 -5.00 12,005.00
Total Cash 12,005.00 12,005.00
City of Metropolis
Police Department
Invoice /5/2005 1000 City of Metr...  Confract Labor 8 25.00 200.00 200.00 200.00
Invoice /512005 1000 Cityof Metr...  Confract Labor 3 25.00 75.00 TE.00 275.00
Invoice /5/2005 1000 City of Metr...  Confract Labor 2 25.00 50.00 50.00 325.00
Invoice 3/5/2005 1000 Service Call ... City of Metr...  Confract Service ... 15.5 25.00 387.50 387.50 712.50
Invoice /512005 1000 Pentum I 7...  Cityof Metr..  Confract COMPU... 2 1,700.00 3,400.00 3.400.00 4,112.50
Total Police Departmant 4,112.50 4,112.50
Total City of Metropaolis 4,112.50 4,112.50
Johnson, Chip
Sales Recsipt  1/27/2005 1000 Microsoft Erg...  Johnsen, C...  Radie ACCESS... 1 75.00 75.00 75.00 75.00
Sales Recsipt 172712005 1000 Microsoft PS/... Johnson, C... Radio ACCESS... 1 35.00 35.00 35.00 110.00
Sales Recsipt  1/27/2005 1000 Mouse Pad Johnson, C...  Radio ACCESS.. 1 5.00 5.00 5.00 115.00
Total Johnson, Chip 115.00 115.00
Super Mart
Invoice 2/2/2005 1001 Mouse Pad Super Mart Word of M... ACCESS... 10 5.00 50.00 47.06 47.08
Invoice A2/2005 1001 Microsoft Erg...  Super Mart Word of M... ACCESS.. 10 75.00 750.00 705.88 7E2.84
Invoice 2/2/2005 1001 Delivery Char...  Super Mart Word of M...  Delivery 1 50.00 50.00 47.06 800.00
Invoice 4/1/2005 1001 Mouse Pad Super Mart Word of M... ACCESS.. 10 5.00 50.00 254 Boz.a4
Invoice 4/1/2005 1001 Microsoft Erg...  Super Mart Word of M... ACCESS... 10 75.00 750.00 4412 547.08
Invoice 4/1/2005 1001 Delivery Char... Super Mart Word of M...  Delivery 1 50.00 50.00 254 850.00
Stmt Charge 4/1/2005 Finance Char...  Super Mart Finance 1 20.00 20.00 20,00 870.00
Total Super Mart £70.00 570.00
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2:38 PM Tennessee Computers
10120105 Sales by Customer Detail and Custom Field Detail
Cash Basis January through December 2005
Type Date Num Memo Name ADVERTI... Item Qty Sales Price Original A...  Paid Amount Balance
Tri City Pumping
Invoice 1/26/2005 1002 Pentum Il &... Tri City Pu... Yellow Pa... COMPU... 1 1,500.00 1,500.00 182.58 182.58
Invoice 12612005 1002  Pentumlli7.. TrCityPu..  YelowPa.. COMPU... 1 1,700.00 1,700.00 206.02 38951
Invoice 12612005 1002  SimmsRAM.. TrCityPu.. YellowPa.. COMPC.. 4 140.00 560.00 82.16 457.67
Invoice 21172005 1002 PentumIli6.. TrCityPu..  YellowPa. COMPU.. 1 1,500.00 1,500.00 30.00 487.67
Invoice 2/1/2005 1002 Pentumlll6.. TriCityPu..  YellowPa.. COMPU.. 1 1,500.00 1,500.00 1,287.41 1,775.08
Invoice 2172005 1002 Pentum Il 7... Tri City Pu... Yellow Pa... COMPU... 1 1,700.00 1,700.00 24,00 1,809.08
Invoice 2/1/2005 1002 PentumIl7.. TrGityPu..  YelowPa.. COMPU.. 1 1,700.00 1,700.00 1,450.08 3,.262.18
Invoice 2/1/2005 1002  SimmsRAM .. TriCityPu.  YelowPa.. COMPC.. 4 140.00 560.00 480.64 3,748.80
Invoice 2/1/2005 1002 SimmsRAM .. TriCityPu.  YellowPa.. COMPC.. 4 140.00 560.00 11.20 3,760.00
Stmt Charge /8/2005 Returmed Ch... Tri City Pu... Bad Check 1 352554 3,525.64 3,525.64 728564
Stmt Charge 3/8/2005 Retumed Ch...  Tn City Pu... Bad Check -1 3,525.64 -3,525.64 3,760.00
Stmt Charge 4{1/2005 Retumed Ch... Tri City Pu... Bad Check 1 3,525.64 3,525.64 728564
Stmt Charge 4/1/2005 DiscountNo ...  Tn City Pu... Finance 1 82.18 82.16 82.16 7,367.80
Stmt Charge  4/1/2005 Retumed Ch.. T City Pu... Finance 1 20.00 30.00 20.00 7.307.20
Credit Memo 4/1/2005 1004 Bad DebtWri... Tn City Pu... Bad Debt... -1 3,302.33 -3,302.33 -27.23 7.370.57
Credit Memo 4/1/2005 100« Bad DebtWri...  Tn City Pu... Bad Debt... -1 3,302.33 -3,302.33 -74.59 7,2685.88
Credit Memo  4/1/2005 1004  Bad DebtWri.. Tr City Pu.. Bad Debt... -1 2,302.23 -2,302.32 -3,200.51 4,005.47
Credit Memo  4/1/2005 1004 Bad DebtWri.. Tri City Pu.. Bad Debt . -1 30,00 -30.00 -0.67 4,0084.50
Credit Memo  4/1/2005 1004  Bad DebtWri.. Tri City Pu... Bad Debt... -1 20.00 -30.00 -0.25 4,004.55
Credit Memo 4/1/2005 1004 Bad DebtWri... Tn City Pu... Bad Debt... -1 30.00 -30.00 -20.08 4,085.47
Total Tri City Pumping 4,085.47 4,085.47
TOTAL 21,167.97 21,167.97
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THE 1099 REPORTS

If you use subcontractors in your business operations, this next set of reports could be very valuable.
The 1099 Summary Report shown below derives its information from the vendors that you have designated
as 1099 contractors and the threshold limits that you entered in the Tax: 1099 preferences setup screen. While
this report will usually cover all of your needs to determine which vendors should be sent a 1099 form, there
is one set of circumstances in which it would not issue a 1099 form for a vendor who should have received one.
This is the case where the vendor is paid amounts in two or more 1099 form box categories, but should receive
a 1099 form based on the total amount paid to the vendor. For this reason, you might wish to also analyze the
1099 Detail Report (page 148). This report details all payments to vendors set up as 1099 contractors that were
changed to expense accounts set up as 1099 form accounts.

To generate these reports, click Reports from the top menu bar and then choose Vendors &
Payables. You can now choose the appropriate report to generate. Note that you have no options regarding
generating these reports on either an accrual or a cash basis, but you do have several options regarding the report
format of the 1099 Report. While the default settings for these options are usually adequate for the reports that
you will generate, there may be times that you want information other than what the default report will provide.
Therefore, it should be advantageous for you to familiarize yourself with these options.

11:02 AM Tennessee Computers
0311405 1099 Summary
January through December 2005
Box 1: Rents Box 7: Nonemployse Comp... TOTAL
Allen, Frad 0.00 0.00 0.00
400-37-6238
Gutiarrez, Eduardo 0.00 73250 73250
107-68-4136
TOTAL 0.00 732.50 732.50
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Tennessee Computers
1099 Detail

January through December 2005

11:02 AM
09/16/05
Type Date Num Memo Account
Allen, Fred
400-37-6236
Check 115/2005 1 Rent Expense
Total Allen, Fred
Gutierrez, Eduardo
107-68-4136
Check 1/15/2005 2 Installation Labor
Check 115/2005 2 Service Call .. Service & Repair La...

Total Gutierrez, Eduardo

TOTAL

Using Computers to Manage the Modern Business

Cantwell, Rhea, and Barefield, The University of Tennessee Extension

Cir Split Original Amount Paid Amount Balance
Checking 500.00 500.00 §00.00
500.00 500.00
Checking 500.00 500.00 §00.00
Checking 23250 23250 732.50
732.50 732.50
1.232.50 1,232.50
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THE ACCOUNTS PAYABLE REPORTS

Just as QuickBooks Pro has provided a means for you to track the funds that should be entering your
firm in the near future (Accounts Receivable), it can track the money that will be leaving your firm in the near
future through Accounts Payable. By clicking on Reports and then Vendors & Payables, you can see that
there are several options available for analyzing your accounts payable. However, we will only examine two
of these options for this example.

The Vendor Balance Summary report (below) provides the total amounts that you owe to individual
vendors on the appropriate report date. The Vendor Balance Detail report (below) not only denotes the total
amount owed to the vendor, but the transaction history that comprised the amount owed. If you click on the
Modify Report... button, you can see that this report can be generated on either an accrual or a cash basis.
However, due to the problems that QuickBooks Pro has with this type of transaction in dealing with a cash
basis report (this was explained in the Accounts Receivable reports section) this report should always be
generated on an accrual basis.

There is another set of reports that should be mentioned here, even though they will not be presented.
These are the Accounts Payable Aging Reports. If you are delinquent in paying several of your outstanding
bills, this report can provide you with information that you will need to determine which delinquent bills to pay
first. Another advantage of this report is to identify bills that you have simply forgotten to pay and may have
slipped through the cracks with your vendor. Maintaining control on these types of transactions will help you
maintain or improve your credit rating and could assist you in obtaining more favorable payment terms.

11:03 AM Tennessee Computers
03116405 Vendor Balance Summary

All Transactions

Aug 31, 05
1BM €.450.00
TOTAL £.450.00

11204 &M Tennessee Computers
08105 Vendor Balance Detail
Lccrual Bagla All Transactions
Type Data Hum Account Armournt Balance
IEM
all 1273142004 Agcounts Payable B.500.00 8,500.00
=1 142005 Agpcounts Payable £,350.00 14,550.00
Credl 1/6/2005 Agpcounts Payable -1,230.00 13,620.00
=1 20005 Agpcounts Payable 6,450,080 20,070.00
Sl Pt -Chack 21071005 108 Apcounts Payable -13,630.00 £.450.00
Tolzal IEM 6,450,080 £,450.00
TOTAL EA50.00 6,450.00
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THE INVENTORY REPORTS

If you are using inventory items in your record keeping, QuickBooks Pro provides two reports that can
assist you with analyzing the inventory that you maintain and can assist you in counting your inventory. These
reports can be generated by choosing Reports from the top menu bar and them choosing Inventory.

The Inventory Stock Status By Item Report (page 151) provides you with information regarding the
number of a particular inventory part that you have on hand, the reorder point threshold that you have set, the
number of items that you have on order (this feature is active only when you utilize the Purchase Order feature
of QuickBooks Pro) and the average level of sales of the item per week.

The Physical Inventory Worksheet (page 152) will assist you in determining the inventory levels that
you have on hand. It provides you with the item name, preferred vendor, the number of items that QuickBooks
Pro accounted for and a blank that you or your employees can use to make a physical count.

Using Computers to Manage the Modern Business
Cantwell, Rhea, and Barefield, The University of Tennessee Extension 150



11:05 AM Tennessee Computers

05165 Inventory Stock Status by ltem
January through December 2005

Item Description Pref Vendor Reorder Pt On Hand Cirder Omn Purchase Order Next Deliv Sales/Week
Inventory
COMPONENTS
HD 20 Gig SCSI SCEl 20 Gigabyte H...  Computer W... =] 10 0 1]
HD 40 Gig Seagate 40 Gigabyt...  Seagate 15 13 X 0 0.1
Memaory Simmis BAM Memor...  Computer W, 20 18 X 0 0.3
COMPOMENTS - Cther Computer Compone... a 0 [u]
Total COMPOMNENTE 3B 0 0.2
COMPUTER
Pent I 600 Pentium Il 800 Mhz...  1BM 5 i 0 0.1
Pent 11 700 Pertium Il 700 Mhz...  12M =] 5 X 0 0.2
COMPUTER - Other Computer Systems a 0 [u]
Total COMPUTER ik 0 0.3
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11:05 AM

Inventory
COMPONENTS
HD 20 Gig SCSI
HD 40 Gig
Memory

COMPONENTS - Other

COMPONENTS - End

COMPUTER
Pent Il 600
Pent Il 700
COMPUTER - Other

COMPUTER - End

Using Computers to Manage the Modern Business

Tennessee Computers
09/16/05 Physical Inventory Worksheet

All Transactions

Item Description Pref Vendor On Hand Physical Count
SCSI1 20 Gigabyt= H... Computer W... 10
Seagate 40 Gigabyt... Seagats 13
Simms RAM Memor... Computer W... 18
Computer Compane... 0
Pertium IIl 600 Mhz... IBM ]
Pertium Il 700 Mhz... IBM 5
Computer Systems 0
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THE ACCOUNTING REPORTS

QuickBooks Pro has the capability of generating two reports that, while they probably will not be used
on a day-to-day basis, can be extremely valuable when searching for a particular transaction. The Trial
Balance Report (page 154) is a summary of all transactions entered into the software for the reporting period.
Basically, it is a combination balance sheet and profit-and-loss statement.

The second report that we should examine at this time is the General Ledger Report (page 155). Far
from being a summary report, it lists every transaction by account for the reporting period. While it can be
extremely cumbersome, it can be invaluable in providing some detailed analyses.

Both reports can be generated by clicking Reports from the top menu bar and then choosing
Accountant & Taxes. These reports can be customized quite easily and can be generated on either a cash
or an accrual basis. However, given the aforementioned problems with the analysis of cash-based reports
utilizing accounts receivable or accounts payable accounts, it is recommended that these reports be analyzed
on an accrual basis only.
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11:06 AM Tennessee Computers

09/16/05 Trial Balance
Accrual Basis As of December 31, 2005
Dec 31,05
Debit Credit

Checking 6,519.57
Money Market 23,224.594
Accounts Receivable 16,675.12
Inventory Asset 23,700.00
Undeposited Funds 12,756.64
Machinery & Equipment 90,000.00
Machinery & Equipment:Acc Depreciation 20,000.00
Employee Loans:Jim Frederickson Loans:Car Loan 0.00
Employee Loans:Jim Frederickson Loans:Trailer Loan 3,950.00
Accounts Payable 6,450.00
Line of Credit 10,000.00
Payroll Liabilities 0.00
Sales Tax Payable 185.65
Note - Machinery & Equipment 34,122.58
Opening Bal Equity 0.00
Owner's Capital:Draws 500.00
Retained Eamings 97.600.00
Sales Income 3784750
Cost of Goods Sold 18,100.00
Bad Debt Expense 3,402.33
Bank Charges 25.00
Coentract Labor:Installation Labor 0.00
Contract Labor:Service & Repair Labor 232.50
Depreciation Expense 5,000.00
Discount Expense 82.16
Employee Benefits 50.15
Freight Expense 270.00
Interest - Non Mortgage 122.58
Office Supplies 175.00
Overage/Shortage 5.00
Payroll Expenses 2,366.34
Rent Expense 500.00
Finance Charge Income 132.16
Freight Income 50.00
Sales Tax - Adjustment 0.56
Capital Gains/Losses 1,160.00

TOTAL 207,757.89  207,757.89
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11:07 AM Tennessee Computers

09/16/05 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Name Memo Split Amount Balance
Checking 12.000.00
Paycheck 1/7/2005 100 Ferguson, Paul -SPLIT- -383.10 12,806.80
Paycheck 1/7/2005 101 Fraderickson, Jim -SPLIT- -300.25 12,216.65
Paycheck 1/7/2005 102 Hill, Connie -SPLIT- -203.46 11,62319
Paycheck 1/7/2005 103 Lawson, Pam -SPLIT- -215.26 11,707.83
Paycheck 1/7/2005 104 Turner, Bruce -SPLIT- -290.36 11.408.57
Check 1/15/2005 1 Allen, Frad Rent Expense -500.00 10.808.57
Check 1/15/2005 2 Gutierrez, Eduardo -SPLIT- -732.50 10.176.07
Check 1/15/2005 108 John Dos Oraws -500.00 8,876.07
8ill Pmt-Ch...  2/10/2005 106 IBM Accounts Pa... -13.620.00 -3.843.63
Check 2/10/2005 107 Office Super Store Office Suppli... -175.00 -4.118.83
Deposit 3/5/2005 Deposit -SPLIT- 1454814 10.428.21
Stmit Charge 3/8/2005 Tri City Pumping Returmed ..  Accounts Re.. -3.525.64 8,803.57
Sales Tax P...  331/2005 105 TN Dept of Reven... -SPLIT- -358.00 8,544 57
Check 8/31/2005 Senvice C...  Bank Charges -25.00 8,519.57
Total Checking -8.480.43 8,519.57
Money Market 25,000.00
Liability Check  2/15/2005 1 City Bank §2-5001638 -SPLIT- -428.52 24 57048
Liability Check  2/15/2005 2 Friend of the Court Payroll Liabil.... -50.00 2452048
Liability Check  2/15/2005 3 Metropolis Mutual... -SPLIT- -118.36 2440112
Liability Check  2/15/2005 <+ TN Dept of Labor ... -SPLIT- -58.16 2424186
Liability Check  2/15/2005 5 City Bank 6§2-5001638  Payroll Liabil... -17.02 2432484
Check 2/15/2005 6 City Bank -SPLIT- -1,000.00 2332484
Total Money Market -1,875.06 23232484
Accounts Receivable 3.700.00
Credit Memo 1/5/2005 1003 Sparta Nursery -SPLIT- -1.474.98 222512
Invoice 1/20/2005 1000 City of Metropolis:... -SPLIT- 4856250 7.087.62
Invaice 1/20/2005 1004 City of Metropolis:... -SPLIT- 18,150.00 25,237.62
Invaice 1/25/2005 1001 Super Mart -SPLIT- 850.00 26,087.62
Invoice 1/26/2005 1002 Tri City Pumping -SPLIT- 3.807.80 28,605.42
Payment 2/1/2005 Tri City Pumping Undeposited... -3.525.64 26,168.78
Discount 2/1/2005 Tri City Pumping Undepasited... -82.16 28.087.682
Payment 3/2/2005 Super Mart Undeposited. .. -800.00 25,287.62
Payment /52005 City of Metropaolis:... Undepaosited... -3,700.00 21587.62
Payment 3/5/2005 City of Metropolis:... Undeposited. .. -4,862.50 16,7256.12
Stmit Charge 3/8/2005 Tri City Pumping Retumed ...  -SPLIT- 3.525.64 20.250.76
Stmt Charge 3/8/2005 Tri City Pumping Discount ... -SPLIT- 82.16 20,232.82
Stmit Charge 3/8/2005 Tri City Pumping Retumed ...  -SPLIT- 30.00 20,262.82
Stmit Charge 3/10/2005 Super Mart Finance C... -SPLIT- 20.00 20,282.82
Discount 4/1/2005 Super Mart Bad Debt Ex... -70.00 2031202
Credit Memo 4/1/2005 1004 Tri City Pumping -SPLIT- -3,8637.80 18,875.12
Total Accounts Recaivable 1287512 16,675.12
Inventory Asset 30,500.00
2ill 1/4/2005 IBM Pentium lll...  Accounts Pa... 3,800.00 34,100.00
2ill 1/4/2005 IBM Pentium lll...  Accounts Pa... 2,800.00 38,700.00
Creadit Memo 1/5/2005 1003 Sparta Nursery Seagate 4...  Accounts Re... 200.00 37.600.00
Credit 1/6/2005 IBM Pentium lll...  Accounts Pa... -1.200.00 38.400.00
Invoice 1/20/2005 1000 City of Metropelis:...  Pentium lll..  Accounts Re... -2.600.00 33.800.00
Invaice 1/20/2005 1004 Ciy of Metropolis....  Pentium lll...  Accounts Re... -3,000.00 27.800.00
Invaice 1/20/2005 1004 Ciy of Metropolis.... Pentumlll... Accounts Re... -6,500.00 21,200.00
Invoice 1/20/2005 1004 City of Metropolis.... Simms RA..  Accounts Re... -1,000.00 20.200.00
Invaice 1/28/2005 1002 Tri City Pumping Pentum ...  Accounts Re... -1,200.00 18,100.00
Invaice 1/28/2005 1002 Tri City Pumping Pentium Ill...  Accounts Re... -1,200.00 17.800.00
Invoice 1/26/2005 1002 Tri City Pumping Simms RA.. Accounts Re... -400.00 17.400.00
Sill 2/10/2005 IBM Pentium lll...  Accounts Pa... 2.400.00 18,800.00
Sill 2/10/2005 IBM Pentium lll...  Accounts Pa... 3,800.00 23,700.00
Total Inveniory Asset -6,800.00 23,700.00
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11:07 AM Tennessee Computers
03116105 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Name Memo Split Amount Balance
Undeposited Funds 0.00
Invaice 1/26/2005 1002 Tri City Pumping Initial Pay... Accounts Re... 500.00 500.00
Sales Receipt  1/27/2005 1000 Johnson, Chip -SPLIT- 125.64 625.64
Sales Receipt  1/28/2005 1001 Cash -SPLIT- 12,631.00 13,256.64
Payment 21172005 Tn City Pumping Accounts Re... 3.525.64 18,782.28
Payment 212005 Super Mart Accounts Re... 200.00 17.582.28
Payment 3/5/2005 City of Metropolis Accounts Re... 8,562.50 26,144738
Deposit /572005 1002 Tri City Pumping Initial Pay... Checking -500.00 2584478
Deposit 3/5/2005 Tri City Pumping Depaosit Checking -3,525.64 2211814
Deposit /572005 Super Mart Deposit Checking -800.00 21,216.14
Deposit 3/5/2005 City of Metropolis Depost Chacking -8,562.50 12,756.64
Total Undeposited Funds 12,756.84 12,756.64
Machinery & Equipment 75,000.00
Acc Depreciation -15,000.00
General Jou... 31/2005 ] Depreciation... -5,000.00 -20,000.00
Total Acc Depraciation -5,000.00 -20,000.00
Machinery & Equipment - Other 80,000.00
Tatal Machinery & Equipment - Cther 90.000.00
Total Machinery & Equipment -5,000.00 70,000.00
Employee Loans 4,100.00
Jim Frederickson Loans 4,100.00
Car Loan 100.00
Paycheck 1/7/2005 101 Frederickson, Jim Checking -100.00 0.00
Total Car Loan -100.00 0.00
Trailer Loan 4,000.00
Paycheck 1/7/2005 101 Fraderickson, Jim Checking -50.00 2,650.00
Total Traler Loan -50.00 3,850.00
Jim Frederickson Loans - Other 0.00
Total Jim Frederickson Loans - Other 0.00
Total Jim Frederickson Loans -150.00 3.650.00
Employee Loans - Other 0.00
Total Employee Loans - Other 0.00
Total Employee Loans -150.00 3,850.00
Accounts Payable -8,500.00
Sill 1/4/2005 1BM -SPLIT- -8,250.00 -14,850.00
Credit 1/8/2005 1BM -SPLIT- 1.230.00 -13,620.00
Sill 2/10/2005 1BM -SPLIT- -6.450.00 -20,070.00
Bill Pmt -Ch... 2/10/2005 106 1B8M Checking 13.620.00 -8,450.00
Total Accounts Payable 2,050.00 -8.450.00
Line of Credit -10.000.00
Total Line of Cradit -10,000.00
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11:07 AM Tennessee Computers

03/1EI05 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Mame Memo Split Amount Balance
Payroll Liabilities 0.00
Paycheck 172005 100 Ferguson, Paul Checking -0.85 -0.85
Paycheck 172005 100 Ferguson, Paul Checking 400 -4 85
Paycheck 1472005 100 Fergusaon, Paul Checking -26.88 -31.31
Paycheck 172005 100 Ferguson, Paul Checking -26.86 -5T.ET
Paycheck 1472005 100 Fergusaon, Paul Checking -G.24 -54.21
Paycheck 1772005 100 Fergusan, Paul Checking -8.24 -T0.45
Paycheck 17/2005 100 Fergusan, Paul Checking -3.44 -73.88
Paycheck 1/7/2005 100 Fergusan, Paul Checking -11.83 -BE.T2
Paycheck 1/7/2005 101 Frederickson, Jim Checking -50.00 -136.72
Paycheck 172005 101 Frederickson, Jim Checking -21.80 -157.62
Paycheck 172005 101 Frederickson, Jim Checking -21.80 -178.52
Paycheck 172005 101 Frederickson, Jim Checking 0.00 -178.62
Paycheck 1472005 101 Fraderickson, Jim Checking -G2.00 -241.52
Paycheck 1472005 101 Fraderickson, Jim Checking 4526 -2BB.T8
Paycheck 1772005 101 Fraderickson, Jim Checking -45 26 -332.04
Paycheck 17/2005 101 Frederickson, Jim Checking -10.58 -342.83
Paycheck 1/7/2005 101 Frederickson, Jim Checking -10.58 -3653.22
Paycheck 17/2005 101 Frederickson, Jim Checking -5.84 -3158.06
Paycheck 1/7/2005 101 Frederickson, Jim Checking -20.0&8 -378.14
Paycheck 1/7/2005 102 Hill. Conniz Checking -30.00 -4058.14
Faycheck 1/7/2005 102 Hill, Conniz Checking -14.40 -423.54
Paychack 1/7/2005 102 Hill. Conniz Checking 0.00 42354
Paychack 1/7/2005 102 Hill. Conniz Checking -5.00 43254
Faycheck 1/7/20058 102 Hill. Conniz Checking -22.32 -454 B
FPaycheck 1/7/2005 102 Hill. Conniz Checking -22.32 47718
FPaycheck 1/7/2005 102 Hill. Conniz Checking -5.22 -452.40
Faycheck 1/7/2005 102 Hill. Conniz Checking -5.22 -457.82
Faycheck 1/7/2005 102 Hill. Conniz Checking -2.85 -480.50
Paycheck 1/7/2005 102 Hill. Conniz Checking -8.80 -500.40
Paycheck 172005 103 Lawson, Pam Checking 0.00 -500.40
Paycheck 1472005 103 Lawson, Pam Checking -26.00 -528.40
Faycheck 172005 103 Lawson, Pam Checking -16.20 -542.80
Paycheck 1472005 103 Lawson, Pam Checking -16.20 -558.80
Paycheck 1772005 103 Lawson, Pam Checking -3.78 -B62 .62
Paycheck 17/2005 103 Lawson, Pam Checking =378 -5608.38
Paycheck 1/7/2005 103 Lawson, Pam Checking -2.09 -568.47
Paycheck 172005 103 Lawson, Pam Checking B -] -575.85
Paycheck 172005 104 Turner, Brucs Checking -17.31 -ER2.6G
Paycheck 172005 104 Turmer, Brucs Checking -13.85 -808.81
Paycheck 172005 104 Turmer, Brucs Checking 0.00 -608.81
Paycheck 1472005 104 Turner, Brucs Checking -3.00 -808.81
Paycheck 1472005 104 Turner, Brucs Checking -21.48 -831.27
Paycheck 1772005 104 Turner, Brucs Checking -21.46 -B62.73
Paycheck 17/2005 104 Turner, Brucs Checking -5.02 -857.75
Paycheck 1/7/2005 104 Turner, Brucs Checking -6.02 -B62.7T
Paycheck 172005 104 Turner, Brucs Checking 27T -885.54
Paycheck 172005 104 Turmner, Brucs Checking -B.52 -675.06
Liability Check  2¥15/2005 1 City Bank G2-5001838  Money Markst 104,00 -571.08
Liability Check  2¥15/2005 1 City Bank G2-5001838  Money Markst 30.86 -540.20
Liability Check  2¥15/2005 1 City Bank G2-50016838  Money Markst 30.86 -505.34
Liability Check  2¥15/2005 1 City Bank G2-5001636  Money Markst 131.80 SATT.44
Liability Check  2¥15/2005 1 City Bank G2-5001636  Money Markst 131.80 -245 54
Liability Check  2¥15/2005 2 Friend of the Court Money Markst 50.00 -125 54
Liability Check  2/15/2005 3 Metropolis Mutual... Money Markst 5015 -145.38
Liability Check  2/15/2005 3 Metropolis Mutual... Money Markst ae21 -Ta.18
Liability Check  2¥15/2005 4 TH Dept of Labor ... Money Markst 0.85 -75.53
Liability Check  2¥15/2005 4 TH Dept of Labor ... Money Markst 58.51 -i7.02
Liability Check  2¥15/2005 5 City Bank G2-5001838  Money Markst 17.02 0.00
Total Payrall Lizhilities 0.00 0.00
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11:07 AM Tennessee Computers

09/16/05 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Name Memao Split Amount Balance
Sales Tax Payable 0.00
Credit Memo 1/5/2005 1003 TH Degpt of Reven...  Sales Tax Accounts Re... 124.88 124.88
Invaice 172002005 1000 TH Dept of Reven...  Sales Tax Accounts Re... 0.00 124 88
Invoice 1/2042005 1004 TH Dept of Reven...  Sales Tax Accounts Re... 0.00 124.88
Invoice 1/25/2005 1001 TH Dept of Reven...  Sales Tax Accounts Re... 0.00 124.88
Invoice 1/26/2005 1002 TH Dept of Reven...  Sales Tax Accounts Re... -347.80 -22292
Sales Receipt  1/27/2005 1000 TH Dept of Reven...  Sales Tax Undepaosited. .. -10.84 -233.56
Sales Recsipt  1/28/2008 1001 TH Dept of Reven...  Sales Tax Undeposited. .. -826.00 -858.56
Sales Receipt  1/28/2005 1001 TH Dept of Reven... Default C... Undepaosited... 0.00 -858.56
Stmt Charge 3/8/2005 TN Dept of Reven...  Sales Tax Accounts Re... -258.56
Stmt Charge 852005 TN Dept of Reven...  Sales Tax Accounts Re... -258.56
Stmt Charge 852005 TN Dept of Reven...  Sales Tax Accounts Re... -258.56
Stmt Charge ¥10/2005 TN Dept of Reven...  Sales Tax Accounts Re... -858.56
General Jou...  %31/2008 8 TN Degt of Reven... Sales Tax- .. -0.56 -880.12
Sales Tax P...  331/2005 105 TN Dept of Reven... Checking 35844 -501.68
Sales TaxP...  3/31/2005 105 TN Degpt of Reven... Chacking 0.56 -E01.12
Cradit Memo 4/1/2005 1004 TH Dept of Reven...  Sales Tax Accounts Re... 0547 -185.65
Total Sales Tax Payable -195.85 -185.65
Note - Machinery & Equipment -35,000.00
Check 2/15/2005 L] City Bank Money Markst 87742 -34,12258
Total Motz - Machinery & Equipment 87742 -34,12258
Opening Bal Equity 0.00
Total Opening Bal Equity 0.00
Owmer's Capital 0.00
Draws 0.00
Check 1/15/2005 108 John Dos Checking 500.00 £00.00
Total Draws 500.00 £00.00
Investments 0.00
Total Investments 0.00
Owner's Capital - Other 0.00
Total Cwner's Capital - Other 0.00
Total Owner's Capital 500.00 £00.00
Retained Earnings -87.200.00
Total Retained Eamings -87.800.00
Sales Income 0.00
Cradit Memo 1/5/2005 1003 Sparta Nursery Seagate 4., Accounts Re... 1,250.00 1.350.00
Invioice 172002005 1000 City of Metropolis:... Accounts Re... -200.00 1.150.00
Invoice 1/20/2005 1000 City of Metropolis:.... Accounts Re... -75.00 1.075.00
Invoice 1/20/2005 1000 City of Metropolis:.... Accounts Re... -50.00 1.025.00
Inviaice 1/20/2005 1000 City of Metropolis:...  Senvica C...  Accounts Re... -337.50 B837.50
Invaice 1/20/2005 1000 City of Metropolis:...  Markup Accounts Re... -250.00 387.50
Invoice 1/20/2005 1000 City of Metropolis:...  Pentum lll..  Accounts Re... -3.400.00 -3.012.50
Invioice 172012005 1004 City of Metropolis:...  Pentum lll...  Accounts Re... -7.500.00 -10.512.50
Invioice 1/20/2005 1004 City of Metropolis:...  Pentum lll..  Accounts Re... -8,500.00 -18.012.50
Inviaice 1/20/2005 1004 City of Metropolis:...  Simms RA..  Accounts Re... -1.400.00 -20.412.50
Invoice 1/20/2005 1004 City of Metropolis:...  Microsoft ... Accounts Re... -750.00 -21,162.50
Invaice 1/25/2005 1001 Super Mart Mouse Pad Accounts Re... -50.00 -21,212.50
Invoice 1725120058 1001 Super Mart Microsoft ...  Accounts Re... -750.00 -21.862.50
Invaice 1/26/2005 1002 Tri City Pumping Pentium lll...  Accounts Re... -1,500.00 -23,482.50
Invoice 1/26/2005 1002 Tri City Pumping Pentium lll...  Accounts Re... -1,700.00 -25,162.50
Inviaice 1/28/2005 1002 Tri City Pumping Simms RA... Accounts Re... -560.00 -25,722.50
Sales Receipt  1/27/2005 1000 Johnson, Chip Micreseft ... Undeposited... -75.00 -25,797.50
Sales Receipt  1/27/2005 1000 Johnson, Chip Micreseft ... Undeposited... -35.00 -25,832.50
Sales Recsipt  1/27/2008 1000 Johnson. Chip Mouse Pad  Undeposited... -5.00 -25.837.50
Sales Receipt  1/28/2005 1001 Cash Taxable C... Undepaosited... -4.600.00 -30.737.50
Sales Receipt  1/28/2005 1001 Cash MNonTaxab... Undeposited... -2,500.00 -33,237.50
Sales Receipt  1/28/2005 1001 Cash Taxable A..  Undeposited... -220.00 -33,527.50
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09116105 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Name Memao Split Amount Balance
Sales Recsipt  1/28/2008 1001 Cash NonTaxab.. Undeposited... -155.00 -32.682.50
Sales Recsipt  1/28/2005 1001 Cash Taxable C... Undeposited... -2,020.00 -35,702.50
Sales Recsipt  1/28/2005 1001 Cash NonTaxab... Undeposited... -1,570.00 -37.272.50
Sales Recaipt  1/28/2008 1001 Cash Taxable S..  Undeposited... -150.00 -37.422.50
Sales Recsipt  1/28/20058 1001 Cash NonTaxab... Undeposited... -50.00 -37.472.50
Sales Receipt 1/28/2005 1001 Cash Taxable M... Undeposited... -250.00 -37,722.50
Sales Receipt  1/28/2005 1001 Cash NonTaxab... Undeposited... -125.00 -37.847.50
Total Sales Income -37.847.50 -37.847.50
Uncategorized Income 0.00
Total Uncategorized Income 0.00
Cost of Goods Sold 0.00
Credit Memo 1/5/2005 1003 Sparta Nursery Seagate 4... Accounts Re... -800.00 -800.00
Invoice 1/20/2005 1000 City of Metropolis:...  Pentum lll...  Accounts Re... 2,60D.00 1.700.00
Invoice 1/20/2005 1004 City of Metropolis:...  Pentum lll...  Accounts Re... 6.000.00 7.700.00
Invoice 1/20/2005 1004 City of Metropolis:...  Pentum lll...  Accounts Re... 8,500.00 14.200.00
Invoice 1/20/2005 1004 City of Metropolis:...  Simms RA..  Accounts Re... 1.000.00 15,200.00
Invoice 1/28/2005 1002 Tri City Pumping Pentum lll...  Agccounts Re... 1.200.00 16.400.00
Invoice 1/28/2005 1002 Tri City Pumping Pentium lll...  Accounts Re... 1,200.00 17,700.00
Invoice 1/28/2005 1002 Tri City Pumping Simms RA...  Accounts Re... 400.00 18,100.00
Total Cost of Goods Sold 18,100.00 18.100.00
Bad Debt Expense 0.00
Payment 4/1/2005 Super Mart Accounts Re... 50.00 50.00
Payment 4/1/2005 Super Mart Accounts Re... 20.00 70.00
Credit Memo 4/1/2005 1004 Tri City Pumping BadDebt.. Accounts Re.. 3,202.33 3,372.33
Credit Memo 4/1/2005 1004 Tri City Pumping BadDebt.. Accounts Re.. 30.00 340233
Total Bad Debt Expense 340233 340233
Bank Charges 0.00
Check &/31/2005 Senvice C.. Checking 2500 25.00
Total Bank Charges 25.00 25.00
Contract Labor 0.00
Installation Labor 0.00
Check 1/15/2005 2 City of Metropolis:... Checking 500.00 500.00
Invoice 1/20/2005 1000 City of Metropolis:... Accounts Re... -500.00 0.00
Total Installation Labor 0.00 0.00
Service & Repair Labor 0.00
Check 1/15/2005 2 City of Metropolis:...  Senvice C.. Checking 23250 23250
Total Senvice & Repair Labor 23250 23250
Contract Labor - Other 0.00
Total Contract Labor - Other 0.00
Total Contract Labor 23250 23250
Depreciation Expense 0.00
General Jou...  %31/2005 a Acc Depredi... 5,000.00 £.000.00
Total Depreciation Expense 5.000.00 5.000.00
Discount Expense 0.00
Payment 2/1/2005 Tri City Pumping Undeposited. . 82.16 8216
Total Discount Expense 8216 8216
Dues & Professional Services 0.00
Total Dues & Professional Services 0.00
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05116105 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Name Memo Split Amount Balance
Employee Benefits 0.00
Paycheck 1/7/2005 101 Jenkins Construct... Checking g2.10 8.10
Faycheck 1/7/2005 101 Fraderickson, Jim Checking 1.80 8.80
Paycheck 1/7/2005 101 Fraderickson, Jim Checking 12.00 21.80
Paycheck 1/7/2005 102 Hill. Conniz Checking g.80 31.50
Paycheck 1/7/2005 102 Hill. Conniz Checking 480 38.30
Paycheck 1/7/2005 104 Turner, Brucs Checking 13.85 50.15
Total Employee Bensfits 5015 50.15
Freight Expense 0.00
Bill 1/4/2005 1B8M Accounts Pa... 150.00 150.00
Credit 1/6/2005 1B8M Accounts Pa... -30.00 120.00
Bill 2/10/2005 1BM Agcounts Pa.. 150.00 270.00
Total Freight Expense 270.00 270.00
Fuel & Oil Expense 0.00
Total Fuel & Oil Expense 0.00
Insurance Expense 0.00
Total Insurance Expense 0.00
Interest - Non Mortgage 0.00
Check 2/15/2005 6 City Bank Money Market 12258 122,58
Total Interest - Mon Mortgage 122.58 122.58
Inventory Purchases Expense 0.00
Total Imventory Purchases Expense 0.00
Marketing Expense 0.00
Total Marketing Expense 0.00
Office Supplies 0.00
Check 2/10/2005 107 Office Super Store Checking 175.00 175.00
Total Office Supplies 175.00 175.00
Ovwerage/Shortage 0.00
Sales Receipt  1/28/2005 1001 Cash Cash Regi... Undeposited... 5.00 5.00
Total Overage/Shortage 5.00 5.00
Payroll Expenses 0.00
Paycheck 1/7/2005 100 Cash Checking 180.00 180.00
Paycheck 1/7/2005 100 Jenkins Construct... Checking 110.00 2920.00
Paycheck 1/7/2005 100 City of Metropolis:... Checking 110.00 400.00
Paycheck 1/7/2005 100 City of Metropolis:... Checking 30.00 430.00
Paycheck 1/7/2005 100 Cash Checking 0.27 43027
Paycheck 1/7/2005 100 Jenkins Construct... Checking 017 43044
Paycheck 1/7/2005 100 City of Metropolis:.... Checking D21 430.85
Paycheck 1/7/2005 100 Cash Checking 116 441.81
Paycheck 1/7/2005 100 Jenkins Construct... Checking 6.82 448682
Paycheck 1/7/2005 100 City of Metropalis:... Cheacking 868 457.31
Paycheck 1/7/2005 100 Cash Checking 261 458.82
Paycheck 1/7/2005 100 Jenkins Construct... Checking 1.80 481.52
Paycheck 1/7/2005 100 City of Metropalis:... Checking 203 4563.55
Paycheck 1/7/2005 100 Cash Checking 1.44 45409
Paycheck 1/7/2005 100 Jenkins Construct... Checking 088 485.87
Paycheck 1/7/2005 100 City of Metropolis:... Checking 1.12 468.89
Paycheck 1/7/2005 100 Cash Checking 485 471.04
Paycheck 1/7/2005 100 Jenkins Construct... Checking 303 47487
Paycheck 1/7/2005 100 City of Metropolis:... Checking 3.85 478.82
Paycheck 1/7/2005 101 Jenkins Construct... Checking 180.00 658.82
Paycheck 1/7/2005 101 Jenkins Construct... Checking 20.00 748.82
Paycheck 1/7/2005 101 Fraderickson, Jim Checking 80.00 808.82
Paycheck 1/7/2005 101 Fraderickson, Jim Checking 400.00 1.208.82
Paycheck 1/7/2005 101 Jenkins Construct... Checking 0.00 1,208.82
Paycheck 1/7/2005 101 Fraderickson, Jim Checking 0.00 1.208.82
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09116105 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Mame Memao Split Armiount Balance
Paycheck 1/7/2005 101 Frederickson, Jim Checking 0.00 1.208.82
Paycheck 1/7/2005 101 Jenkins Construct... Checking 18.74 1.225.58
Paycheck 172005 101 Frederickson, Jim Checking 372 1,225.28
Paycheck 1/7r2005 101 Frederickson, Jim Checking 24.80 1.254.08
Paycheck 17772005 101 Jenkins Construct... Checking 382 1.258.00
Paycheck 17772005 101 Fredericksen, Jim Checking 0.87 1.258.87
Paycheck 1772005 101 Frederickson, Jim Checking 5.80 1.264.87
Paycheck 1/7/2005 101 Jenkins Construct... Checking 216 1.266.83
Paycheck 172005 101 Frederickson, Jim Checking D<£2 1,267.31
Paycheck 172005 101 Frederickson, Jim Checking 3.20 1,270.51
Paycheck 1/7r2005 101 Jenkins Construct... Checking T3 1.277.84
Paycheck 17772005 101 Fradericksen, Jim Checking 1.85 1.278.58
Paycheck 17772005 101 Fredericksen, Jim Checking 11.00 1.220.5%
Paycheck 172005 102 Hill, Conniz Checking 240.00 1.530.58
Paycheck 172005 102 Hill, Conniz Checking 0.00 1,520.58
Paycheck 1/7/2005 102 Hill, Connis Checking 120.00 1,850.58
Paycheck 1/7/2005 102 Hill, Connis Checking 0.00 1,850.58
Paychack 1/7/2005 102 Hill, Conniz Checking 0.00 1.850.58
Faychack 1/7/2005 102 Hill, Conniz Checking 14.858 1.665.47
Paychack 172005 102 Hill, Connis Checking 744 1.672.91
Paycheck 172005 102 Hill, Conniz Checking 348 1.676.38
Paycheck 172005 102 Hill, Conniz Checking 1.74 1.678.13
Paycheck 1/7/2005 102 Hill, Connis Checking 1.82 1,680.05
Paycheck 1/7/2005 102 Hill, Connis Checking 0.g6 1,881.01
Paychack 1/7/2005 102 Hill, Conniz Checking 6.60 1.887.91
Faychack 1/7/2005 102 Hill, Conniz Checking 3.30 1.620.91
Paycheck 17772005 103 Lawscn, Pam Checking 22000 1.810.81
Paycheck 1772005 103 Lawscn, Pam Checking 4125 1.852.168
Paycheck 1/7/2005 1032 Lawson, Pam Checking 0.00 1.852.18
Paycheck 172005 103 Lawson, Pam Checking 1820 1,068.38
Paycheck 172005 103 Lawson, Pam Checking 378 1,872.18
Paycheck 1/7r2005 103 Lawson, Pam Checking 209 1.674.24
Paycheck 17772005 103 Lawson, Pam Checking 718 1.881.42
Paycheck 17772005 104 Tumer, Brucse Checking 815 2.327.57
Paycheck 1772005 104 Tumer, Bruce Checking 0.00 2327 .57
Paycheck 1/7/2005 104 Turmner, Bruces Checking 21.46 2.245.02
Paycheck 1/7/2005 104 Turner, Bruces Checking 5.02 2.354.05
Paycheck 1/7r2005 104 Turner, Brucs Checking 277 2.358.82
Paycheck 1/7r2005 104 Turner, Brucs Checking B.A2 2.3568.34
Total Payroll Expenses 2,358.34 2,358.34
Rent Expense 0.00
Check 11512005 1 Allen, Frad Checking 500.00 500.00
Total Rent Expense 500.00 500.00
Repair & Service Supplies 0.00
Total Repair & Service Supplies 0.00
Repairs Expense 0.00
Building 0.00
Total Building 0.00
Machinery & Equipment 0.00
Total Machinery & Equipment 0.00
Repairs Expense - Other 0.00
Total Repairs Expense - Ciher 0.00
Total Repairs Expense 0.00
Taxes & Licenses 0.00
Total Taxes & Licenses 0.00
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11:07 AM Tennessee Computers

09/16/05 General Ledger
Accrual Basis As of December 31, 2005
Type Date Num Name Memo Split Amount Balance

Uncategorized Expenses 0.00
Total Uncategorized Expenses 0.00
Utilities Expense 0.00
Electricity Expense 0.00
Total Electricity Expanse 0.00
Phone Expense 0.00
Total Phone Expense 0.00
Water Expense 0.00
Total Water Expensa 0.00
Utilities Expense - Other 0.00
Total Utilites Expense - Cther 0.00
Total Utilties Expense 0.00
Finance Charge Income 0.00
Stmt Charge 3/8/2005 Tri City Pumping Discount ... Accounts Re... -£216 8216
Stmt Charge 3/8/2005 Tri City Pumping Rsturmed ... Accounts Re... -30.00 -112.16
Stmt Charge 10/2005 Super Mart Finance C... Accounts Re... -20.00 -132.16
Total Finance Charge Income -132.16 -132.16
Freight Income 0.00
Invioice 1/25/2005 1001 Super Mart Delivery C...  Accounts Re... -50.00 -50.00
Total Freight Income -50.00 -50.00
Sales Tax - Adjustment 0.00
General Jou...  331/2005 8 TN Degt of Reven... Sales Tax P... 0.56 0.56
Total Sales Tax - Adjustment 0.56 0.56
Capital Gains/Losses 0.00
Deposit 3/5/2005 Deposit Checking -1,160.00 -1,160.00
Total Capital Gains/Losses -1,160.00 -1,160.00
No accnt 0.00
Total no accnt 0.00
TOTAL 0.00 0.00
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THE PAYROLL REPORTS

One of the biggest problems faced by small business owners is maintaining accurate reporting methods
for their payroll expenses. QuickBooks Pro eases this burden by providing two reports that provide
information for the most common types of payroll reporting that you will need.

The Payroll Liabilities (below) provides a list of all payroll liabilities owed as of a particular reporting
date. The Payroll Balances Report (page 163) provides all payroll components, deductions and company taxes
and contributions in an extremely easy-to-read format. These reports can be accessed by clicking on Reports
and then choosing Employees & Payroll.

QuickBooks Pro maintains three more reports that can ease the burden of the end-of-year payroll
reporting. By clicking on the Process Payroll Forms icon in the Employees Navigator, you can access
the reporting feature for the 941 and 940. W-2 forms can be accessed in the Employees Navigator by
clicking on the Process W-2 icon. While these forms cannot be incorporated into this manual, they are
extremely easy to generate. QuickBooks Pro has a report generator that prints the actual 940 and 941 forms.
To process your company’s W-2 forms, you will need to purchase the preprinted forms either from the
Government Printing Office or from an office supply store.

11:10 AM Tennessee Computers
09/16/05 Payroll Liability Balances
January through December 2005
BALANCE
Payroll Liabilities
Federal Withholding 0.co
Medicare Employee 0.00
Social Security Employee 0.00
Federal Unemployment 0.co
Medicare Company 0.00
Social Security Company 0.00
TN - Unemployment Company 0.co
TN - Job Skills Fee 0.00
401(k) Employee 0.co
Garnishment 0.co
401(k) Company 0.co
Total Payroll Liabilities 0.00
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11:11 AM Tennessee Computers

091E105 Payroll Summary
January through December 2005

Ferguson, Paul Frederickson, Jim Hill, Conmnie
Houwrs Rate Jan - Dec 05 Howrs Rate Jan - Dec 05 Hours Rate
Employee Wages, Taxes and Adjustments
Gross Pay
Salary 0.00 C.oo
Hourly Wage 40 10.00 400.00 40 £.00 240.00 40 £.00
Chvertims Wage 2 15.00 30.00 10 .00 B0.00 2.00
Commission o.oo 400.00
Total Gross Pay 42 430.00 g0 730.00 40
Deductions from Gross Pay
401{k) Employes 0.00 -21.80
Total Deductions from Gross Pay 0.00 -21.80
Adjusted Gross Pay 42 430.00 g0 T08.10 40
Taxes Withheld
Federal Withholding -4.00 52.00
Medicare Employee -8.24 -10.88
Social Security Employee -20.85 4525
Taotal Taxes Withheld -38.80 -117.85
Deductions from Met Pay
Frederickson - Car Loan 0.od -100.00
Frederickson - Trailer Loan 0.00 -50.00
Gamishment 0.00 -50.00
Taotal Deducticns from Met Pay 0.00 -200.00
Net Pay 42 35310 50 380.25 40
Employer Taxes and Contributions
Federal Unemployment 244 i1
Medicare Company .24 10.58
Social Security Company 2085 45.26
TN - Unemployment Company 11.83 20.08
A01[k) Company 0.00 21.80
TH - .Job 5kills Fee 0.85 0.o0
Total Employer Taxes and Contributions 48.82 103.67
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11:11 AM Tennessee Computers

03/16/05 Payroll Summary
January through December 2005

Hill, Connie Lawson, Pam Turner, Bruce TOTAL
Jan - Dec 05 Hours Rate Jan - Dec 05 Hours Rate Jan - Dec 05 Hours
Employee Wages, Taxes and Adjustments
Gross Pay
Salary 0.co 0.00 346.15
Hourly Wage 240.00 40 5.50 220.00 0.co 160.00
Overtime Wage o.co 5 225 4125 0.0 17.00
Commission 120.00 0.00 0.00
Total Gross Pay 360.00 45 251.25 24615 177.00
Deductions from Gross Pay
401(k) Employee -30.00 0.00 -17.21
Total Deductions from Gross Pay -30.00 0.00 -17.21
Adjusted Gross Pay 330.00 45 261.25 322824 177.00
Taxes Withheld
Federal Withholding -2.00 -26.00 -2.00
Medicare Employee 522 -3.79 -5.02
Social Security Employee -22.32 -16.20 -21.45
Total Taxes Withheld -36.54 -45.69 -20.48
Deductions from Net Pay
Frederickson - Car Loan 0.c0 0.00 0.00
Frederickson - Trailer Loan 0.00 0.00 0.00
Gamnishment 0.0 0.00 0.00
Total Deductions from Net Pay 0.00 0.00 0.00
Net Pay 293.46 45 215.26 2599.36 177.00
Employer Taxes and Contributions
Federal Unemployment 288 20e 277
Medicare Company 5.22 79 502
Social Security Company 2232 16.20 2145
TN - Unemployment Company 9.80 7.18 8.52
401(k) Company 14.40 0.00 13.85
TN - Job Skills Fee o.co 0.00 c.co
Total Employer Taxes and Contributions 54.72 29.26 52.62
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11:11 AM Tennessee Computers

09/16/05 Payroll Summary
January through December 2005

TOTAL
Rate Jan - Dec 05
Employese Wages, Taxes and Adjustments
Gross Pay
Salary 246.15
Hourly Wage 1,100.00
Overtime Wage 161.25
Commission 520.00
Total Gross Pay 2,127.40
Deductions from Gross Pay
401(k) Employee -58.21
Total Deductions from Gross Pay -58.21
Adjusted Gross Pay 2,058.19
Taxes Withheld
Federal Withholding -104.00
Medicare Employese -30.88
Social Security Employee -131.80
Total Taxes Withheld -288.76
Deductions from Net Pay
Frederickson - Car Loan -100.00
Frederickson - Trailer Loan -50.00
Gamishment -50.00
Total Deductions from Net Pay -200.00
Net Pay 1,591.43
Employer Taxes and Contributions -
Federal Unemployment 17.02
Medicare Company 30.86
Social Security Company 131.60
TN - Unemployment Company 5881
401(k) Company 50.15
TN - Job Skills Fee 0.65
Total Employer Taxes and Contributions 289.09
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INCOME TAX REPORTS

As stated earlier, one of the great advantages to using a computerized financial record keeping system
is the ability to ease the company’s reporting burden, especially at income tax time. QuickBooks Pro generates
two income tax reports that can provide this information. These reports can be accessed by choosing Reports
from the top menu bar and then clicking on Accountant & Taxes.

The Income Tax Summary Report (below) is a listing of the total amounts designated to each tax line
that you chose when you created the company’s accounts. If all transactions were entered properly and
completely, these numbers could be transferred from the QuickBooks Pro report directly to the appropriate tax
form. The Income Tax Detail Report (page 168) provides a listing of all transactions that affect each tax line.
This report can assist you in making sure that all transactions were entered properly so that you will be able to
accurately and easily complete your income tax forms.

11:11 AM Tennessee Cnmputers
0911605 Income Tax Summary
Accrual Basis As of December 31, 2005
Dec 31, 05
Sch C
Gross receipts or sales A7.847 .50
Other business income 121.60
Bad debts from salesiservices 3,402.33
Commissions and fees 25.00
Employes benefit programs 50.15
Interest expense, other 122 .58
Office expenses 175.00
Rentflease other bus. prop. 50i0.00
Wages paid 2,388.34
Other business expenses a7.18
Labor, cost of goods 232.50
Other costs, COGS 270.00
Tax Line Unassigned (balance sheet) -5,411.53
Tax Line Unassignad {incomefexpense] 21,840.00
Mot Tax Related [balance sheet) 10,489.57
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11:12 AM Tennessee Computers

03116105 Income Tax Detail

Accrual Basis January through December 2005

Type Date Mum Mame Mermo Class Account Amount
SchC

Gross receipts or sales
Credit Memo 1/82005 1003 Sparta MNurs... Seagate 4. Product ... Sales Income -1.350.00
Imvaoice 17202005 1000 City of Meiro._. Senvice ... Sales Income 200.00
Imvaice 17202005 1000 City of Meiro._. Senvice ... Sales Income 75.00
Imvaice 17202005 1000 City of Meiro._. Senvice ... Sales Income £0.00
Imwaice 172002005 1000 City of Metro...  Service Ca... Senvice .. Sales Income 3a7.50
Imwaice 12002005 1000 City of Metro...  Markup Product ... Sales Income 250.00
Imwaice 12002005 1000 City of Metro...  Pentum [Il...  Product .. Sales Income 3.400.00
Imvaoice 17202005 1004 City of Mefro...  Pentium 1. Sales Income T.500.00
Imvaoice 17202005 1004 City of Mefro...  Pentium 1. Sales Income 5.500.00
Imvaice 17202005 1004 City of Mefro...  Simms RA_. Sales Income 1.400.00
Imvaice 17202005 1004 City of Mefro...  Microsoft ... Sales Income 750.00
Imwaice 1/25/2005 1001 Super Mart Mouse Pad Product ... Sales Income £0.00
Imwaice 12572005 1001 Super Mart Microsoft ... Product ... Sales Income 750.00
Imwaice 1F28/2005 ooz Tri City Pum...  Pentum [ll...  Product .. Sales Income 1.500.00
Imvaoice 17262005 1002 Tri City Pum_... Pentiumn ...  Product .. Sales Income 1.700.00
Imvaoice 1F2Gr2005 1002 Tri City Pum_... Simms RA..  Product . Sales Income 580.00
Sales Receipt 17272005 1000 Johnson, Chip Microsoft ... Product ... Sales Income 75.00
Sales Receipt 17272005 1000 Johnson, Chip Microsoft ... Product ... Sales Income 35.00
Sales Receipt 1/27/2005 1000 Johnson, Chip  Mouse Pad Product ... Sales Income 5.00
Sales Receipt 1F28/2005 1001 Cash Taxable C.. Product ... Sales Income 4.800.00
Sales Receipt 1F28/2005 1001 Cash MonTaxabl... Product .. Sales Income 2.500.00
Sales Receipt 1F28/2005 1001 Cash Taxable A Product ... Sales Income 280.00
Sales Receipt 1F58/2005 1001 Cash MonTaxabl... Product .. Sales Income 155.00
Sales Receipt 1782005 1001 Cash Taxable C... Product ... Sales Income 2.020.00
Sales Receipt 1782005 1001 Cash MonTaxabl... Product .. Sales Income 1.570.00
Sales Receipt 1f22/2005 1001 Cash Taxable 5. Service ... Sales Income 120.00
Sales Receipt 1F28/2005 1001 Cash MonTaxabl... Service .. Sales Income £0.00
Sales Receipt 1F28/2005 1001 Cash Taxabla Mi... Product .. Sales Income 250.00
Sales Receipt 1F28/2005 1001 Cash MonTaxabl... Product .. Sales Income 125.00
Total Gross receipts or sales 37.847.50
Cther business income
Imvaoice 1F25:2005 1001 Super Mart Delivery C... Crwerhead Freight Income £0.00
Simt Charge 382005 Tri City Pum_... DiscountM...  Owerhead Finance Charg... B2.18
Simt Charge 382005 Tri City Pum_... Returmed ... Crerhead Finance Charg... 20.00
Simt Change M v2005 Super Mart Finance C... Crverhead Finance Charg... 20.00
General Journal  3f31/2005 = TN Diept of ... Sales Tax - Ad... -0.58
Taotal Cther business incomes 181.60
Bad debts from salesiservices
Fayment 4f1/2005 Super Mart Crerhead Bad Debt Exp... £0.00
Fayment 411/2005 Super Mart Crerhead Bad Debt Exp... 20.00
Credit Memo 4112005 1004 Tri City Pumn...  Bad Dbt Cryerhead Bad Diebt Exp... 3,302.33
Credit Memo 412005 1004 Tri City Pumn...  Bad Dbt Crierhead Bad Diebt Exp... 20.00
Total Bad debts from sales/services 340233
Commissions and fees
Check Bf31/20085 Service Ch...  Owerhead Bank Charges 25.00
Total Commissions and fees 25.00
Employee benefit programs
Faychack 172005 101 Jenkins Can... Service ... Employes Ben... B.10
Faycheck 172005 101 Frederickson... Product ... Employes Ben... 1.80
Paycheck 172005 101 Frederickson... Crverhead Employes Ben... 12.00
Paycheck 172005 102 Hill. Conmie Product ... Employes Ben... B.60
Faychack 172005 102 Hill, Conmnie Crerhead Employes Ben... 4,80
Faychack 172005 104 Turmer, Brucs Crerhead Employes Ben... 13.85
Total Employese benefit programs 50.15
Interest expense, other
Check 2M15/2005 g City Bank Service ... Interest - Mon ... 122.58
Taotal Interest expense, other 122.58
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11:12 AM Tennessee Computers

03/16/05 Income Tax Detail

Accrual Basis January through December 2005

Type Date Num Name Class Account Amount

Office expenses
Check 2/10/2005 107 Office Super ... Overhead Office Supplies 175.00
Total Office expenses 175.00
Rent/lease other bus. prop.
Check 1/15/2005 1 Allen, Fred Overhead Rent Expense 500.00
Total Rentlease other bus. prop. 500.00
Wages paid
Paychack 1/7/2005 100 Cash Service ... Payroll Expens... 120.00
Paycheck 1/7/2005 100 Jenkins Con... Service ... Payroll Expens... 110.00
Paycheck 11712005 100 City of Metro. .. Service ...  Payroll Expens... 110.00
Paycheck 1/7/2005 100 City of Metro. .. Service ... Payroll Expens. . 30.00
Paycheck 1/7/2005 100 Cash Service ... Payroll Expens... 027
Paychack 1/7/2005 100 Jenkins Con... Service ... Payroll Expens... 0.17
Paycheck 1/7/2005 100 City of Metro... Service ... Payroll Expens... 0.21
Paycheck 1/7/2005 100 Cash Service ... Payroll Expens... 11.16
Paycheck 1/7/2005 100 Jenkins Con... Service ... Payroll Expens... 6.82
Paycheck 1/7/2005 100 City of Metro... Service ... Payroll Expens... 8.68
Paycheck 1/7/2005 100 Cash Service ... Payroll Expens... 261
Paychack 1/7/2005 100 Jenkins Con... Service ... Payroll Expens... 1.80
Paycheck 1/7/2005 100 City of Metro... Service ... Payroll Expens... 203
Paychack 1/7/2005 100 Cash Service ... Payroll Expens... 144
Paycheck 1/7/2005 100 Jenkins Con... Service ...  Payroll Expens... 0.58
Paycheck 1/7/2005 100 City of Metro... Service ... Payroll Expens... 1.12
Paycheck 11712005 100 Cash Service ...  Payroll Expens... 4.95
Paychack 11712005 100 Jenkins Con... Service ...  Payroll Expens... 3.03
Paychack 1/7/2005 100 City of Metro... Service ... Payroll Expens... 385
Paychack 1/7/2005 101 Jenkins Con... Service ... Payroll Expens... 120.00
Paycheck 1/7/2005 101 Jenkins Con... Service ... Payroll Expens... 20.00
Paychack 1/7/2005 101 Fredenckson... Product ...  Payroll Expens... £0.00
Paycheck 1/7/2005 101 Fredenckson... Cwerhead Payroll Expens... 400.00
Paychack 11712005 101 Jenkins Con... Service ...  Payroll Expens... 0.00
Paychack 1/7/2005 101 Fredarickson... Product ..  Payroll Expens... 0.00
Paycheck 1/7/2005 101 Frederickson... Cverhead Payroll Expens... 0.00
Paychack 1/7/2005 101 Jenkins Con... Service ... Payroll Expens... 16.74
Paychack 1/7/2005 101 Fredenckson... Product ... Payroll Expens... 3.72
Paycheck 1/7/2005 101 Frederickson... Cwerhead Payroll Expens... 24.80
Paycheck 11712005 101 Jenkins Con... Service ...  Payroll Expens... 3.82
Paycheck 1/7/2005 101 Fredenckson... Product ... Payroll Expens... 0.57
Paychack 1/7/2005 101 Fredearickson... Cwerhead Payroll Expens... 5.80
Paychack 1/7/2005 101 Jenkins Con... Service ... Payroll Expens... 2.16
Paycheck 1/7/2005 101 Fredenckson... Product ...  Payroll Expens... 0.48
Paycheck 1/7/2005 101 Frederickson... Cwerhead Payroll Expens... 3.20
Paycheck 11712005 101 Jenkins Con... Service ...  Payroll Expens... 7.43
Paycheck 1/7/2005 101 Frederickson... Product ... Payroll Expens... 1.65
Paychack 1/7/2005 101 Fredearickson... Cwerhead Payroll Expens... 11.00
Paycheck 1/7/2005 102 Hill. Connie Product ...  Payroll Expens... 240.00
Paycheck 1/7/2005 102 Hill. Connie Product ...  Payroll Expens... 0.00
Paycheck 1/7/2005 102 Hill, Connie Cwerhead Payroll Expens... 120.00
Paycheck 1/7/2005 102 Hill. Connie Product ...  Payroll Expens... 0.00
Paychack 1/7/2005 102 Hill, Connie Cwerhead Payroll Expens... 0.00
Paychack 1/7/2005 102 Hill. Connie Product ..  Payroll Expens... 14.88
Paycheck 1/7/2005 102 Hill. Connie Cwerhead Payroll Expens... 744
Paychack 1/7/2005 102 Hill, Connie Product ... Payroll Expens... 348
Paychack 1/7/2005 102 Hill, Connie Cwerhead Payroll Expens... 1.74
Paycheck 11712005 102 Hill. Connie Product...  Payroll Expens... 1.92
Paychack 1/7/2005 102 Hill, Connie Cwerhead Payroll Expens... 0.96
Paychack 11712005 102 Hill. Connie Product ...  Payroll Expens... 6.60
Paychack 1/7/2005 102 Hill, Connie Owverhead Payroll Expens... 3.30
Paychack 1/7/2005 102 Lawson, Pam Cwerhead Payroll Expens... 220.00
Paycheck 1/7/2005 103 Lawson, Pam Cwerhead Payroll Expens... 4125
Paycheck 1/7/2005 103 Lawson, Pam Cwerhead Payroll Expens... 0.00
Paycheck 1/7/2005 103 Lawson, Pam Cwerhead Payroll Expens... 16.20
Paychack 1/7/2005 102 Lawson, Pam Cwverhead Payroll Expens... 3.78
Paycheck 1/7/2005 103 Lawson, Pam Cwerhead Payroll Expens... 2.08
Paychack 1/7/2005 102 Lawson, Pam Cwerhead Payroll Expens... 7.18
Paychack 1/7/2005 104 Tumer, Bruce Cwerhead Payroll Expens... 346.15
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11:12 AM Tennessee Computers

03116105 Income Tax Detail

Accrual Basis January through December 2005

Type Date Num Name Memo Class Account Amount
Paycheck 1/7/2005 104 Tumer, Brucs Owverhead Payroll Expens... 0.00
Paychack 1/7/2005 104 Turmer, Bruce Cverhead Payroll Expens... 21.48
Paychack 1/7/2005 104 Turmer, Bruce Cwverhead Payroll Expens... 5.02
Paychack 1/7/2005 104 Turner, Brucs Cwverhead Payroll Expens... 277
Paychack 1/7/2005 104 Turmer, Bruce Cwverhead Payroll Expens... .52
Total Wages paid 2.3856.34
Other business expenses
Sales Receipt 1/28/2005 1001 Cash Cash Regi..  Owerhead Cverage/Short... 5.00
Payment 2/1/2005 Tri City Pum... Discount Expe... 82.16
Total Other business expenses 87.18
Labor, cost of goods
Check 1/15/2005 2 City of Metro. . Product ..  Installation La.. 500.00
Check 1/15/2005 2 City of Metro...  Service Ca... Service ... Service & Rep... 232.50
Irvoice 1/20/2005 1000 City of Metro... Product ..  Installation La... -500.00
Total Labor, cost of goods 232.50
Other costs, COGS
Bill 1/4/2005 12M Product ...  Freight Expense 150.00
Credit 1/8/2005 IEM Product ...  Freight Expense -20.00
Bill 2/10/2005 12M Product ...  Freight Expense 150.00
Total Cther costs, COGS 270.00
Tax Line Unassigned (income/expense)
Credit Memo 1/5/2005 1002 Sparta Nurs...  Seagate4...  Product.. Costof Goods ... -800.00
Invoice 1/20/2005 1000 City of Metro...  Pentum lll... Product...  Costof Goods .. 2.600.00
Irvoice 1/20/2005 1004 City of Metro...  Pentium Il Cost of Goods ... 6.000.00
Invoice 1/20/2005 1004 City of Metro...  Pentum Ill... Cost of Goods ... 6.500.00
Invoice 1/20/2005 1004 City of Metro...  Simms RA_. Cost of Goods ... 1.000.00
Invoice 1/26/2005 1002 Tri City Pum...  Pentum ll... Product..  Costof Goods ... 1.200.00
Invoice 1/26/2005 1002 Tri City Pumn...  Pentumll... Product..  Costof Goods .. 1.300.00
Invoice 1/26/2005 1002  TriCityPum... SimmsRA.. Product... Costof Goods .. 400.00
Depasit 352005 Deposit Service ...  Capital Gains/... -1.160.00
General Journal  3/21/2005 g Deprecistion E... 5.000.00
Total Tax Line Unassigned (incomea/expense) 21,840.00
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SALES TAX LIABILITY REPORT

As we discovered when we were entering transactions, QuickBooks Pro makes it extremely easy to
pay your state sales tax liabilities. However, it was extremely difficult to obtain the information needed to
fill out the state sales tax report. QuickBooks Pro has alleviated this burden by providing a Sales Tax
Liability Report. To generate this report, click on Reports from the top menu bar and then choose

Vendors & Payables. Now select Sales Tax Liability. This report should now look like the one
shown below.

As you can see, this report provides the level of total sales, non-taxable sales, taxable sales, the tax
rate, the tax collected and the amount of tax payable for each individual sales tax item.

3:25 PM Tennessee Computers
10120105 Sales Tax Liability
Accrual Basis January through December 2005
Total Sales Non-Taxable Sa... Taxable Sales Tax Rate Tax Collected
TN Dept of Revenue
CR - Sales Tax 12.005.00 4,385.00 7.610.00 0.0% 0.00
Sales Tax 26.837.97 2761530 -777.33 9.25% 554.00
TN Dept of Revenue - Other 0.00 0.00 C.co 0.00
Multiple taxes for TN Dept of R... -125.00 -125.00 0.00 0.00
Total TN Dept of Revenue 38 T17.97 31,885.20 8.832.67 £54.00
TOTAL 3B,T17.97 31,885.30 6,832.67 554.09
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STATE UNEMPLOYMENT TAX REPORTS

There is one report that this company will have to file for which the data is not readily available in
QuickBooks Pro. This is the report that must accompany the state unemployment insurance payments. For
this report, you need two pieces of information. First, you must know the total amount of wages paid to
employees for the reporting period. Second, you must be able to ascertain the total amount of state
unemployment insurance employee contributions for the reporting period. Since there are no reports available
in QuickBooks Pro that will readily provide this information without including a large amount of information
that is not required, we will create our own report.

¥ How Do 17| lll

To create this report, click Reports from s S 1o = v a-estion [Ask]

the top menu bar and then click Custom
Summary Report. This brings up the Modify
Report: Custom Summary Report window.

Display I Filters l Header /Footer ] Fonts & Mumbers

[ Report Date Rangs

j From the first day through the last d
quarter

Dates IThis Fiscal Quarter

Add or delete columns

Change the date range

Group and subtotal data

Change fants

Filker ka change scope

Change the report in other ways »

From [07/01/2005 E| To [09/30/2005 E|

. . :

Slnfze you normally pay this tax on a qgarterly L

baSISJ use the drop dOWIl arrow beSIde the & accrual  Cash This setting determines haw this report calculates income and expenses.

Report Date Range ficld and choose This | cume

Fiscal Quarter. Click on the drop down arrow || viseiay cotums by [Payrol ten getat =] acrass the top.” o oty [oefk -

3 = ispl b I | d he left, ' Quanti i« di dh =3 1
beside the Display columns by field and Zd:"bl "F Al e D Qe s [ pemdae
. . . subcolumns For
Choose PaerIl ltem detall NOW CIICk the drop I Previous Period I Previous Year [~ wear-To-Date [ %% of Row I~ % of Calumn
down arrow beside the Display rows by field Moo By Mo
. . % Change % Change

and choose Employee. When you finish, this TP I

screen should look like Figure 202. If so, click = =

OK' Cancel | Help |
Figure 202

You should now be at the Custom
Report screen. You now have a report that provides you with the information that you want, but it also gives
you a lot of information that you don’t need for this report. When we chose Payroll item detail for the report
columns, QuickBooks Pro included all payroll items in the report. However, we only want the employee
compensation items to be included. To modify the report in this way, we must use the filtering feature of

QuickBooks Pro.

To utilize this feature, click the Filters located on the x|
top menu bar of the Modify Report: Custom Summary ©t [ <
Select the payroll ikem From the list, iaLrly Wage

then click OK.

Report tab. Scroll down the Filter list until you find Payroll
Item. Click on this filter to highlight it. Now click the drop-
down arrow beside the Payroll Item field and choose Selected

 Automatic

then click Ok,

Y Overtime Waoe

Enter the exact payrall ikem below,

Commission

Bonus

401(k) Emploves
Frederickson - Trailer Loan
Garnishrnent

401(k) Comparry

Federal Unemployment

payroll items.... This brings up the Select Payroll ltems . | Federal Witholdng .
window. Click on Salary, Hourly Wage, Overtime Wage and o |
Commission to select these items for inclusion in the report. |

When you finish, this screen should look like Figure 203. If so, -

click OK. Flgure 203

The Modify Report Filters screen will now look like Figure 204. 1f so, click OK. It contains the
information that we need to complete the employee earnings section of the state unemployment tax forms, but
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we need to give a title that describes the information contained in the report. To do this, click the
Header/Footer tab in the Modify Report: Custom Summary Report window. Change the Report Title
to Employee Compensation. This screen should now look like Figure 205.

Modify Report: Custom Summary Report Type 4 help question | Ask ‘% How Do 17| x|
Display I Filters I HeaderfFoater ] Fonks & Mumbers ]

i~ Choose Filter Current Filker Choices
Filker Payroll Ttem Filter Setto
Paid Through - ISeIs:tsd pavroll items. .. j Account All_lncomep’expense
Payment Method Date This Fiscal Quarter
PaErUH Item Pavroll Item Selected pavroll ite, .,
Posting Status
Printed Status
Received
Rep
Sales Tax Code ;I
Remove Selected Filker

— Payrall tem Filter

Choose the bvpes of payrollitems or & specific payrall
item From the drop-doven lisk,

Tell me more...

Rewvert |

[1]4 Cancel | Help |

Figure 204

Modify Report: Employee Compensation Type & help question | Ask ¥ How Do I? |

| Display | Filters ] Header/Footer ] Fonts & Humbers ]
i~ Shaws Header Informakion —————— [~ Page Layout
W Company Name;  [Tennessee Camputers Alignment

) [Standard -
™ Report Title Employes Compensation
v subtitle January through Decerber. .. Time Company

Date
¥ Date Prepared  [12431/01 - Basis cunie
¥ Time Prepared e o

¥ Report Basis

[ Print header on pages after first page "
ki

r Shaw Footer Information

¥ Page hNumber Page 1 A Extra Line

|V Extra Footer Ling |
¥ Print Footer on first page Revert

oK Cancel | Help |

Figure 205

[
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We now have a report (page 174) that provides us with the information that we need in a form that we
can use to pay our state unemployment tax. However, since we do not want to go through the process of
creating this report every time that we need this information, we want to memorize the report.

To do this, click the Memorize... button located in the top menu bar of the Custom Summary
Report screen. This brings up the Memorize Report window. The default name for this report is Employee
Compensation (remember that this is the title that we gave to the report). This memorized transaction name
should provide us with an adequate description of the information contained in the report. If it does, click OK.
This report is now memorized and can be accessed by clicking Reports on the top QuickBooks Pro menu bar
and then choosing Memorized Reports.

We still need to create a report that provides us with the employee contributions to the state
unemployment tax. Create this report in the same manner as the Employee Compensation Report. Give it
a title and a memorized name of State Unemployment Contributions. When you finish, it should resemble
the report shown on page 174.

You do have one other option in creating a report to show state tax withholdings and contributions.
Choose Reports from the top menu bar, select Employees & Payroll, and then choose Employee State
Taxes Detail. This report gives you the same information as the custom reports you just created, but in a
slightly different format. This report is shown on page 175 .

11:22 AM Tennessee Computers
03/16/05 Employee Compensation
Accrual Basis January through December 2005
Salary Hourly Wage Owvertime Wage Commission TOTAL
Ferguson, Paul 0.00 400.00 30.00 0.00 430.00
Frederickson, Jim 0.00 240,00 80.00 400.00 720.00
Hill, Connie 0.00 240.00 0.00 120.00 360.00
Lawson, Pam 0.00 220,00 4125 0.00 261.25
Tumer, Bruce 24815 0.00 0.00 0.00 346.15
TOTAL 346.15 1,100.00 161.25 520.00 2,127.40
11:25 AM Tennessee Computers
0311605 State Unemployment Contributions
Accrual Basis January through December 2005
TH - Unemployment Company TH - Job Skills Fee TOTAL
Ferguson, Paul 11.83 0.85 12.48
Frederickson, Jim 20.08 0.00 20.08
Hill, Connie 2.80 .00 0.00
Lawson, Pam T.18 0.00 7.18
Turner, Bruce B.52 0.00 .52
TOTAL 5851 0.55 59.16
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11:26 AM Tennessee Computers

03/16/05 Employee State Taxes Detail
January through December 2005

Source Name SSNITax ID Date Payroll item Income Subject To Tax Wage Base Amount

Ferguson, Paul

Ferguson, Paul 304-58-7672 1/7/2005 TN - Unemployment Company 420.00 430.00 -11.83
Total Ferguson, Paul 420.00 430.00 -11.83
Frederickson, Jim

Fraderickson, Jim 573-48-5327 17/2005 TM - Unemployment Company 720.00 730.00 -20.08
Total Frederickson, Jim 7320.00 730.00 -20.08
Hill, Connie

Hill, Connie 037-16-8542 17/2005 TM - Unemployment Company 3E0.00 360.00 -8.00
Total Hill, Connie 380.00 350.00 -2.20
Lawson, Pam

Lawson, Pam 432-75-6873 1/7/2005 TM - Unemployment Company 261.25 261.25 -7.18
Total Lawson, Pam 261.25 251.25 -7.18
Turner, Bruce

Turner, Bruce 403-72-4856 17/2005 TM - Unemployment Company 348.15 346.15 -8.52
Total Turner, Bruce 348.15 34815 -0.52

TOTAL 2,127.40 2,127.40 -58.51
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