Contents at a Glance

Part One

Getting Started
1 « Using QuickBooks for the First Time . . . . . . . . . .. .. 1
2 e The Chartof Accounts . . . . . . . . .. ... .. ..... 25
3 ¢ Configuring CustomersandJobs . . . . . . .. ... .... 41
4 o Configuring Vendors . . . . . . . . . . .. .00 71
5 ¢ Creating Other Lists YouNeed . . . . . . . . ... ... .. 89
6 ¢ Creatingltems . . . . . . . . . . . .. ... ... ... 101
7 ¢ SettingUplnventory . . . . . . . . . . . ... 115
8 e Entering Your Starting Balances . . . . . . . . .. .. ... 141

Part Two

Bookkeeping with QuickBooks

9 ¢ Invoicing Customers . . . . . . . . . ... ..o 151
10 ¢ Receiving and Tracking Customer Payments . . . . . . . . . 181
11 e Managing Vendor Bills . . . . . . . . . ... ... 223
12 « PayingVendors . . . . . . . . . .. ... 243
13 ¢ Managing Bank and Credit Card Accounts . . . . . . . . .. 259
14 « Reconciling Bank Accounts . . . . . . . . ... ... 273
15 ¢ Using Online Banking Services . . . . . . . . . . . ... .. 289
16 ¢ Tracking Time and Mileage . . . . . . . . . . . . . .. ... 309

vii



Vil ® QUICKBOOKS 2010 THE OFFICIAL GUIDE

17 e Running Payroll . . . . . . . . . . . .. . ... Lo o 325

18 e Payroll Reports and Remittances . . . . . . . .. . . ... 353

19 e Journal Entries . . . . . . . . . ..o Lo 373

Part Three

Financial Planning and Reporting

20 » Accountant’'s Copy . . . . . . . ... e e e 385

21 e Creating Reports . . . . . . . . . . . . .. ... 395

22 o Customizing Reports . . . . . . . . . . ... ... ..., 413

23 » Budgets and Planning Tools . . . . . . . . . . . ... ... 427

24 o Year-End Procedures . . . . . . . .. ..o 445

Part Four

Managing QuickBooks

25 ¢ Printing, E-mailing, and Managing Documents in QuickBooks 461

26 « Managing Users and Permissions . . . . . . . . . ... .. 479

27 « Managing Your QuickBooks Files . . . . . . . . . . ... .. 491

28 ¢ Customizing QuickBooks . . . . . . . . . . . .. ... ... 515
O NdeX . . o e 547



Contents

Acknowledgments . ... ... e XXiX
Introduction . . .. ... . .. e e e XXXI

Part One
Getting Started

Chapter 1 ¢ Using QuickBooks for the First Time . ...................
What to Do Ahead of Time . ....... ... ... ... ... ...........
Deciding on the Start Date . .............. ... .. ... .. .....
Gathering the Information You Need ........................

CashBalances ........... ... ... . ... .. ... .. .......
Customer Balances .................. ... .. ... ......
Vendor Balances .............. ... ... ... ... ... ....
AssetBalances .............. .. .. ... .. ...
Liability Balances ........... .. ... ... ... ... ... ....
Payroll Information ....... ... ... ... ... ... ...
Inventory Information ........... ... .. ... ... .. .. ...
Understanding the General Ledger ..........................
ASSetS .. e
Liabilities ... ..... ... . . .. .. ...
Equity ... .
Revenue ........ ... . . .. . .. ...
Expenses . ... ... ... ..
Other Useful Information to Have Available ...................

o I B NI Nl Nio NN, G TG, S N N N N R UV N R NS

Launching the Software ........ ... .. ... ... ... ... ... .....




X ® QUICKBOOKS 2010 THE OFFICIAL GUIDE

Creating Your Company File ......... ... ... ... ... .. ... ....

Using the EasyStep Interview ........................

Performing a Manual Setup . ........................
The QuickBooks Software Window .. .......................
The QuickBooks Coach . ...........................
Basic QuickBooks Window Elements ..................

HomePage ......... ... ... . ... ... . ... . ..
QuickBooks Centers . .................. ...
Customizing theIconBar ............. ... ... . ... ........

Changing the Order of Icons ........................

Changing the Icon Bar Display .......................

RemovinganlIcon ..................... ... . ... ...

Adding an

Icon . ... .

The Favorites Menu . ......... ...
Closing QuickBooks ........ .. .. .. .. .. ...

Chapter 2 «

The Chart of ACCOUNtS . . . . o ittt e e e e e e e e

Using Numbered Accounts . ..................oiiiiiinan..

Enabling Account Numbers .........................

Creating a

Numbering Scheme . ......................

Creating Ranges of Numbers . .......................

Naming Accounts
Creating Accounts

Select From Examples .............................

Optional Fields for Accounts ........................

Using Subaccounts ............ ... .. ..
Viewing Subaccounts ........... .. .. .. .. ...

Creating Subaccounts ............. ... .. ... ... ......

Multiple Levels of Subaccounts ......................

Showing Lowest Subaccounts Only ...................

Editing Accounts
Deleting Accounts

Making Accounts Inactive (Hiding Accounts) .................

Merging Accounts

10
16
17
17
18
18
19
21
21
22
22
22
23
24

25
26
26
28
29
30
31
32
34
36
36
37
37
38
38
39
39
40



CONTENTS ® Xi

Chapter 3 ¢ Configuring CustomersandJobs ...................... 41
The Customer Center . ................ouiuniiiiinannena... 42
Customizing the Customers & Jobs List ............... 43
Customizing the Customer Information Pane ........... 44
Creating a CuStOmer . .............ciiuiiiennnean.. 45
AddressInfoTab ....... ... ... ... .. .. .. ... .. 45
Additional Info Tab ........ ... ... ... .. ... .. 47
PaymentInfoTab ......... ... .. .. .. .. ... ........ 50
Editing and Adding Multiple Customer Records ......... 52
Editing an Individual Customer Record ................ 54
Using Jobs ... .. 55
Creating Jobs ........ ... ... .. .. 55
Editing Jobs . ... ... 58
Deleting Customers & Jobs .. ........ ... .. .. ... ... .. .. ... 58
Making Customers & Jobs Inactive (Hiding) ........... 59
Merging Customers or Jobs . ........................ 60
Using Custom Fields . ... ... .. .. ... ... ... .. ... . .. ... 61
Adding a Custom Field for Names .................... 61
Adding Data to Custom Fields ....................... 62
Securing Customer Credit Card Information .................. 63

Summary of the QuickBooks Credit Card
Protection Feature .............................. 64
Managing Complex Passwords . ...................... 64
Enabling Credit Card Protection ..................... 66

User Permissions for Viewing

Credit Card Information ......................... 68
Viewing the Security Log .......... ... .. .. .. ... .... 69
Chapter 4 « Configuring Vendors . .. .. .. ... .. ... 71
The Vendor Center ............ ... ..., 72
Customizing the Vendor Center ...................... 73
Creating Your Vendors List . .......... .. ... .. .. ... ... .... 75
CUITenCy . ... .. i 70
Vendor AddressInfo Tab . .......................... 76

Establishing Protocols for Vendor Names .............. 76



Xii o QUICKBOOKS 2010 THE OFFICIAL GUIDE

Vendor Additional InfoTab . ........................
Account Prefill Tab . ....... ... ... ... ... .. .. ...
Editing Vendor Information .......... ... ... .. ... .. .. ...
Adding and Editing Multiple Vendor Records ...........

Deleting a Vendor .

Making a Vendor Inactive (Hiding a Vendor) ..................

Merging Vendors . .
Using Custom Fields

in Vendor Records . ....................

Adding a Custom Field for Names ....................
Adding Data to Custom Fields .......................
Creating 1099 Vendors ........... ... ... ... ... ... .. ......
Configuring 1099 Options .. ............ ... .........
Marking Vendors as 1099 Recipients ..................

Managing Transactions for 1099 Vendors ..............

Chapter 5 «

Creating Other Lists
Fixed Asset Item List
Price Level List . ..

YouNeed ...........c.0 ..

Creatinga Price Level ....... ... ... ... ... ... .......

Linking Price Levels to Customers ....................

Currency List .. ..
Class List ........

Creatinga Class ............ .. ... ... .. ... ... ......

CreatingaSubclass .......... ... ... ... ... ... ...

Other Names List .
Profile Lists ......

SalesRep List ......... ... i
Customer Type List . .......... ... ... ... ... .......

Vendor Type List .. ....... ...

Job Type List
Terms List .

Customer Message List . ........ ... ... ... ... .......
Payment Method List .......... ... ... ... ........

Ship Via List
Vehicle List

77
78
79
80
82
83
83
84
84
85
80
86
87
87

89
90
91
91
92
93
93
94
94
95
96
96
97
97
97
97
98
99
99
99



CONTENTS e Xiii

Chapter 6 » Creatingltems ............ ... .. ... ... ... ........ 101
Understanding How Items Are Used . ........................ 102
Understanding Item Types . ............. ... ... ... ... ... 103
Building Your Item List .. ....... ... ... ... .. ... .. ........ 104

How to Create a Service Item . ....................... 104
Creating the Other Items in Your Item List ............. 106
Subitems .. ... 108
Creating and Using Custom Fields for Items .................. 108
Collecting Sales Tax Using Sales Tax Items . .................. 109
Sales Tax Items . .......... ... .. .. .. .. ..., 109
Sales Tax Codes ........... . ..., 111
Sales Tax Payment Basis ............................ 111
Sales Tax Payment Dates ........................... 111
Creating and Using Tax Groups .. ..............ouniininon .. 112
Assigning Sales Tax Codes and Items to Customers . ... .. 113

Chapter 7 » Setting Up Inventory . ....... ... . . ... 115
What Is an Inventory Item? ........... .. .. ... ... ........ 116
Setting Up QuickBooks for Inventory Tracking ................ 116

Enabling Inventory Tracking ........................ 117
Accounts Required for Inventory .................. ... 118
Creating Inventory Items ......... ... ... ... ... ... ....... 118
Using Subitems . .......... ... 119
Creating the Parent Item for a Subitem ................ 120
Creating Subitems . .............. ... .. .. .. .. .. ... 121
Using Purchase Orders ........... .. .. .. .. .. .. .. .. .. ...... 122
Creating a Purchase Order .......................... 122

Using the Manufacturer’s Part Number
in Purchase Orders ............... ... ... ....... 123
Running Inventory Reports . ........... ... ... ... .. ....... 125
Inventory Valuation Summary Report ................. 125
Inventory Valuation Detail Report .................... 126
Inventory Stock Status . .......... ... . ... 126
Physical Inventory Worksheet ..................... .. 126
Pending Builds ......... ... .. .. .. . . L. 127

Inventory QuickReports . ....... .. .. ... . 127



Xiv o QUICKBOOKS 2010 THE OFFICIAL GUIDE

Counting Inventory .......... ... . ... ... . . . .. 127
Printing the Physical Inventory Worksheet ........... .. 127
Planning the Physical Count ........................ 129
Making Inventory Adjustments ...................... 129
About the Inventory Adjustment Account .............. 132
Understanding the Postings ......................... 133
Making Other Adjustments to Inventory ............... 133

Workaround for Backorders ....... ... ... .. .. . o L. 133
Tracking Customer Backorder Preferences .............. 134
Recording a Backorder Invoice ....................... 138

Chapter 8 ¢ Entering Your Starting Balances . ...................... 141

What Is an Opening Trial Balance? .......................... 142

Ten Steps to Creating an Accurate

Opening Trial Balance ............. ... .. ... ... . ........ 143
1. Gather All the Information You Need ............... 143
2. Enter Beginning Balances for
Simple Balance Sheet Accounts .................... 143
3. Enter Bank Account Balances ...................... 144
4. Enter Outstanding Checks and Deposits ............. 145
5. Enter Unpaid Accounts Receivable and
Accounts Payable Transactions .................... 145
6. Enter Non-posting Transactions .................... 146
7. Enter Mid-year Income and Expenses
Gf Applicable) ......... ... ... . 146
8. Adjust Sales Tax Payable ......................... 146
9. Establish Inventory Balances ...................... 147
10. Zero Out the Opening Balance Equity Account . ...... 148
Run Your QuickBooks Trial Balance
Report as of Your Start Date ............ ... .. ... ... ...... 148
Part Two

Bookkeeping with QuickBooks

Chapter 9 ¢ Invoicing Customers .. .......... e, 151
Creating Invoices . ........ ... . ... ... ... ... .. . ... 152
Entering Header Information ...................... .. 153

Entering Line Items .. ......... ... ... ............. 155



CONTENTS ® XV

Applying Price Levels ......... ... ... ... ... .. ... ... 156
Entering Discounts ............. ... ... ... . ... ..... 157
Entering Subtotals . ........ ... .. .. ... o . 157
Checking the Footer Section ........................ 158
Saving the Invoice ........ ... .. ... .. ... . ... 160
Using Estimates . ........ ... ... ... ... .. ... . ... .. . ... .. 160
Creating an Estimate ............. ... ... ... ....... 160
Creating Multiple Estimates foraJob ................. 160
Duplicating Estimates .............. .. ... .......... 161
Memorizing Estimates .. ............ ... ... ... ..... 161
Creating Progress Billing Invoices ........................... 162
Choosing the EstimatedJob .............. ... ... ... 162
Entering Progress Invoice Line Items . ................. 164
Changing Line Items ................. ... .......... 164
Editing Invoices . ....... ... ... . 166
Voiding and Deleting Invoices . .......... .. ... ............ 166
Understanding the Postings for Invoices ..................... 167
Issuing Credits and Refunds .. .......... ... ... ... ....... 168
Creating Credit Memos . .............. .. .. .. .. ..... 168
Applying Credit Memos . ........................... 169
Printing Packing Slips . ...... ... ... ... . . . i L, 172
Printing the Default Packing Slip ..................... 172
Using Memorized Invoices .............. ... .. ... .. ... ..... 173
Invoicing Customers for Reimbursable Expenses . ............. 175
Configuring Reimbursement Settings . ................ 175
Creating a Transaction for Reimbursable Expenses ....... 176
Adding Reimbursable Costs to the Sales Transaction .. ... 177
Chapter 10 ¢ Receiving and Tracking Customer Payments .............. 181
Handling Invoice Payments .................... ... .. ..... 182
Setting Default Options for Receiving
Customer Payments .............. ... .. ... .... 182
Recording Invoice Payments ........................ 183
Calculating the Payment ............ ... ... .. .. ... 184
Applying Payments to Invoices ...................... 185

Handling Underpayments .......................... 186



Xvi e QUICKBOOKS 2010 THE OFFICIAL GUIDE

Applying Credits to Invoices . ....................... 187
Applying Discounts for Timely Payments .............. 189
Applying Discounts for Untimely Payments ............ 191
Posting Discounts ................ ... .. ... .. ...... 191
Turning Payments into Bank Deposits ............... .. 191
Printing a Receipt for an Invoice Payment .............. 192
Understanding Customer Payment Postings ............ 192
Handling Cash Sales . ........ .. .. .. .. ... ... .. .. ... ... ... 193
Entering Cash Sale Data ............................ 194
Printing a Receipt fora Cash Sale ............. ... .. .. 195
Customizing the Cash Receipts Template .............. 196
Handling Batches of Cash Sales ...................... 196
Understanding the Cash Sale Postings ................. 197
Tracking the Till in QuickBooks ..................... 197
Making Bank Deposits . .......... ... . 199
Choosing the Payments to Deposit . .................. 199
Filling Out the DepositSlip . .......... ... .. ........ 201
Printing Deposit Slips . ........... ... .. ... .. ... ... .. 204
Handling the Over and Short Problem ....................... 204
Creating Over and Short Accounts .................... 204
Creating Over and Short Items ....................... 205
Tracking Accounts Receivable ........... .. .. .. ... ... ... 205
Using Finance Charges ............................. 206
Sending Statements . ............... ... 210
Entering Statement Charges ......................... 210
Creating Statements . ....................c..oouo.... 212
Previewing the Statements .......................... 215
Printing the Statements . ................. ... ....... 215
Customizing Statements . ........................... 215
Running A/R Aging Reports . ....... ... ... ... .. .. . ... ... 215
A/R Aging Summary Reports . ........ ... ... ... .. ... 216
A/R Aging Detail Reports . .......................... 217
Customizing Aging Reports . ........................ 217
Memorizing Aging Reports . ......................... 220
Printing Reports ........ .. ... .. .. ... . ... ... 221

Running Customer and Job Reports . ........................ 221



CONTENTS ® Xvil

Chapter 11 ¢ Managing Vendor Bills .. .. ..... .. ... .. .. .. .. . ... .... 223
Recording Vendor Bills ....... ... ... ... ... .. .. ... .. . ... 224
Easy One-Account Posting ................. ... ... .. 225
Splitting Expenses Among Multiple Accounts ........... 226
Reimbursable Expenses .. .......... ... .. ... ... ... . . ... 227
Options for Managing Reimbursable Expenses . ......... 228
Configuring Reimbursement Tracking ................. 228
Recording Reimbursable Expenses .................... 231
Managing Inventory Item Purchases ......................... 233
Receiving Inventory Items Withouta Bill .............. 233
Recording Bills for Items Already Received ............. 235
Receiving Items and Bills Simultaneously .............. 236
Recording Vendor Credits ................ ... ... ... ..... 237
Entering Recurring Bills . ....... .. .. ... .. .. ... ... .. .. ... 238
Creatinga Memorized Bill ........... ... ... ... ... 239

Using a Memorized Bill .......................... .. 240
Creating Memorized Bill Groups ..................... 240
Adding Memorized Bills to Groups . .................. 241
Chapter 12 e Paying Vendors . .. .. ... ... 243
Choosing WhattoPay ........ ... .. .. .. .. .. .. .. .. ... .... 244
Viewing Your Unpaid Bills .......................... 244
Choosing the BillstoPay ........................ ... 245

Paying Billsin Full ......... .. .. .. .. ... ... ... 247
Making Partial Payments .............. ... ... ... .. .. 248

Using Discounts and Credits ........................ 248

How QuickBooks Posts Your Bill Payments ............. 249
Applying Credits ... ... ... ... . 250
Sending the Payments ............................. 251

Using Direct Disbursements . ........................ 252
Manual Direct Disbursement Checks .................. 252
Printing Direct Disbursement Checks ................. 254

Postings for Direct Disbursements .................... 254



XVill ® QUICKBOOKS 2010 THE OFFICIAL GUIDE

Remitting Sales Tax . ........ ... ... ... ... i 254
QuickBooks’ Manage Sales Tax Feature ................ 255
Running Sales Tax Reports . ......................... 256
Remitting the Sales Tax ............................ 257
Adjusting Sales Tax Amounts ........................ 258

Chapter 13 ¢ Managing Bank and Credit Card Accounts . ............... 259

Depositing Money That Isn't from Customers ................. 260
Using the Account Register for Deposits .. ............. 260
Using the Make Deposits Window .................... 261
Assigning a Payee to a Noncustomer Deposit ........... 201
Assigning Accounts to Noncustomer Deposits . ......... 263

Transferring Funds Between Accounts ....................... 263
Using the Transfer Funds Transaction Window .......... 263

Handling a Bounced Check ........ ... .. ... .. ... ... ... 265
Create an Item NSF Check ......... ... ... .. ....... 265
Create an Item for Your NSF Charge

to Your Customer ....................oouiino.... 265

Adjust the Original Invoice to Recover

the Amounts Owed ........... ... .. ... .. ... .. .. ... 265
Record Your Bank’s NSF Charge to You ................ 266

Voiding Disbursements . .............. .. .. .. .. .. .. ... 267

Tracking Cash Disbursements .............. ... ... ......... 267
Tracking the Petty Cash Till ....................... .. 268
Putting Money into the Petty Cash Till ................ 268
Recording Petty Cash Disbursements ................. 269
Tracking Other Cash Withdrawals .................. .. 270

Managing Credit Card Transactions ......................... 270
Create a Credit Card Account ....................... 270
Treat the Credit CardasaBill ........................ 272

Chapter 14 ¢ Reconciling Bank Accounts .. .........c. .. 273

Getting Ready to Reconcile .......... .. .. ... ... ... . . ... 274
Checking the Register .............. ... ... ....... 274

Reconciling in QuickBooks . ........ ... ... . . L i oL, 275

The Begin Reconciliation Window . ................. .. 275



CONTENTS ® XiX

Enter Interest Income and Service Charges ............. 276
Clearing Transactions ........................o.o... 277
Configuring the Reconcile Window ................... 277
Clearing Transactions . .................. .. .. ....... 278
Adding Transactions During Reconciliation ............ 278
Adding Undeposited Funds During Reconciliation ....... 279
Deleting Transactions During Reconciliation ............ 279
Editing Transactions During Reconciliation ............ 279
Resolving Missing Check Numbers ................... 280
Finishing the Reconciliation ...................... .. 281
Pausing the Reconciliation Process ................... 281
Finding and Correcting Problems . ................. .. 281
Permitting an Adjusting Entry . .......... ... ... ..... 282
Printing the Reconciliation Report .................... 282
Troubleshooting Differences in the Beginning Balance ........... 284
Viewing the Discrepancy Report . ................ .. .. 285
Correcting Opening Balance Differences ............... 286
Viewing the Last Reconciliation Report ................ 287
Undoing the Last Reconciliation ................... .. 287

Giving Up the Search foraReason .................... 288
Chapter 15 ¢ Using Online Banking Services ........... ..., 289
Understanding Online Banking . ........................... 290
Setting Up Online Banking . ............. ... ... .. ... .. ... 291
Finding Your Bank Online .......................... 291
Enabling Online Access for Direct Connect ............. 293
Enabling Online Access for Web Connect .............. 296

Using the Online Banking Center ........................... 299
Downloading Transactions .......................... 300
Viewing the Downloaded Transactions ................ 300
Matching Transactions . ................ ... . ... 301
Adding Transactions to the Bank Register .............. 302
Deleting Unmatched Transactions .................... 305

Using QuickBooks to Pay Your Bills Online ................... 306

Using the QuickBooks Bill Pay Service ................ 306



XX ® QUICKBOOKS 2010 THE OFFICIAL GUIDE

Chapter 16 »

Chapter 17 »

Transferring Money Between Accounts Online ................ 307
Using the Transfer Funds Function ................... 307
Using the Bank Register to Transfer Funds ............. 307
Receiving Customer Payments Online ....................... 308
Tracking Time and Mileage . ........... .. . ..., 309
Setting Up Time Tracking ............ ... .. ... .. .. .. .. ... 310
Configuring Workers . ........... .. .. ... ... .. .. ... 311
Configuring the Tasks ......... ... .. ... ... .. ... .... 312
Using Timesheets ....... ... .. .. .. .. .. .. . . . i 313
Setting the Format for Displaying Time ................ 314
Tracking a Single Activity ........... ... ... .. ... ... 314
Using the Stopwatch . .......... ... ... ... ... .... 316
Using Weekly Timesheets ........................... 316
Copying Previous Timesheets .................... ... 317
Reporting Timesheet Information ........................... 318
Running Timesheet Reports ......................... 318
Editing Entriesina Report .......................... 318
Editing the Original Timesheets ...................... 318
Printing the Weekly Timesheets .................... .. 319
Using Online Timesheets ............ .. ... .. .. ... ... ..... 320
Tracking Mileage ........ .. .. .. .. .. . . .. 320
Entering Mileage Rates . ............................ 321
Creating a Mileage Item . .............. .. ... ....... 321
Entering Mileage . ........ ... .. .. .. .. .. ... ... 322
Creating Mileage Reports ............ ... ... ....... 323
Running Payroll . ... ... .. . . . . e 325
QuickBooks Do-It-Yourself Payroll Services ................... 326
Direct Deposit ........ .. .. . . . 326
Signing Up for Payroll Services ............................. 327
Configuring Payroll Elements ............... ... ... ......... 327
Accounts ... 327
Vendors . ... ... .. 328

Payroll Items . ........ ... .. .. .. .. .. . 329



CONTENTS ® XXi

Setting Up Employees . ........ ... ... .. ... .. ... . ... 332
Create an Employee Template ....................... 332
Creating Employees ........... .. .. .. ... ... ....... 333
Understanding Employee Types ...................... 337

Entering Historical Data . ............. .. .. .. ... ... ... ... 338
Understanding Historical Data . ...................... 339
Entering the History Manually ....................... 339
Manually Entering Payroll History in Batches ........... 340

Using the QuickBooks Payroll Setup Wizard .................. 341
Company Setup for Payroll .......... ... ... ... ... 342
Setting Up Employees in the Wizard .................. 343
Setting Up Payroll Taxes in the Wizard ................ 343
Entering Payroll History in the Wizard ................ 343
Payroll Checkup ......... ... .. ... ... ... ... .. . ... 344

Payroll Schedules ... ... ... ... .. .. .. 344
Assigning Payroll Schedules to Employees . ............ 346

Running Payroll ... ... .. ... ... .. . . 346
Changing Paycheck Data . .......................... 347
Reviewing the PayrollRun .......................... 348

The Employee Center ................ ..., 350
Employee Tab .. ... ... ... ... ... . ... .. ... 350
Transactions Tab ........... ... ... .. ... . ... ... 351
Payroll Tab . ..... ... ... .. .. . .. . . 351
Customizing the Employee Center ................... 351

Chapter 18 ¢ Payroll Reports and Remittances ...................... 353

Confirming Payroll Remittance Schedules .................... 354

Using the Scheduled vs. Using the Unscheduled
Liabilities Window . ........ ... ... ... ... ... .... 355

Remitting Liabilities ............. .. .. .. ... ... ... . .. ... 355

Sending Federal Tax Payments ............................. 357
041/943 Payments . ............iiii 357
940 Payments . ......... ... 358

Remitting State and Local Liabilities .............. ... ... ... 359
Remitting State and Local Income Taxes ............... 359

Remitting Other State Liabilities ..................... 359



XXil o QUICKBOOKS 2010 THE OFFICIAL GUIDE

Remitting Other Payroll Liabilities .......................... 360
Workers Comp . ... ... 360
Preparing Your 941/943 Form ........... ... ... ... .. .. ..... 360
Creatinga 941/943 Form ............ ... ... . ... .... 361
Checking for Errors ........... .. ... ... ... .. .. .. ... 363

Saving and Re-opening an Unfinished Form ............ 363
Printing Form 941/943 . ........ ... .. ... ... ... .. ... 364
Preparing Annual Returns . ............ ... ... ... .. .. 364
Preparing State and Local Annual Returns . ............. 364
Preparing the 940 Form .......... ... .. ... ........ 365
Preparing the 944 Form ........ .. .. .. .............. 365
Printing W-2 Forms ........ .. ... ... ... ... .. ... .. ... .... 366
Tax Form Worksheetsin Excel ........... .. .. .. .. ... . ... 369
Setting Report Options . ............... . ... .. ...... 370
Chapter 19 » Journal Entries .. ... ... i e e 373
The QuickBooks Journal Entry Window ..................... 374
Creating Journal Entries for Changed Accounts ................ 376
Creating Journal Entries for Depreciation .................... 377
Creating Accounts for Tracking Depreciation ........... 377

Using Journal Entries to Post to Outside Payroll Services ........ 379
Transferring Money to the Payroll Account ............. 379
Recording the Payroll ....... ... .. ... .. ... .. ... ..., 380
Recording Liabilities ......... ... ... ... ... .. .... 381
Creating Your Own Payroll Entry Template ............. 382
Reconciling the Payroll Account ..................... 382

Part Three

Financial Planning and Reporting

Chapter 20 e Accountant’'s CoOpy .. ..ot i ittt e e 385
Understanding the Accountant’s Copy . ...................... 386

Creating an Accountants Copy . ..............c..iuuiuno.... 386

Saving the Accountant’s Copy on Removable Media ... ... 387

Sending an Accountant’s Copy to the
QuickBooks Server .......... ... . .. ... .. ... ... 387

Choosing the Dividing Date ......................... 389



CONTENTS ® XXiii

Merging the Accountant’s Changes into Your File .............. 391
Canceling the Accountant’s Copy . ..................o ..., 393
Chapter 21  Creating Reports . ......... ..., 395
Using the Report Center ................ ... ..o iiiinan.. 396
Drilling Down for Details ....... ... ... .. ............... 397
Standard Financial Reports .. ........ ... .. ... .. ... ... ..... 398
Trial Balance ........... ... .. ... .. .. .. . . ... 398
Balance Sheet . ........ .. .. .. .. il 398
Profit & Loss Report . .......... ... i .. 400
Cash Flow Reports . ......... .. ... .. ... .. ..., 401
Activity Reports .. ... . 404
Sales Reports . ...t 404
Vendor Reports . ....... .. .. .. .. ... 404
Inventory Reports ....... ... ... ... .. . ... 405
Employees & Payroll Reports ........................ 405
Banking Reports ......... .. .. .. .. .. .. . 406
Accountant & Taxes Reports ........................ 406
Reporting by Class ........ ... .. ... ... ... ...... 406
Voided and Deleted Transactions Reports ..................... 407
Voided/Deleted Transactions Summary Report .......... 407
Voided/Deleted Transactions Detail History Report ... .... 407
Company Snapshot . ....... ... .. ... ... .. .. . 407
Client DataReview ......... .. .. .. .. .. .. .. .. .. ... .. .... 409
External Accountant . ................ ... 410
Creating an External Accountant ..................... 410
Converting an Existing User to an
External Accountant ............. .. .. .. ... .. .. .. 411
Chapter 22 ¢ Customizing Reports ... ...... ... . . . . . ... 413
Customization Starts with a Built-in Report ................... 414
Customizing Report Display Settings . ....................... 415
Selecting the ReportBasis ........................... 415
Selecting Columns ........ ... .. .. .. ... ... .. ... 416

Advanced Options . ....... ... ... ... ... 416



XXV o QUICKBOOKS 2010 THE OFFICIAL GUIDE

Chapter 23 »

Filtering Report Data .......... .. ... .. ... ... .. ... ... ..... 418

Customizing Report Headers and Footers .................... 420

Customizing Report Fonts & Numbers ...................... 420

Memorizing Customized Reports .. ............ ... .. .. ..... 422

Using a Memorized Report .......... ... ... ........ 422

Using Memorized Report Groups ..................... 423

Processing Report Groups ................ ... ....... 424
Adding Standard Reports to Memorized

Reports Groups . ........ ... ... . . ... 424

Budgets and Planning Tools . . ... ........ ... . ... . ..... 427

How QuickBooks Handles Budgets . ......................... 428

Typesof Budgets ........... .. ... .. ... . .. 428

Budget Data Is Saved Automatically ................... 428

Creating Multiple Budgets .......................... 429

DeletingaBudget ......... ... .. .. .. .. .. .. .. .. .... 429

Understanding the Budget Window .. ................. 429

Tasks to Perform Before You Start Your Budget .......... 430

A Word About Balance Sheet Budgets ........................ 430

P&LBuUdgets .. ... ...t 430

Create the Budget and Its Criteria .................... 430

Enter Budget Amounts ............. .. .. .. .. ... ..... 432

Using Budget Entry Shortcuts . ...................... 432

Creating a Budget from Last Year's Data ................ 435

Customer:JobBudgets .............. ... ... .. .. ... 435

ClassBudgets ........... ... .. .. .. i 437

Budget Reports . ... ... ... .. 438

Budget Overview ........ ... ... 438

Budgetvs. Actual ......... ... .. .. . i 439

Profit & Loss Budget Performance .................... 440

Budget vs. Actual Graph . ......... .. ... ... .. . ... 440

Exporting Budgets . ........ .. .. .. ... . . 440

Exporting Budgets to Delimited Text Files .............. 441

Exporting a Budget Report to Excel ................... 441

Importing Budgets Back into QuickBooks .............. 441

Projecting Cash Flow . ....... ... .. ... .. ... ... .. ... ... .... 442



CONTENTS ® XXV

Chapter 24 « Year-End Procedures . ........ ... ... 445

The Year-End To Do List . .......... ... .. ... .. .. iiio.... 446
Reconciling All Bank, Cash,

and Credit Card Accounts ........................ 446

Inventory Stock Status . ........ ... .. ... L 446

Fixed ASSEtS ... ...ttt 447

Payroll .. ... . . . 447

Running Year-End Financial Reports . ........ ... ... .. .. ... 448

Profit & Loss Reports ... .. 448

Year-End Balance Sheet .......... ... ... ... ... ... .. 449

Issuing 1099 Forms . ....... ... . . ... . i 449

Checking the 1099 Setup ............. ... ... .. ..... 449

Using the 1099 Wizard ......... ... ... ... ........ 450

Vendor 1099 Review Report . ........................ 451

1099 Summary Report .......... ... ... ... . ... ... .. 452

Checking for 1099 Errors .......... ... ... ... ....... 453

Printing 1099s .. ... ... ... 454

Making Year-End Journal Entries ..................... 455

Getting Ready for Taxes . ........... ... . ... ... .. .. .. ... 456

Check Tax Line Information ........................ 456

Calculate Other Important Tax Information ............ 457

Using TurboTax ............. ... .. ... ... ... .. ... 458

Closing Your Books . ........ .. .. .. .. ... .. . 458

Understanding Closing in QuickBooks .............. .. 458

Closingthe Year ........... ... ... ... ... ....... 458

Creatinga Year-End Backup .......... .. ... ... ... ... .. .. 459

Part Four

Managing QuickBooks

Chapter 25 ¢ Printing, E-mailing, and Managing Documents in QuickBooks .. 461

Setting Up Printing . ....... ... ... ... ... .. . . . . ... 462
Configuring Form Printing . ........................ 463
Configuring Check Printing . ........................ 465

Printer Settings vs. Printer Options . .................. 468



XXVi o QUICKBOOKS 2010 THE OFFICIAL GUIDE

Printing Transaction Forms . .......... ... ... ... ... ....... 469
Printing Transactions As You Create Them ............. 469
Previewing Form Printouts ......................... 470
Printing Transaction Forms in Batches ................ 470

Printing Checks ... ... .. .. . . . 472
Printing Each Check As You Create It ................. 472
Printing Checks in Batches . ........................ 473
Reprinting Checks After a Problem ................... 474

E-mailing Forms and Reports . .............. ... ... .. ..... 474
SettingUp E-mail ......... ... .. ... ... .......... 475
Sending E-mail ....... ... ... . . il 476

Document Management ................... ... ... 477

Chapter 26 ¢ Managing Users and Permissions .. ................... 479

Why User Logins Are Important ............ .. .. ............ 480

Understanding Passwords . .............. ... .. ... ... ... ..., 480
Creating Complex Passwords ........................ 480
Storing Passwords Safely ............ .. ... ... ... .. .. 481

The QuickBooks Admin ................ ... ... ........... 482
Adding or Changing the Administrator Password ........ 483
Creating a Challenge Question

for the Admin Account .......................... 484
Resetting the Admin Password When You Forget It . ... .. 484

Adding Users ........ ... 485
Deletinga User .......... ...t .. 486
Editing User Information ........................... 486
Setting User Permissions ........................... 486
Special Permissions Needed for

Customer Credit Card Data . ...................... 487
Configuring Special Areas of QuickBooks .............. 488
Configuring Rights for Existing Transactions ........... 489
Users Can Change Their Own Passwords .............. 489

QuickBooks Login Dialog . .......... ... .. ... .. ... ... ..... 490



CONTENTS ® XXVii

Chapter 27 ¢ Managing Your QuickBooks Files . ..................... 491
Deleting Company Files ........ ... .. ... ... ... ... ... ..... 492
How QuickBooks Loads Company Files ............... 492
Deleting the File ........... ... .. ... .. ... ... ....... 493
Eliminating Deleted Files from the Company File List .... 493
Backing Up and Restoring Files . ......... ... ... ... .. .. ... 494
BackingUp ... ... . 494
Scheduling Backups . ...... ... .. ... ... . L. 499
RestoringaBackup .......... ... .. .. ... .. .. .. ..., 502

Testing the Restore Process ......................... 504

Using a Portable Company File ................. ... .. .. ... 506
Creating a Portable Company File ................. ... 506
Restoring a Portable Company File ................. .. 507
Veritying and Rebuilding a Company File .................... 508
Cleaning Up Data .......... ... i, 509
Understanding the Data Removal Procedure ............ 509
Running the File Cleanup Utility ..................... 509
Removing All Transactions with the Cleanup Wizard .. ... 512
Updating QuickBooks . ......... .. .. .. .. .. ... 512
Configuring QuickBooks Update Service ............... 513
Chapter 28 ¢ Customizing QuickBooks .. ............... ... ... .. ... 515
Customizing Settings and Options .. ........................ 516
Accounting Preferences ............ ... .. ... .. ... 516

Bills Preferences .......... ... .. ... .. .. ... 518
Checking Preferences ............. ... .. ... ....... 518
Desktop View Preferences .......................... 520
Finance Charge Preferences ......................... 522
General Preferences . .......... ... .. ... .. .. .. .. 522
Integrated Applications Preferences ................... 526

Items & Inventory Preferences ....................... 526

Jobs & Estimates Preferences ........................ 526
Multiple Currencies Preferences ................... .. 527
Payments Preferences ............ ... .. ... ... .. ... .. 527

Payroll & Employees Preferences ..................... 528



XXVIll ® QUICKBOOKS 2010 THE OFFICIAL GUIDE

Reminders Preferences ............................. 528
Reports & Graphs Preferences ....................... 529
Sales & Customers Preferences ...................... 532
Sales Tax Preferences .............................. 533
Send Forms Preferences ............................ 533
Service Connection Preferences ...................... 533
Spelling Preferences ............. ... .. ... ... ....... 534
Tax:1099 Preferences ............... ... .. ... ....... 535
Time & Expenses Preferences ....................... 535
Customizing Transaction Templates ......................... 536
Basic Customization of Templates .................... 537
Additional Customization of Templates ................ 539
Using the Layout Designer .......................... 542






