
iii

Table of Contents
Quick Reference Tables	 vi
Preface	 vii

C H A P T E R  1 :
D E A L I N G  W I T H  P H YS I CA L  I N V E N TO RY 	 1

Tracking Inventory in QuickBooks	 3

Should I Use QuickBooks to Track 
My Company’s Inventory?	 3

Inventory Valuation	 3

Inventory Center	 4

Using Units of Measure	 4

Setting Up the Item List	 4

Inventory vs. Non-Inventory Parts 	 4

Add/Edit Multiple List Entries	 5

Cost of Goods Sold	 5

Tracking Inventory Sales	 5

Show Lowest Subaccount Preference	 6

Dealing with Sales Tax in QuickBooks	 11

Sales Tax Items and Groups	 11

Default Tax Rate	 12

Dealing with Multiple Sales Tax Rates	 12

Creating Purchase Orders	 14

Non-Posting Accounts	 14

Receiving Items	 15

The Two Methods of Receiving Items	 15

Including Expenses on a Bill for Items	 16

Discount Payment Terms	 16

Selling Inventory Items	 20

Selling Inventory for Cash and On Account	 20

Batch Invoicing	 20

Send a Batch of Forms	 21

Producing Sales Orders	 21

Receiving Discounted and Electronic Payments	 29

Working with Electronic Customer 
Payments/Wire Transfers	 29

Online Customer Payments via QuickBooks	 30

The Shipping Manager	 30

Working with Refunds	 33

Issuing a Refund	 33

Creating a Credit Memo	 34

Entering a Credit from a Vendor 	 35

Producing Inventory and Sales Reports and Graphs	 38

Physical Inventory Worksheet 	 38

Making Inventory Adjustments	 39

Tracking Sales 	 39

Tackle the Tasks	 42

Concepts Review	 42

Reinforce Your Skills	 43

Apply Your Skills	 48

Extend Your Skills	 52

C H A P T E R  2 :
W O R K I N G  W I T H  BA L A N C E  S H E E T 
AC C O U N T S  A N D  B U D G E T S 	 55

Working with Other Current Assets	 57

Balance Sheet Accounts	 57

Transferring Funds Between Accounts	 60

Memorizing Transactions	 61

Tracking Petty Cash	 65

Recording Methods 	 65

Writing Off Uncollectable Receivables	 68

Treating Bad Debt as a Discount 	 68

Using a Credit Memo to Write Off a Bad Debt 	 69

Working with Fixed Assets	 72

Setting Up Fixed Assets in QuickBooks	 72

Depreciation	 73

Accumulated Depreciation	 73

Fixed Asset Items 	 73

Accountant Tool: Fixed Asset Manager	 74

Dealing with Current Liabilities	 76

Sales Tax Payable	 76

Setting Up a Long Term Liability	 80

The QuickBooks Loan Manager 	 80

Preparing to Use the Loan Manager 	 81

Working with Equity Accounts	 86

Owner’s Equity/Capital Stock 	 86

Retained Earnings 	 86

Opening Balance Equity 	 86

Budgeting & Predicting in QuickBooks	 87

Predicting the Future Cash Flow	 87

Budget Reports	 88

Tackle the Tasks	 91

Concepts Review	 91

Reinforce Your Skills	 92

Apply Your Skills	 96

Extend Your Skills	 100

Book-QB15Level2.indb   3 3/30/2015   12:18:34 PM



iv   ﻿

C H A P T E R  3 :
U S I N G  Q U I C K B O O K S  F O R  PAY R O L L 	 103

Working with Employees in QuickBooks	 105

Managing the Employees List	 105

Gather Your Employee Information	 105

Setting Employee Defaults 	 106

Working with an Outside Payroll Service	 108

Information to Track	 108

Enter Information from the Outside 
Service into QuickBooks	 109

Setting Up QuickBooks to Run Payroll	 116

Payroll Recordkeeping in QuickBooks	 117

Evaluating Payroll Options	 117

Common Mistakes When Using 
QuickBooks for Payroll	 117

Entering Historical Amounts 	 117

Dealing with Payroll Deductions	 120

The Payroll Setup Interview 	 120

Payroll Items 	 120

Workers’ Compensation Insurance	 122

Creating Paychecks	 127

Working with Payroll Schedules	 127

Passing On Billable Time to Customers	 128

Assigning Sick or Vacation Hours	 128

Tracking and Paying Payroll Liabilities	 132

Knowing How Much to Pay 	 132

The Pay Payroll Liabilities Window	 133

Dealing with Errors in Payroll	 136

Fixing a Paycheck	 136

Making Corrections to a Payroll 
Liability Payment	 137

Working with 1099s and Processing 
Payroll Forms and Reports	 140

W-2s and W-3s	 140

940 and 941	 140

1099-MISC and 1096	 141

Other Payroll Reports	 141

Tackle the Tasks	 144

Concepts Review	 144

Reinforce Your Skills	 145

Apply Your Skills	 148

Extend Your Skills	 152

C H A P T E R  4 :
W O R K I N G  W I T H  E S T I M AT E S  A N D 
T I M E  T R AC K I N G 	 155

Creating an Estimate for a Job	 157

Job Costing in QuickBooks	 157

Using an Estimate to Create a Progress Invoice	 161

Progress Invoicing	 161

Using Estimates for Change Orders	 161

Working with Sales Reps	 161

Dealing with Customer Deposits	 164

Unearned Income	 164

Customer Deposits or Gift Certificates, Oh My!	 164

Assessing Finance Charges and 
Producing Statements	 171

The Assess Finance Charges Window	 171

Entering Statement Charges	 172

Creating Statements for Customers	 172

Using a Batch of Statements to Bill 
for Finance Charges	 172

Using QuickBooks’ Time Tracking and 
Mileage Features	 176

Methods of Entering Time	 177

Batch Timesheets	 178

Tracking Mileage	 178

Using Time Tracking Hours to Create a Paycheck	 182

Allocating Salaried Pay to an 
Individual Customer or Job	 182

Invoicing a Customer for Time Spent on a Job	 182

Reporting for Estimates and Time Tracking	 185

Tackle the Tasks	 187

Concepts Review	 188

Reinforce Your Skills	 189

Apply Your Skills	 195

Extend Your Skills	 197

Book-QB15Level2.indb   4 3/30/2015   12:18:34 PM



﻿   v    

C H A P T E R  5 :
C U S TO M I Z I N G  A N D 
I N T E G R AT I N G  I N  Q U I C K B O O K S 	 199

Working with Customer & Vendor Profile Lists	 201

Table of Customer & Vendor Profile Lists 	 201

Making the Lists Work for You 	 201

Creating Custom Fields	 204

Adding Custom Fields 	 204

Customizing Reports and Graphs	 206

Display Properties 	 206

Accrual vs. Cash Basis Reporting	 207

Working with Report Columns	 207

Filtering Reports 	 208

Formatting Fonts and Numbers	 208

Working with Additional Formatting Options	 211

Header and Footer Options	 211

Page Layout	 211

Memorizing Reports	 211

Creating Custom Forms	 215

Templates 	 215

Creating a Custom Template 	 215

Using Custom Fields in Forms and Reports 	 216

Working with the Layout Designer Window	 216

Integrating with Microsoft Office	 219

Sending Letters with Word	 219

Exporting QuickBooks Reports to Excel	 219

Tackle the Tasks	 226

Concepts Review	 226

Reinforce Your Skills	 227

Apply Your Skills	 231

Extend Your Skills	 234

Glossary	 237

Index	 239

Book-QB15Level2.indb   5 3/30/2015   12:18:34 PM


