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CHAPTER OBJECTIVES

After studying this chapter, you will be able to:
Create bank accounts

Make deposits into bank accounts

Transfer funds

Reconcile accounts

[
|
]
® Manage debit and credit card transactions
[
m Create banking reports

[

Use online banking with QuickBooks

Banking with QuickBooks

ny business must be able to work with

bank accounts and the funds

contained within to be able to operate
effectively. If you utilize debit and credit cards
for your business, you will need to know how
to work with them as well. In this chapter, you
will learn all about dealing with bank and
credit card accounts in QuickBooks, from
creating them to running reports about them.
You will also have an opportunity to explore a
little about banking online with QuickBooks.
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CASE STUDY

Average Guy Designs

Guy has been getting comfortable performing the basic vendor and customer transactions in
QuickBooks. One of the individuals whom he often contracts with, Allison Fox, is now going to take over
the books because Guy has gotten quite busy with his design work customers and marketing his new
company. Allison will take over creating bank accounts, tracking banking transactions, dealing with
credit card transactions, and reconciling both the bank and credit card accounts.

In addition, Allison is interested in exploring how online banking with QuickBooks works.

redit Unio
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You use the Enter Credit Card Charges window to enter credit card purchases and the Write Checks or Bill Payment window
to enter debit card transactions.
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Creating Bank Accounts

The accounts you will work with in this chapter are assets (bank accounts) and liabilities (credit
cards). There are two types of bank accounts you will deal with: Checkmg and Savmgs Petty
cash accounts will be covered in

Accessing Banking Activities in QuickBooks

The banking area on the Home page displays task icons for many of the activities you will
perform in this chapter. The rest of the activities can be accessed via the menu bar.

BANKING Reports  Window Help
= % Wirite Checks Cirl+
order Checks & Envelopes 3
Record Reconcile .
Deposits Enter Credit Card Charges
llze Register Clrl+R
£
‘ =
llake Deposits . .
Wirite Chgck Transfer Funds Notlce.t.ha.t you can begin .the N
Checks Register e | reconciliation process by either clicking
EConcile the task icon in the Banking area of the
E Bank Feeds . Home page or by choosing an option
Print from the menu bar. However,
Chggks Loan Manager to transfer funds and work with the
) bank feeds feature, you must use the
Other Mames List menu bar.

The Chart of Accounts

Remember from €hapter2,€reatinga€ompany that the Chart of Accounts is composed of all of
the asset, liability, equity, income, and expense accounts your company utilizes. In that chapter,
you learned how to create new accounts, edit existing accounts, and delete unused accounts.
QuickBooks responds differently when you double-click items in the Chart of Accounts,
depending on the type of account, as explained in the following table.

When you double-click this type

of account... QuickBooks responds hy...
Any balance sheet account (asset, Opening an account register for that account (Exception: The
liability, or equity) Retained Earnings account, which is a specially created account

without a register; you will get a QuickReport when you double-click
this account)

Any income or expense account Creating an account QuickReport

Creating Bank Accounts 3
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Chart of Accounts

HAME TvPE BALAMCE TOTAL | ATTACH
- 10000 - Checking .m-

+ 10200 - Savings Banlk ¥,38235 l

+ 11000 - Accounts Receivable Accounts Receivahle 2,680.00

+ 12000 - Undeposited Funds Other Current Asset 1,495.00

+ 18000 - Furniture and Equipment Fixed Azzet 0.oo

+ 17000 - Accumulated Deprecigtion Fixed Azzet 0.00

+ 20000 - Accounts Payahle Accounts Pavable 411.449

2 24000 - Payrall Liahilities Cther Current Liability 0.oo0

+ 24500 - Advance Customer Payments Other Current Liability n.ao

+ 30000 - Qpening Balance Equity Equity 12,815.02

2 30800 - Dwners Diraw Eqjuity 0.oo

2 32000 - Owiners Equity Equity

+ 42700 - Photography Incame Income

+ 43200 - Design Incarme Income =
Account ¥ | Activities ¥ | Reports | Attach 1elude ina

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

The Chart of Accounts window displays all accounts for a company. It shows balances for all balance
sheet accounts but not for income, cost of goods sold, and expense accounts. Accounts are listed
alphabetically by type (unless you manually rearrange them). The highlighted account (Checking here)

will be affected if you issue any command.

Creating and Editing Accounts

You have already learned the basics regarding creating and editing accounts in the Chart of
Accounts. In this chapter, you will look specifically at the basic accounts used in banking: Bank
and Credit Card. Remember that you will use the same editing techniques used in a word-
processing program to edit account information.

4 Lesson 5: Banking with QuickBooks
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ccount: Choose Account Type

% Choose one account type and click Continue.

Categarize money your business earns or spends

) ncome Bank Account
-~
Expense Create one for each cash account,
such as:
Or track the value of your assets and liahilities
= Petty cash
T Fixed Asset (major purchases) = Chacking
= Savings

L = Money market
T Loan

- T Credit Card Mare...
You use this link to

launch a window to T Equity
assist you in choosing
the correct type of

account to create. 1 Other Account Types =select= -

\Help me choose the right account type. m Cancel

The Add New Account window will help to ensure that you choose the correct type of account when
creating a new one. Notice how, when an account type is selected on the left, you see a description of how
it is used on the right to assist you in choosing the correct type.

v*e! Tab: Getting Set Up
Topic: Add your bank accounts

Working with an Account Register

Each balance sheet account (except for Retained Earnings) has its own register, which is a
record of all transactions pertaining to the account. A QuickBooks register looks like the check
register you may already keep for your personal checking account. The running balance
automatically recalculates as you record each new transaction.

When you double-click within a transaction in a register, QuickBooks takes you to the source of
the transaction (similar to the QuickZoom feature). For instance, if you double-click the
transaction for Handyman by the Bay in the following illustration, QuickBooks opens the Bill
Payments (Check) - Checking window with all information for the transaction displayed.

Creating Bank Accounts 5
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10000 - Checking

e Go to... | ﬂ:E'__] Print... | & Edit Transaction E} QuickReport é Set Up Bank Feed

DATE MUMEER: PAYEE PAYTAENT w || DEPOSIT BALARCE
TYPE ACCOUNT WEMO

125302014 12462 Sandy Property Managerment 750.00 447593 A

CHE 67100 - Rent Expense Rent for January 2015
12030i2014 1243 Fopelka Broadband 11617 4.360.81

BILLPMT 20000 - Accounts Payable  E31VWO0BT Notice that by default

l each transaction in
Mm7iz0a 1254 Handyrman by the Bay 23944 412137 . .
the register includes
BILLFMT 20000 - Accounts Fayable o #15-001 v

two lines. The header

EMDING BIALANCE 3,839.00 at the top consists
of two lines and

REEIIIE describes what is

found in each field.

Splits

10000 - Checkin ¥}
£ Goto.. | & Print... | \& Edit Transaction [E2) QuickReport [2) Set Up Bank Feed

DATE RILIMBER: N pavee ACCOUMT P RENT o | CEPOSIT | BasLaskCE
122972014 1250 Popelka Broadhand 20000 - Accounts Payahle A0.00 526214 If you choose the
0110352015 1251 Allen Brothers Grocery E4900 - Office Supplies 36.21 [ 5,225.98 1-Line option, your
1213002014 1252 Sandy Property Management 67100 - Rent Expense ?50_9055 447588 register will be
12130/2014 1253 Popelka Broadband 20000 - Accounts Payable 1547 436051 displayed in a more
01072014 1254 Handyman by the Bay 20000 - Accounts Payable 23944 4.121.37 condensed-fashlon,
01o7ra01a 12584 MoCal Gas & Elactri 20000 - A ts Payahl e and you will not have
oCal Gas actric “Accounts Payahle . .
7 a7 LIl a Memo field available

010972014 1256 Professional Software Distrib 20000 - Accounts Payable 200.00 3,839.00 to you

QUICK REFERENCE WORKING WITH BANKING ACCOUNTS

Task Procedure

Open an account m Open the Chart of Accounts.

register

= Double-click the balance sheet account for the register you wish to view.

Work with Banking Accounts

In this exercise, you will help Allison to work with banking accounts and view a register. The first step is to
open QuickBooks, and then either open a company file or restore a portable company file.

1. Start QuickBooks 2014.

If you downloaded the student exercise files in the portable company file format, follow Option 1
below. If you downloaded the files in the company file format, follow Option 2 below.

Option 1: Restore a Portable Company File
2. Choose File—Open or Restore Company.

3. Restore the DYS_Chapter05 (Portable) portable file for this chapter from your file
storage location, placing your last name and first initial at the end of the filename
(e.g., DYS Chapter05 FoxA).
It may take a few moments for the portable company file to open. Once it does, continue with step=5-

6 Lesson 5: Banking with QuickBooks
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Option 2: Open a Company File

2. Choose File—Open or Restore Company, ensure that Open a regular company file is
selected, and then open the DYS_Chapter05 company file from your file storage location.

3. The QuickBooks company file will open.

4. Click OK to close the QuickBooks Information window. If necessary, click No in the Set Up
External Accountant User window.

Edit an Existing Account
5. Click the Chart of Accounts task icon in the Company area of the Home page.

6. Follow these steps to edit the account:

MAME

0 Single-click 10200°Savings. L. 10000 - Checking

- 10200 - Savings

+ 11000 - Accounts Receivahle

Click the Account menu button.
© \o\uunu- Undepaosited Funds

Account ¥ || Activities ¥
@ Choose Edit Account from the -1
menu.

(R Clrl+M
dit Account Ctrl+E

@ Click in the Bank Acct No field and type 22222-55555.

BankAcct Mo, -
BAKACEL M. 222228 /GTap,andthentype599222043.

Routing Mumber 598222043 —

@ Click Save & Close.

Create a New Account

You will now create a new credit card account that will be used later in this chapter. The Chart of Accounts
window should still be open. If it isn't, choose Lists—Chart of Accounts.

7. Click the Account menu button, and then choose New.

8. Follow these steps to create the new credit card account:

@ Click to choose the Credit © Loan
Card type. ® Credit Card
) . O Equi
@ Click Continue. el
unt Tepe Cradit Card = Mumber 21000 ————@ Type
21000.
Account Marme | Sunriver C\redit nion Yisa Select from Examples

@ Tap [Tab], and then type Sunriver Credit Union Visa.

9. Click Save & Close; click No in the Set Up Online Services window.

Creating Bank Accounts 7
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FROM THE KEYBOARD

[Cw+{F] to opena
10. Double-click 10000+ Checking in the Chart of Accounts window, scrolling ~ "®9/St"

up if necessary.

Open and View a Register

11. Scroll up, and then double-click anywhere within the two lines of the 1/7/2015 Handyman

by the Bay transaction.
DATE HUMBER PAYEE P MENT v || DEPOSIT “ﬂLANCE
TPE ACCOUNT RIERIC |
1273002014 1243 Faopelka Broadband 11817 - 4, 360.81
BILLPWMT 20000 - Accounts Payable  E31W00B7 1
1Rz ess TZ04 Handyrman by the Bay 230 44 o e M
<\ BILLFMT 20000 - Accounts Payable  Inw #15-001 H | />

QuickBooks will take you to the Bill Payments (Check) — Checking window.

12. Choose Window—Close All.
All QuickBooks windows will close.

Making Deposits

If you have utilized the Undeposited Funds account (as you did in €hapter 3 Working-with-
€ustomers), you will need to take one more step to move your payments to your bank account.
This step is accomplished through the Make Deposits window. The Make Deposits window can
also be used when you make a sale and do not need a sales receipt, or when you want to deposit
a lump sum that will credit an income account and debit your bank account.

Reviewing the Undeposited Funds Account
In €hapter 3, Working with-€ustomers, you learned that funds received through the Receive

Payments and Enter Sales Receipts windows are deposited into the Undeposited Funds account
by default. Think of it as a “holding tank” that stores all of the funds you have collected together
until you are ready to make a deposit. In this section, you will learn how to empty the
Undeposited Funds account.

If you have payments sitting in your Undeposited Funds account and you click the Record
Deposits task icon on the Home page, you will get the Payments to Deposit window. Here you
can choose which payments you wish to deposit.

8 Lesson 5: Banking with QuickBooks
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SELECT WIEW
Wiew payrment method type = | What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEFOSIT
S I DATE TIME TYFE MO, FATMENT METH... | NAME AMOUNT
| 1202002014 RCPT 1 Cash Ashley Hakola:Project ... 18IZI.IZID|
12M92014 FMT 25448 Check Lucy's Cupcake Factor... 100,00
1202272014 RCPT 2 Check 200.00
1212372014 FmT 490 Check Mary Jones 270.00
1202772014 FmT 1632 Check Dance a Little:Froject ... 24400
1202972014 FWT 872 Check JLR Doggie Plavhous... 180.00
1202972014 FMT 3d1 Check Luey's Cupcake Factar... 200.00
1203002014 FMT MasterCard Learners, Inc..Project ... a0.00
121852014 FMT Yisa Purposeful Playtime:P.. 70.00 The Payments
0 of 9 payments selected for deposit Payments Subtotal 0.00 to Deposit
window

You can always click OK if you are not ready to deposit the payments shown in the Payments
to Deposit window yet still need to work with the Make Deposits window.

By clicking this drop-down The Memo fields are optional, If you wish to keep cash back from the
arrow, you can select any bank but keep in mind that you can deposit, you can indicate that here. You will
account that you have set up in display your memos on reports. learn about petty cash in Ehapter-9,-Working

QuickBooks.
o N ) - ok
@ Previous P Next [Ef Histor\ Bl Joumal ‘ @l Attach
DepositTo 10000 - Ghec. - | " tfema |Depost
Click Payments to select customer payments that yau hefe receifed. List any other amounts to deposit below:
RECEIVED FROM L FROM ACCOUNT CHKNO. © PMT METH. AtOUL
Ashley Hakola:Project #1858 EDD- Undeposited F... Cash 18000 A
Luey's Cupcake Factony... 12000 - Undeposited F... 2548 Check 100.00
12000 - Undeposited F... 1894 Check 200,00
Mary Jones 12000 - Undeposited F... 4490 Check 2r0.an
Dance a Little:Project#19 12000 - Undeposited F. 1632 Check 245.00
JLR Doggie Playhouse:... 12000 - Undepasited F.. ar: 1a0.00
Lucy's Cupcake Factary,... 12000 - Undeposited F. KLY 200.00
Learners, Inc..Project¥14 12000 - Undeposited F... a0.00 v
Deposi/ Subtatal 1,495 00
To get cash back from this deposit, enter the amount befow. Indicate the account
where you want this money to go, such as your Petty Cdsh account.
Cash back goes to Cash back memu/ Cash back amount
- )
EE R 1,484.00

The Make Deposits window. You can click the Print button to print a detailed report of your deposits, including
deposit slips if you choose to purchase and use them.

Making Deposits 9
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BEHIND THE SCENES

If you make deposits from your Undeposited Funds account, the following accounting will occur behind the
scenes.

10000-Checking 12000-Undeposited Funds

1,495.00 1,495.00

If you use the Make Deposits window to record sales, the accounting involved is as follows.

10000-Checking 43200-Design Income

200.00 200.00

QUICK REFERENCE MAKING DEPOSITS

Task Procedure

Make a deposit from m Choose Banking—Make Deposits.
the Undeposited

u Choose the payment(s) you wish to deposit; click OK.
Funds account

m Choose the correct bank account and date for the deposit.
u Click Save & Close or Save & New.

Make a deposit u Choose Banking—Make Deposits; click OK if the Payments to Deposit window
directly to a bank appears.
account

m Choose the correct bank account and date for the deposit.

= Enter all of the deposit information including the customer (if desired), account,
payment method, and amount.

m Click Save & Close or Save & New.

EVELOP
Use the Make Deposits Window

In this exercise, you will work with the Make Deposits window to deposit funds from the Undeposited
Funds account and to make a deposit without a sales form.

1. Click the Home button on the Icon Bar.

2. Click the Record Deposits task icon in the Banking area of the Home page. &3

Fecord
Deposits

10 Lesson 5: Banking with QuickBooks
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3. Click the Select All button; QuickBooks will place a checkmark to the left of all nine
payments waiting to be deposited.

9 of 9 payments selected for deposit

‘ Select All Select None

Notice that after you click the Select All button, it is grayed out. It is no longer a valid selection since
all payments are already selected.

4. Click OK to accept the payments for deposit and move on to the Make Deposits window.

5. Click the drop-down arrow for the Deposit To field, and then choose 10000 Checking;
click OK in the Setting Default Accounts window, if necessary.

6. Tap [Tab], and then type 123014 as the date.

7. Click the Save & New button to make the deposit to your Checking account. Leave the
Make Deposits window open for the next step.

BTS BRIEF

10000Checking DR 1,495.00; 12000°Undeposited Funds CR <1,495.00>

Your insertion point should be in the Deposit To field of a clear Make Deposits window:. If it's not,
choose Banking—Make Deposits.

Make a Deposit Without Specifying a Customer

Guy and Allison worked at a Quick Sketch fundraiser where people could meet with a graphic artist for 15
minutes to describe a need they have for their organization and for $15 receive a sketch and description of
a possible solution to their stated need. Average Guy Designs made $5 from each of the quick consultations.
Since there were multiple customers whom Guy does not want to track individually, Allison will make a
deposit to Checking, directly crediting Design Income.

8. Tap to move to the Date field.

9. Follow these steps to complete the deposit:

@ Tap [+] until the date @ Tap [Tab], and then type
reads 01/03/2015. Quick Sketch Event.

Make Deposits

@ Previous W Ned [ Save & Nint ~ | B8 Payments History [ Journal|| @ Attach

N\ \
DepositTo 10000 - Chec... = Date 010352015 EH Mermo | Guick Sketch Event

Click Payments to select customer payments that you have received. List any other amounts to deposit below:

RECEINED FROM : FROMACCOUNT ! MEMD P CHK WO, | PMT METH. DAMOUNT
43200 - Design Income ' ' Cash a00.00 *
O Tap twice, and O Tap three times, @ Tap [Tab], and then
then type des to and then type ¢ to type 200 as the
choose Design Income choose Cash. amount.
as the account.

Making Deposits 11
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Note that you don't fill in an item in this form, but you do fill in the account. Remember that an
item is used to direct funds to the underlying account. You cannot leave the From Account field blank
because you must specify the account that will be credited since you will be debiting a bank account
with the deposit.

BTS BRIEF

10000°Checking DR 200.00; 48800°Design Income CR <200.00>

10. Click Save & Close; your deposit will be recorded, and the window will close.

Moving Funds Between Accounts

Most people have transferred money between their bank accounts. QuickBooks has a feature
that allows you to record this transfer. If you use online banking, you may even be able to set
QuickBooks to perform the transfer for you when you go online (if your financial institution
allows it).

Since you are transferring funds between two asset accounts, you want to debit the account that
is increasing and credit the account that is decreasing. Look at the following T-accounts to
visualize this transaction.

FLASHBACK TO GAAP: MONETARY UNIT

Remember that it is assumed a stable currency is going to be the unit of record.

In this illustration, you are transferring funds from the Checking account to the Savings account.

10200-Savings 10000-Checking
200.00 200.00

QUICK REFERENGE TRANSFERRING FUNDS BETWEEN ACCOUNTS

Task Procedure

Transfer funds u Choose Banking—Transfer Funds.
m Choose the account from which you wish to draw the funds.
u Choose the account to which you wish to send the funds.
u Type the amount to be transferred and, if you wish, a memo.
u Click Save & Close or Save & New to record the transfer.

12 Lesson 5:Banking with QuickBooks

Labyrinth Learning http://www.lablearning.com



QuickBooks Pro 2014: Comprehensive FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

Move Funds Between Accounts

In this exercise, Allison will transfer funds between the Checking and Savings accounts.

1. Choose Banking—Transfer Funds.

2. Follow these steps to complete the funds transfer:

O Type 010315. @ Click to choose 10000 Checking.

/

Transfer Funds HIE
01030201 5 i}
TRAMEFER FUMDE FROM 10000 - Checking ! accounT BaLANCE 5534.00
@ Click to choose
TRAMNSFER FUNDE IO 40200 - Savings v | ACCOUNTBALAMCE 733235 10200°Savings.
TRAMNSFER AMOUNT 1,000.00
y

@ Tap [Tab], and then type 1000 as the amount/

Notice that QuickBooks displays the account balances of the accounts involved in the transfer so you
can verify sufficient funds are available.

BTS BRIEF

10200+Savings DR 1,000.00; 10000Checking CR <1,000.00>

3. Click Save & Close to record the transaction.

Moving Funds Between Accounts 13
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Managing Credit and Debit Card

Transactions

Credit cards give business owners an easy way to track their expenses. QuickBooks allows you
to track credit card transactions just as you track checking and savings account transactions.
You can set up as many credit card accounts as you need and simply choose the account you
want to work with in the Enter Credit Card Charges window.

If you use your personal credit cards occasionally for business purposes, you should not enter
them in QuickBooks as business credit cards. Only create accounts for business credit cards.

Credit card transactions are classified as either a charge (when you make a purchase) or a credit
(when you make a return). As you will use the same form for both types, you need to choose the
correct type when entering transactions.

You can choose from all of You choose to record a purchase or a refund. Purchase/Charge
your credit card accounts. is selected by default when you open the window.

Enter Credit Card Charges

Main Reporis
& n E % aCreateaCpr m vanioad Card Charge/z ('D E
Find Mew Save | Delete afu'femmize Attach Enter Clear Recalculate
i File Time Spiits £
Transaction
CREDIT carD | 21000 - Sunri\terCre...\v ® PurchazeiCharge () RefundiCredit EHDING BALANCE 0.00
Credit Card Purchase/Charge
FURCHASED FROM  Bayshore Cafe - DATE o15mEzo 4 H
REF NO.
AMOUNT (3179
mE  business lunch
Expenses $31.79 nEmg_a: %0.00 Feady to pay a credit card bill?
ACCOUNT | AMOUNT ! MEMD ! CUSTOMER:.JOB ! BILLARLE?
64300 - Meals and Entertainment 3179 A

This section looks like the lower section of both the Write Checks and Enter Bills windows.

Type of Account and Normal Balance

A credit card is a liability, so its normal balance is a credit. This means you credit the account
when you make a purchase (a “charge”) and debit the account when you make a payment
(a“credit”).

The term credit is a bit confusing at this point, as you will debit your credit card account
if you enter a “credit” transaction. However, if you think of it from the perspective of the
merchant, it makes perfect sense!

14 Lesson 5: Banking with QuickBooks
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Pay a Bill with a Credit Card

If you have entered a bill into QuickBooks, you do have the option to pay it with a credit card.
Make sure that you use the Pay Bills window to accomplish the task, though, as you must
remove the amount from Accounts Payable!

If you use a credit card to pay a bill that you entered through the QuickBooks Enter Bills
window, you must use the Pay Bills window when you pay it—or expenses and Accounts
Payable will be overstated!

Dealing with Debit Card Transactions

When you make a purchase or pay a bill with a debit card, funds are taken directly from your
checking account, which is different from what occurs for credit card purchases. Use the Write
Checks window to handle debit card transactions. If you use the Enter/Pay Bills windows in
QuickBooks, you can continue to use them when working with debit card purchases. This
means that if you have entered a bill in QuickBooks and then choose to use a debit card to pay it,
you must enter that payment through the Pay Bills window. Otherwise, the expenses will be
overstated, and you will leave the bill hanging out in Accounts Payable.

When you enter a debit card transaction in the Write Checks window, indicate it by entering a
code such as “DB” in the No. field.

Other Types of Transactions Affecting the Checking Account

In addition to debit card transactions, you may have other ones that draw funds from the
checking account as well. For instance, ATM cards and a service such as PayPal™ can withdraw
funds directly from your bank account. All of these transactions will be entered using the Write
Checks window; you just need to create common codes that will be used in the No. field to
record each type of transaction. Common codes include DB for debit card, ATM for an ATM card
transaction, and PP for a PayPal payment. You do not have to use the codes suggested here;
however, you should choose one code for each type of transaction and stick with it!

Managing Credit and Debit Card Transactions 195

Labyrinth Learning http://www.lablearning.com

" Essential Skills



QuickBooks Pro 2014: Comprehensive FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

BEHIND THE SCENES

A purchase credits the credit card account, as shown here.

64900-Office Supplies 64300-Meals and Entertaintment 21000-Sunriver CU Visa

57.84 31.25 89.09

A payment or refund debits the credit card account, as shown here.

64900-Office Supplies 21000-Sunriver CU Visa

10.46 10.46

When you use a credit card to pay a bill, the following occurs behind the scenes for you.

20000-Accounts Payable 21000-Sunriver CU Visa

363.27 363.27

Using a debit card to make the same bill payment as above looks like the following behind the scenes.

20000-Accounts Payable 10000-Checking

363.27 363.27

When you use a debit card to purchase office supplies, the following occurs behind the scenes for you.

64900-Office Supplies 10000-Checking

363.27 363.27
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QUICK REFERENGE RECORDING CREDIT AND DEBIT CARD TRANSACTIONS

Task Procedure

Record a credit card » Choose Banking—Enter Credit Card Charges.
transaction = Choose the account to record a purchase or refund to.
u Enter the transaction information.

u Click Save & Close or Save & New.

Record a debit card u Choose Banking—Write Checks.

transaction m Select the bank account to which the debit card is linked.
= Enter “DB” or the code you have chosen in the No. field.

u Enter information into the payee, amount, and memo fields.

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

m Ensure the proper expense/asset accounts are indicated on the Expense and/or

ltem tab.
m Click Save & Close or Save & New.

Record a debit card u Choose Vendors—Pay Bills.
transaction for a bill

already entered into ) . .
Accounts Payable m Set the date and account to which the debit card is linked.

u Select the bill you wish to pay by debit card.

u Choose to Assign check number in the Payment Method area; click Pay Selected

Bills.

= Type your code in the Assign Check Numbers window; click OK.

u Click Done in the Payment Summary window.

ILLS 5-4.__

Manage Credit Card Transactions

Guy needs to purchase some supplies for the office. He has also decided to purchase refreshments for clients
who stop in. In this exercise, you will help Allison to enter a credit card purchase and a return, as well as

pay a bill with a credit card.

1. Click the Enter Credit Card Charges task icon in the Banking area of the
Home page.
Since you have only one credit card set up at this time, the information will fill in
to the Credit Card field. If you had multiple cards, you would need to choose the
appropriate one before entering other information.

&

Enter Credit
Card Charges

Managing Credit and Debit Card Transactions
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2. Follow these steps to record the credit card charge:

O Tap three times, @ Tap [Tab], and then ~ @ Tap twice, and

and then type a. type 010315, then type 89.09.
PURCHASED FROM  Allen Brothers Grocery s - e e (117035201 5 B
REF MO, '
AMOUNT 18909 — 4
wendo  office supplies and client refreshments @
Tap [Tab],
Expenses $89.09  ltems F0.00 Ready to pay a credit card bill? ?nd tglen
ype tne
ACCOUNT AMOUNT hAERD) CUSTOMER:JOB ! BILLABLE? memo
[/ /64900 - Offce Supplies 5784 1 displayed
5'4300 - Meals and Entertainment \ N.2a

/
@ Click below Office Supplies \— @ Tap and type o; tap again, and
and type m. then type 57 . 84.

The amount for the Meals and Entertainment split will automatically fill in for you.

BTS BRIEF

64900-Office Supplies DR 57.84; 64300°Meals and Entertainment DR 31.25; 21000sSunriver Credit
Union Visa CR <89.09>

3. Click the Save & New button.

Record a Credit Card Return
In the next transaction, Guy returns a calculator he purchased at Allen Brothers Grocery, as he realized he

didn’t need it once he got back to the office.

4. Follow these steps to record the credit card refund:

O Click to choose the @ Tap [Tab], and @ Tap [Tab], and then ® Tap
Refund/Credit option. then type a. use [+] to change the twice, and
\ / date to 1/6/15. then type
10.46.
CREDIT CARD | 21000 - Sunriver Cre... = 7 PurchazefCharge (% RefundiCredit ENDING BALESNCE
- - @ Tap [Tab],
Credit Card Refund/Credit 1nd then
FURCHASED FROM  Allen Brothers Grocery ——— - DATE nmezns/ @ type
REF NO. office
AMOUNT 1046 supplies
: return.
nendc  office supplies return
Expenses $10.46  ltems F0.00 Ready to pay a credit card bill?
ACCOUNT | AMOUNT MEMD ! CUSTOMER.IOB BILLABLE? GTa%’
F4500 - Office Supplies 10.46 8 / and then
type o.
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BTS BRIEF

21000eSunriver Credit Union Visa DR 10.46; 64900Office Supplies CR <10.46>

5. Click the Save & Close button.
QuickBooks records the transaction and closes the Enter Credit Card Charges window.

Pay a Bill with a Debit Card

You can record a bill paid by debit card in QuickBooks, although you must use the Pay Bills window in
order to properly affect Accounts Payable.

6. Click the Pay Bills task icon in the Vendors area of the Home page. %

7. Follow these steps to pay a bill with a debit card: Fay Hills

@ Click to place a checkmark in this box.

L # ! DATEDUE @ WENDOR REF. NO. DISC. DATE | AMT. DUE DISC. USED | CREDITS US..: AMT. TO FAY
—: v 011158520158 Professional Software ... I, #17-222 36327 0.0o 0.0o 3BT |
[ 0172014 Bayshore CityWater Co. BC Iy #943501 48.22 0.0o 0.0o 0.0o
Totals 411.45 0.0o 0.0o 36327
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED EILL
Vendor Professional Software Distri... Terms Met 15 Murmber of Credits 0
Bill Ref. Mo, Inw. #17-222 Sugg. Discount 0.00 Tatal Credits Available 0.00
Go to Bill Set Discount Set Credits
AV MENT
Date Method Account
TR ] Check - | © Tobe printed 10000 - Checking -
|_ / ’:‘ Assign check number Ending Balance 4170.73
@ Sct the date to 0&056 Check as ‘Q Click in the circle @ Click Pay
1/10/2015. the Method. to choose Assign Selected Bills.

check number.

G Click in the Check ® Letme assign the check numbers below:
No. column, and |_—— CHECK NO. : DATE PAYEE AMOUNT
then type DB. | DB 01/0:2015 Professional Software Distributors = 363.27

© Click OK.

When you pay a bill with a debit card, you are affecting the Checking account, so you will need to

assign the transaction the “check number” that you use for all debit card transactions. In the scenario
above, that would be “DB.”

8. Click Done in the Payment Summary window.

QuickBooks records the bill payment, debiting Accounts Payable and crediting Checking for you.

BTS BRIEF

20000°Accounts Payable DR 363.27; 10000°Checking CR <363.27>
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Dealing with Bounced Checks

Unfortunately, almost all business owners must deal with customers whose checks are returned
for non-sufficient funds (NSF) at some time or another. Many people call these “bounced
checks,” and this is the term also used in QuickBooks. This book uses the terms NSF and bounced
check, though the latter is used more often because it is the term used in QuickBooks.

With the new Bounced Check feature, you can easily account for NSF checks received from
invoiced customers.

With the 2014 version, QuickBooks makes it very easy to account for bounced checks right from
the Receive Payments window. However, if you receive a bounced check that was originally
received on a sales receipt or directly through a deposit, you will need to account for it using the
alternate method described in the following Quick Reference table.

Receive Payments

LY,
5"

Main Reports Payments

“» B X B= § & | P @, e

Find Mew Delete Print  Email Aftach Look up Un-Apply Discounts And Record
7 & File Customer/invoice Payment Crediis Bounced Check

Customer Payment il Frere——

retumed by the bank for non-
payment. Enables you to create a

RECEMED FROM | Lucy's Cupcake Fact.. - = —
hanar— ]
EB E [ J = + second invoice for the processing

l

PAYMENT SOLNT 200.00 CREDIT fees and bank charges.
CosH CHECK LEEIT e-CHECH MORE
DATE 1 2J2992014 =
CHECK# 134 Where does this payment ga?

The bounced check feature can be accessed via the Main tab of the Ribbon in the Receive Payments window. Notice
the tool tip that appears when you place your mouse pointer over the Record Bounced Check button.

Bounced Check Summary

When you click Record Bounced Check, here’s what will happen in CGuickBooks:
1. Following invoices will be marked unpaid:
Irvoice 14-0003 Froject #3 Unpaid 200.00

2. These fees will be deducted from your bank account:
Checking Check 341 200.00
Checking Service Fee 30.00

3. This invoice will be created for the fee you want to charge your customer:

Invoice Froject #3 40.00

Back Next m Help Cancel

Once you have entered the fees related to the bounced check, you will see a Bounced Check Summary.
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Main Reports Payments oA
“*» A X 8= 08 & =
Find New Delete Print  Email Attach Look up Un-Apply Discounts And |
s i File Customeriinvoice Payment Credits Bou M;
Customer Payment Syl
) souncep cHeck
RECENED FROM L uey's Cupcake Fact.,, - S E — =
PAMENT AUOLNT 200.00 — T
CREDIT
CASH CHECHK DEEIT MORE
DATE 1272952014 B
CHECEHA 1349 Where does this payment go?
J § DATE HUMEER ORI G AMT. AMT. DUE ¢ PAYMENT
120032014 14-0003 400.00 20000 000~
01102015 14-0023 40.00 40.00 0.oo
w  01H2r2014 1 200.00 2DD.IZIIZI. 200,00
¥
Totals E40.00 24000 20000

Once the bounced check has been entered for a customer payment, you will see the Bounced Check stamp displayed.
A bounced check associated with a sales receipt or a straight deposit can be dealt with by

generating a statement for the customer.

The bank may charge you a lesser amount than you choose to pass on to the customer for a
bounced check.

BEHIND THE SCENES

When you deal with a returned check, you will affect multiple accounts behind the scenes.

11000-Accounts Receivable 10000-Checking

200.00
40.00

60400-Bank Service Charges

30.00

200.00
30.00

48910-Returned Check Charges

40.00
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QUICK REFERENGE DEALING WITH BOUNCED CHECKS

Task Procedure
Process a bounced = Open the Receive Payments window and locate the returned check.
check associated = Click the Record Bounced Check button.

with an invoice
m Set the fees for the bounced check; click Next and then Finish.

Account for a u Create an Other Charge item for the service charge, directing it to the Other
bounced check Income account.

received on a sales
receipt or through

the Make Deposit
window = Record the check in your bank account register (customer/job as payee; Accounts

Receivable as account).

= Record the bank’s fee in your bank account register (Bank Service Charges as
account).

u Enter a statement charge for the customer’s fee.
m Send the customer a statement that shows the bounced check and fee.

Handle a Bounced Check

In this exercise, you will account for a check that was returned to Average Guy Designs for non-sufficient
Sfunds.

1. Click the Receive Payments task icon in the Customers area of the Home page.

iz

Feceive
FPayments

2. Click the Previous button two times until the payment received on check #341 from
Lucy’s Cupcake Factory is displayed.

Wain

@»
Find

3. Click the Record Bounced Check button on the Main tab of the Ribbon. %

Record
Bounced Check
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4. Follow these steps to set the fees for the bounced check:

O Type 30 as the Bank Fee. ® Tap [Tab], and then
/ type 011215.

What did the bank charge you for this houncedcy /
BAME FEE | 30.00

DATE 0101202015 B

EXPENSE ACCOUNT 0400 - Bank Service Charges hd /0 Tap twice,

How much do you want to charge your customer? and then type 40.

CUSTOMER FEE  40.00 Learn mare

@ Click Next.

A Bounced Check Summary will be displayed.
5. Click Finish.

The Receive Payments window will again be displayed and you will see that the check has been
marked as bounced and a new invoice has been created to account for the bounced check.

BTS BRIEF

11000°Accounts Receivable DR 240.00; 60400°Bank Service Charges DR 30.00; 10000=Checking CR
<230..00>; 48910°Returned Check Charges CR <40.00>

Dealing with Bounced Checks 23

Labyrinth Learning http://www.lablearning.com



QuickBooks Pro 2014: Comprehensive FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

Reconciling Accounts

It is important to make sure that your account records in QuickBooks match those of the bank.
The process of matching your accounts to the bank statements you receive is called reconciliation.

Clicking here will allow you to focus on transactions
associated with the statement you are reconciling.

Reconcile - Checking
For period: 1203102014 | Hide transactions after the staterment's end date
Checks and Payments Ceposits and Cther Credits
J I DATE = I CHK# i PAYEE I AMOUNT I DATE & I CHK# I MEMD I TYPE I AMOUNT
S 1202014 1245 Graphic Supp... anzsn | ¥ 1252014 Deposit DEPF 1,340.00
< 1202014 1246 Ricky's Electri... 24500 ¥ |1203002014 Deposit DEF 1,495.00
< 120014 1247 Sandy Froper.. 7a0.00
+ |12r2002014 1248 Rankin Famil... 125449
< |12r2002014 12480 FPopelka Broa... a0.00
< |1 2ra0i2014 1248 Bayshore Cafe ar4q
12/30/2014 1252 Sandy Prope... 750.00
< |12ra002014 12483 Paopelks Broa... P 5
¥ Highlight Marked Mark All Unmark All Go To Columns to Display...
Beginning Balance 543267 Modify Service Charge -9.50
Itermns you have marked cleared — Interest Earned 0.00
2 Deposits and Other Credits 283500 Ending Balance 663252
T Checks and Payments 1,625 65 Cleared Balance 663252
Diffarence 0.o0

QuickBooks bank account reconciliation window

QuickBooks’ Reconciliation Features

You should be aware of some important reconciliation features in QuickBooks. You can save
your reconciliation reports in PDF so they are ready to send via email and are viewable with the
free Adobe Reader program (also known as Acrobat Reader). In QuickBooks Pro, when you
reconcile a new statement, the reconciliation report replaces the prior report with the new
month’s information. You should save each report as a PDF file to a storage location such as your
hard drive, a cloud service, or a network drive if you are using the Pro edition. In QuickBooks
Premier and Enterprise editions, QuickBooks stores all reconciliation reports as PDF files for
you, and you can access them through QuickBooks at any time.

Locating Discrepancies

QuickBooks also provides a feature that helps you to locate discrepancies if there is a difference
in balances during the reconciliation process. You can run a Reconciliation Discrepancy Report
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that lists transactions affecting the reconciliation balance. The types of transactions that can
affect the balance are:

B Deleted transactions

B A change to a previously cleared amount

B Transactions that were manually un-cleared in the register

B Transactions in which the date was changed to a different statement period

When Your Accounts Don’t Match

Itis important to take the time when performing reconciliations to ensure there are no errors.
Asyou clear each transaction, make sure the amounts are exactly the same. It is very frustrating
when you get to the end of the transactions, and they don’t balance.

Once you have cleared transactions through the reconciliation process, it is important to
not change them. Changes may alter your starting balance for the next reconciliation. If you
find yourself in such a situation, you can run a Reconciliation Discrepancy report to find the
problem(s).

Problem Resolution Process

If you do find yourself in the unfavorable situation of finishing your reconciliation without
balancing, consider the following suggestions:

B Look for a transaction that is exactly the same amount as the difference and ensure whether
or not it should be cleared.

B Determine whether you are missing a deposit or a payment by looking at the totals of each on
the bank statement and the QuickBooks reconciliation window.

B Compare the number of transactions on the bank statement to the number of cleared
transactions in QuickBooks.

m Verify the individual amount of each transaction on the bank statement and compare it to
the amounts you have in QuickBooks.

B Determine whether it is a bank error (the bank may have recorded a transaction for the
wrong amount).

m Ifitisabank error, you can create an adjustment transaction in QuickBooks, notify the bank,
and then reverse the adjustment transaction after the bank corrects the error.

B Run a Reconciliation Discrepancy report to see if any changes were made to previously
cleared transactions. If changes were made to previously cleared transactions, undo the last
reconciliation and redo it.

Reconciling Credit Cards

You can reconcile your credit cards the same way as you reconcile your bank account, although
you access the command through the Chart of Accounts.

Once you have reconciled the credit card, you have the option to pay any amount due. You can
choose to either write a check or enter a bill for the payment. QuickBooks takes the balance due
on the credit card and fills it in to either the Enter Bills or the Write Checks window. If you don’t
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plan to pay the entire amount owed, you can change the amount manually. You will reconcile
the credit card in the “Tackle the Tasks” section at the end of the chapter.

dit Card - Sunriver Credit Union

For period: 0111212015 Hide transactions after the staterment's end date
Charges and Cash Advances Fayiments and Credits
+ | DATE & REF # PaEE AMOUNT < | DATE « REF # MWEMDO TYFPE AMOUNT
< |o1n3izo1a Allen Brother... gans | ¥ |01/06201E office sup... |CC CRED 1046
< |otorizots Hame Place .. g5.11 < 01102015 returned .. |GG CRED 4957
< |otneizo1s Ricky's Electri... 4852
¥ |o1neszo1s Bayshaore Cafe 3812
< 011052014 Handyman by 75.00
« Highlight Markad Mark All Unmark All Go To Columns to Display...
Beginning Balance n0.oo Modify Finance Charge 0.o0
lterms you have marked cleared —
2 Payments and Credits 54994 Ending Balance 257 86
5 Charges and CashAdvances 317.84 Cleared Balance 257 86
Difference 0.0o

o

You can access the command to reconcile a credit card through the Chart of Accounts, rather than the Banking option
on the menu bar. The process from there looks the same as it does when you reconcile a bank account.

After you complete the reconciliation
of a credit card, you will be prompted
to either write a check or ent&ra bill The outstanding balance on this account is $257.66. “

To pay all or a portion ofthis amaount, select the

for the balance due, as displayed in payment type and click Ok, To leave the balance in the -
Cancel
the illustration reconciled account, click Cancel. s
Payrnent Help

@ Write a check for payment now
0 Enter a hill for payrment later

FLASHBACK TO GAAP: ASSUMPTION OF A GOING CONCERN

Remember that it is assumed that the business will be in operation indefinitely.
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QUICK REFERENCE RECONCILING BANK AND CREDIT CARD ACCOUNTS

Task Procedure
Reconcile a bank = Choose Banking—Reconcile.
account

m Choose the account you wish to reconcile; enter the statement date and ending
balance.

= Enter any service or finance charges; click Continue.

u Compare the QuickBooks transactions to the bank statement; mark off cleared
transactions.

= Once the difference between QuickBooks and the bank statement is zero, click
Reconcile Now.

Reconcile a credit m Choose Lists—Chart of Accounts; single-click the desired credit card account.

card m Click the Activities button at the bottom of the window; choose Reconcile Credit
Card.

u Choose the account; enter the statement date and ending balance.

= Enter any service or finance charges; click Continue.

= Compare the QuickBooks transactions to the bank statement; mark off cleared
transactions.

= Once the difference between QuickBooks and the bank statement is zero, click
Reconcile Now.
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In this exercise, you will reconcile the checking account in QuickBooks. First, you will prepare to help
Allison reconcile the checking account for Average Guy Designs. The bank statement for this account that
you will use to complete the reconciliation is displayed here.

Before You Begin: You will be working with a bank statement. You can use the illustration shown, or you
can print BYS-5-6-1-Checking-Staterrrent from your file storage location.

Sunriver Credit Union
487 Merrifield Lane
Bayshare, TA 971547

Statement of Account Prepared For:

Awerage Guy Designs

110 Sampsaon YWay

Bayshore, CA 91547

Account Mumber: 11111-44444
Statement Period: Dec 1 - Dec 31, 2014
Tatal Total

Deposits: $8 267 67 Fayments: $1 62565

Beginning Ending

Balance: §5 432 67 Balance: b6 B32.52
Transactions:

Date Transaction hipe Payrment  Deposit Balance

121/2014  Beginning Balance 5 432 67
121072014 Check #1245 302.50 513017
1210/2014  Check #1247 750.00 $4 38017
12A10/2014  Check #1246 24500 B4 13517
12A15/2014  Deposit 1.340.00 547517
12/29/2014  Check #1250 50.00 542517
12/29/2014  Check #1249 125,48 $5 299 65
12/30/2014  Check #1243 3749 ¥5,262.19
12/30/2014  Deposit 1,4595.00 b6 75719
12/3172014  Check #1253 M517 $6 54202
12/3172014  Service Charge 2.40 ¥6 B32.52

Ending Balance b R32.52

1. Click the Reconcile task icon in the Banking area of the Home page.
QuickBooks displays the Begin Reconciliation window. %

Reconcile
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2. Using theillustration of the bank statement provided or the one you printed, follow these
steps to prepare for reconciliation:

@ Ensure that @ Tap [Tab], and then @ Tap [Tab), and then
10000+ Checking is type 123114. type 6632.52.
the account displayed.

Account 10000 - Checking = lastrecpficiled on 1103002014,

Staternent Date 1213112014 E

Beninning Balance 543267 What if oy heginning balance doesn'tr
Ending Balance 5,532_52'
Enter any service charge or interest earned.
Service Charge Date Account
EII.EIZI 12I31I2EI|1 4 H BO0400 - EIs:nk Service Charges -

I I I
® Tap [Tab], and @ Tap [Tab], and then @ Tap [Tab], and then
then type 9.5. type 123114. type b. QuickBooks

will fill in 60400 °Bank
Service Charges as the
account.

There will be a difference in the beginning balance between this window and the bank
statement because this is the first reconciliation performed since you started your
QuickBooks company file.

3. Click Continue to move to the Reconciliation-Checking window.
The Reconciliation-Checking window shows all transactions waiting to be cleared.

Reconcile a Checking Account
Now that you have finished the prep work, it is time to begin the actual reconciliation.

4. Click to place a checkmark to hide all transactions after the statement’s end date.
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5. Click in the Checkmark column to the left of each transaction in QuickBooks that is also
on the bank checking statement displayed above step 1.

When you are finished, your Reconciliation-Checking window should match the following

illustration.

Forperiod: 1253172014 + Hide transactions after the staterment's end date
Checks and Payments Depositz and Other Cradits

S I DATE & CHK # PEYEE AMOUNT S I DATE & CHK # MERD TYPE AMOUNT

Y 202014 1245 Graphic Supp... 302500 ¢ |1211572014 Deposit DEP 1,340.00
< 12052014 1246 Ricky's Electr... 24500 ¥ [12/302014 Deposit DEF 1,495.00
< 121100201 4 1247 Sandy Proper. . 750,00

< 120205201 4 12449 Rankin Famil... 125.49

< 120205201 4 1240 Fopelka Broa... 50.00

< 120300201 4 1248 Bayshore Cafe ar.49

12530:2014 1252 Sanily Prope... 750,00
< 120300201 4 1253 FPopelka Broa... 11517

6. Look at the “Difference” at the bottom right of the window to see if you have successfully
reconciled your account.
The goal when you perform a reconciliation is for the Difference to be 0.00. The Difference is calculated
by determining the difference between the transactions on the bank statement and those that you have
marked cleared in QuickBooks.

Beginning Balance 843267 Modify Serice Charge -9.40

lterns you have marked cleared Interest Earned n.on

2 Deposits and Other Credits 2.835.00 Ending Balance 663242

7T Checks and Payments 1,625,648 Cleared Balance 663252
Difference @

7. Click the Reconcile Now button, and then click OK in the Information window.
There is a pause as QuickBooks records the marked transactions as cleared.

8. Click Close to choose to not produce a report at this time.
You will learn about reconciliation reports in the next section.
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Dealing with Oops in Banking Transactions

Itis inevitable that you will need to deal with either errors or modifications to transactions in
QuickBooks. It is very important that you do this properly to ensure that everything behind the
scenes is correct. You have already seen what errors dealing with customer- and vendor-
transactions look like, so now we will look at possible errors when working with banking
accounts.

Fixing Errors

The following table outlines an error related to the Chart of Accounts as well as an error that
occurs in the when dealing with a debit card transaction incorrectly, the effects of the errors
behind the scenes, and how to correct them.

Error Effect Behind the Scenes The Fix
The wrong account type was chosen The types of accounts involved will Edit the account through the Chart
when creating a new account in the determine what the damage will be of Accounts and choose the correct
Chart of Accounts behind the scenes (but there will be account type

damage!)
A debit card transaction was entered The wrong account is credited, and you Delete the credit card transaction
in the Enter Credit Card Charges will have an inflated amount displayed and reenter it through a window that
window in Checking as well as the credit card affects Checking

account

ILLS 5-7.
Correct Banking Errors

In this exercise, you will execute two tasks incorrectly and then fix them.

Do It the Wrong Way - Set the Account Type
The business has just received a Discover card that will be used for expenses. In this next example, you will
set up the account incorrectly for the purpose of learning how to fix the error and do it correctly.

1. Choose Lists—Chart of Accounts.

2. Click the Account menu button, and then choose New.

3. Select Expense as the type of account, and then click Continue.
4

. Type 62300 as the Number, tap [Tab], and then type Discover Card as the Account

Name.
Account Type Expense - Murnber | E2300
Account Mame | Discover Card Select from Examples

5. Click Save & Close.
No doubt you have already realized what the error is in this example! While you will be using the card
to pay for expenses, you should not set it up as an expense account. This will have huge ramifications
behind the scenes, so you need to fix it pronto!
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Do It the Right Way - Set the Account Type
In order to fix the error of setting up an account as the wrong type, you need to open the Edit Account
window. The Chart of Accounts should still be open from the last step.

6. Right-click 62300 Discover Card in the Chart of Accounts window, and then choose Edit
Account from the menu.

+ 62400 - Depreciation Ex
+ 62500 Dues and Subs

+ 63300 - Insurance Expm

] iy

7. Follow these steps to fix the error:

@ Click the drop-down arrow, and @ Tap [Tab], and then type
then choose Credit Card. 23000. \

\- NurnberS 23000

Accaunt Type Credit Card

@ Click Save & Close.

You must change the account number when you change the account type.
8. Close the Chart of Accounts window.

Do It the Wrong Way - Enter a Debit Card Transaction

as a Credit Card

Allison has just received a receipt from Guy for graphic art supplies. He used his debit card, but you will
enter it as a credit card transaction, incorrectly, for the purpose of learning how to fix the error and do it
correctly.

9. Choose Banking—Enter Credit Card Charges; ensure Sunriver Credit Union Visa
and Purchase/Charge are selected.
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10. Follow these steps to enter the transaction:

@ Click the drop-down arrow ® Tap [Tab], and ©Tap twice, and
and choose Graphic then type 122914. then type 164.50.
Supply Shoppe. — \

FURCHASED FROM  Graphic Supply Shoppe ———~ | DAE  NTZ2e0014 /E
REF NO. /
AMOUNT 154,507
B
Expenses $164.50  ltems £0.00
ACCOUNT DOAMOUNT MEMO ! CUSTOMER:JOB
E1\5EIEI - Job Materials 164.50
® Tap twice, and then type j. @ Click Save & Close.

Think about this transaction. What is wrong with it? By entering the debit card transaction in the
Enter Credit Card Charges window, you have increased the balance in the credit card account and
have not removed the funds from your Checking account.

BTS BRIEF

61500eJob Materials DR 164.50; 21000*Sun River Credit Union Visa CR <164.50>

Do It the Right Way - Enter a Debit Card Transaction

and Credit Checking

To fix the debit card transaction that was handled improperly, you must delete it and reenter the payment
using the Write Checks window.

11. Choose Banking—Enter Credit Card Charges.

12. Click the Previous button until the transaction you just entered is displayed. Main

You can look for a transaction by using the Previous and Next buttons, if you believe the @ >
transaction to be easy to locate. If not, use the Find or Search feature. —

13. Choose Edit—Delete Credit Card Charge; click OK in the Delete EROMIRICKEYBUARD

. . [Cur+[d] to delete the
Transaction window. selected transaction

14. Close the Enter Credit Card Charges window.

15. Click the Write Checks task icon in the Customers area of the Home page.
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=]

16. Follow these steps to enter the debit card purchase correctly:

Write
O Tap [Tab], and then @ Tap [Tab), and then type Checks
no. | DB /—
DATE 1272902014 B4
7 @ Tap [Tab), and
FeY TO THE ORDER OF | Graphic Supply Shoppe - ¥ 16450 then type g.

One hundred Si}frﬁf-fﬂurand AOMOQF*s****rrrrrrrererrrrrrrrrrorerrrrrrrrxrx[0L[ARS

AODRESS

Graphic Supply Shoppe
Jodi Johnson

302 E 44th 5t ® Tap [Tab], and
Blesw ork, MY 10017

then type
| 4§ & B B & &8 8 8N & §& §& §& & § & §® § § § § B &N & § _§8 § § § |
Expenses $164.50  ltemns F0.00 164.50.
ACCOUNT AMOUNT ME WD
E|31 a00 - Job Materials 164.450

@ Verify 61500°Job Materials is displayed.

BTS BRIEF

21000eSunriver Credit Union Visa DR 164.50; 61500¢Job Materials CR <164.50>
61500°Job Materials DR 164.50; 10000°Checking CR <164.50>

17. Click Save & Close.

Before moving on, think about what you have just completed and make sure you understand the
“why” behind it. You have ensured the balances in the Checking and credit cards accounts are now
correct by recording the debit card purchase correctly.
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Working with Banking and Balance Sheet

Reports

In this section, you will learn about reports that can tell you stories about your banking
activities in QuickBooks as well as those that display information about your balance sheet
accounts (asset, liability, and equity). You will also have an opportunity to look at the snapshots
available in QuickBooks. In previous versions of QuickBooks, there was just one “snapshot”
available to give you general information about your company. Now, you can also access
snapshots relative to payments and customers.

Banking Reports

The QuickBooks banking feature comes with preset reports for you to use to get answers from
your data. Banking reports deal with answers to questions such as:

B What are all of the transactions involving a specific payee?

B What checks have not cleared the bank as of the last bank statement?

B Which payments still need to be deposited?

B Where can I find a list of all transactions that affect my checking account?
|

What changes in transactions may affect my next reconciliation?

Register QuickReports

Register QuickReports are run right from a register window. Once you have selected a
transaction and clicked the QuickReport button, you will receive a report that shows all
transactions for the payee of the selected transaction.

QuickReport
Customize Report Share Template Memorize Print '+ | E-mail ¥ Excel Hide Header Refres]
Dates TR - o B To Bl SortBy Defaul b
Average Guy Designs, Chapter5
Register QuickReport
Accrual Basis All Transactions
& Type % Date + Hum + Memo o Account +Clr =+ Split 3 Amount kS
Professional Software Distributors
[ Bill Pt -Check 01092015 1256 PR203X 10000 - Checking 20000 - Acco... -20000 4
Bill Pmt -Check 01052015 (05 PR203H 10000 - Checking 20000 - Acca... -363.27
Total Professional Softvware Distributors -aE3.27
TOTAL -563.27

This is an example of a register QuickReport based on Average Guy Design’s transactions with
Professional Software Distributors.
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Reconciliation Reports
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Reconciliation reports show transactions that have cleared as well as those that have yet to clear
the bank. QuickBooks allows you to save reconciliation reports in a PDF format.

Average Guy Designs, Chapter 5
Reconciliation Summary
10000 - Checking, Period Ending 12/31/2014
Dec 31, 14
Beginning Balance 5,432 67
Cleared Transactions
Checks and Payments - 8 items -1,635.15
Deposits and Credits - 2 items 2.835.00
Total Cleared Transactions 1,199.85
Cleared Balance 6,632.52
Uncleared Transactions
Checks and Payments - 1 item -750.00
Total Uncleared Transactions -750.00
Register Balance as of 12/31/2014 5,882.52
Mew Transactions
Checks and Payments - 8 items -2.151.29
Deposits and Credits - 1 item 200.00
Total New Transactions -1,951.29
Ending Balance 3,931.23

Alternatives to Printing Reports

Of course you can send any report to the printer. QuickBooks also gives you options for storing

or working with a report:

Take note of what a
reconciliation report will
display for you. In this
example, you can see a
Reconciliation Summary
report, and you will produce
a Reconciliation Detail report
in the next exercise.

B Email: QuickBooks can convert the report to PDE, which can be viewed with the free Adobe
Reader program. This allows viewing of the report exactly as it would print even to those who
do not have QuickBooks. When you choose to email a form or report to a customer, the form
or report will be converted automatically to PDF for you.

B Export: QuickBooks can export the report to Microsoft Excel so you can use Excel’s powerful
spreadsheet features to work with your data. You Wlll have an opportumty to Work with

QuickBooks reports in Excel in

Saving Reports and Forms as PDF

PDF copies of QuickBooks reports and forms make emailing forms and reports convenient for
you. They are also a great way to create copies to save for your own records. You learned about
printing a file to PDF in the How-dot“printto PBF“?sectionof Chapter H{page H).
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QUICK REFERENGE PRODUCING BANKING REPORTS

Task Procedure
Produce a register = Open the register from which you wish to create the report.
QuickReport

m Click within the transaction on which you wish to base the report.
= Click QuickReport on the register toolbar.

Produce a m Choose Reports—Banking—Previous Reconciliation.
reconciliation report " 5086 the correct account and the statement ending date.

m Choose whether you want a detail or summary report (or both); click Display.
Produce a = Choose Reports—Banking—Reconciliation Discrepancy.

reconciliation

” m Choose the correct account; click OK.
discrepancy report

Produce Banking Reports and a PDF Copy
of a Report

In the last exercise, you reconciled the checking account for Average Guy Designs. In this exercise, you will
help Allison to produce two banking reports and save one of them as a PDF file.

1. Choose Reports—Banking—Previous Reconciliation.

2. Ensure 10000 Checking is displayed and that the circle to the left of Detail is selected.

Select Previous Reconciliation Report
Account Type of Report
10000 - Checking - 7 Summary
C@® Dietail D
Statement Ending Date 7 Both
| EEEETE

3. Click the Display button to produce the report.
QuickBooks generates this report as a PDF file that can be saved, printed, or emailed.

4. Close the Reconciliation Detail report window.

Run a Register QuickReport
You will now create a report based on information contained within your Checking account.

5. Click the Check Register task icon in the Banking area of the Home page.
6. Click OK to choose the 10000 Checking account. Check
The Average Guy Designs Checking register will be displayed. Register
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7. Follow these steps to produce the register QuickReport:

@ Scroll up until the January transactions for @ Click the QuickReport button on

Professional Software Distributors are visible;
single-click anywhere within either of the transactions.

the toolbar.

1000 creckng_—— ___________-OXx

Go to... | [E_ﬁ Print... | B> Edit Transaction E} QuickReport Set Up Bank Feed
DATE MURMBER: P&YEE P&y MEMT o DEPCEIT BALAMCE
TPE ACCOUNT TERIC
010952014 1246 Frofessional Software Distributars 200.00 4 36000 —
BILLFMWT 20000 - Accounts P PR203X
Mrz0a DB Professional Software Distributors I3 3T 3,996.73
BILLFMT 20000 - Accounts P PR2O3

A report will be displayed that shows all of the transactions from the checking FROM THE KEYBOARD
register for Professional Software Distributors. Notice the various buttons on the [ct}+q] to display a

. . . . QuickReport
toolbar that you can use to print, email, export, and perform other tasks with this Hieepor

report. Leave this report open for the next step.

Produce a PDF Copy of a Report
Now you will help Allison to save a PDF copy of this report. You will save it in your default file location.

8. Make sure that the QuickReport for Professional Software Distributors is still the active
window, and then choose File—Save as PDF from the main QuickBooks menu bar.

A Save document as PDF window will appear.

9. Follow these steps to save a copy of the report as a PDF file:

@ Navigate to your file
storage location.

icument as POF
P o]
Save i , QB14 Student Files bt @' ; B 7 b
File rame: GuickReport-FPS0 = [
Save a3 type: / PCF File Farmat [*.PDF) - / Cancel |
@ Replace what is in the File name @ Click Save.

field with QuickReport-PSD.

QuickBooks will process the command, saving a copy of the file to your default file location.

10. Choose Window—Close All.
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Balance Sheet Reports

In €hapter4-Workingwith-VYendors, you learned how to produce one of the main company
reports, Profit & Loss. In this section, you will look at another vital report, the balance sheet
report. Extensive coverage of the reports produced at the end of a reportlng perlod fora

company can be found in

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

Types of Accounts Displayed on a Balance Sheet Report

A balance sheet report displays all of your asset, liability, and equity accounts (hence the
designation the “balance sheet accounts”). You can customize your report to show only the

accounts you wish to display.

Average Guy Designs, Chapter 5

Balance Sheet
As of December 31, 2014

Accounts Receivable
1000 - Accounts Receivable 2 650.00

—_———
Total Accounts Receivable 2 E50.00
Total Current Assets 1578037
TOTAL ASSETS 15,780.37
LIABILITIES & EQUITY
Liabilities

Current Liabilities
Accounts Payvable

20000 - Accounts Payable a65 .27

Total Accounts Payable 26327

Total Current Liabilities 6327

Total Liabilities 26327
Equity

30000 - Opening Balance Equity 1251502

Het Income 240208

Total Equity 1521710

TOTAL LIABILITIES & EQUITY 15,780.37

»Dec 31,14 =
ASSETS
Current Assets
Checking/Savings
10000 - Checking b 5TIE02 4
10200 - Savings 758255
Total Checking/Savings 1310037

Average Guy Designs, Chapter 5
Balance Sheet
As of January 15, 2015
« Jan 15,15 =
T ASSETS
¥ Current Assets
¥ Checking/Savings
10000 - Checking b STEETI A
10200 - Savings 535235
Total Checking/Savings 1214908
¥ Accounts Receivable
11000 - Accounts Receivable 292000
Total Accounts Receivable 2 820.00
Total Current Assets 1506908
TOTAL ASSETS 15,069.08
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
20000 - Accounts Payable 45.22
Total Accounts Payable 4522
Credit Cards
21000 - Sunriver Credit Union Visa 78.63
Total Credit Cards YaE3
Total Current Liabilities 126 85
Total Liabilities 126 85
 Equity
30000 - Opening Balance Equity 1281502
32000 - Dwners Equity 2402058
Het Income -274.87
Total Equity 14 84223
TOTAL LIABILITIES & EQUITY 15,069.08

Note the balance sheet as of December 31, 2014 on the left compared to the one dated January 15, 2015 on the right.
The Net Income has been “rolled” into Owner’s Equity for you at the end of the accounting period and “starts over”

at the beginning of the next one.

\*! Tab: Reports
Topic: Balance sheet
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Company Snapshot

The Company Snapshot window gives you a quick view of your company’s bottom line in one
convenient place. You can customize it to include “at-a-glance” reports that are most important
to your company. The Company Snapshot can be accessed via a button on the Icon Bar or by
choosing Reports—Company Snapshot from the menu bar. The Company Snapshot will show
information only within a preset date range. If you don’t see anything displayed, it is likely
because the date for which you are performing the exercise is past the date range available

through the snapshot.
*! Tab: Reports
Topic: Company Snapshot
Browse for content panels Bring back any removed panels, reset any
to include in your Company date range changes, and remove any added
Snapshot. panels.
Compary Payments Custamer search
A
Add Content» | Restore Default
Account Balances ¥ Customers Who Owe Money x
ACCOUNT TALANCE  + CUSTOMER TUE DATE = AMT DUE
Th d d * Savings Han2ssn st lub LLP 120452014 a60.00
rop-down 2
ese drop _d° . * Checking - James Limosine Service | 12/08/201 4 160.00
menus provide options
" . tp int P N @ Arcous#s Heceivable Luey's Cupcake Factory 12182014 365.00
o print, print preview, ; p—— ps
P P _p SUNFiver CeeSTnion Yisa THE3 Olivia York 120232014 200.00
or save as an image your .
/ = Accounts Pavable 4822 Furposeful Playtime 1212452014 345.00
content panel data. .
# Discover Card 0.oo Learners, Inc. 120272014 a845.00
# Payrall Liabilities 0.oo Miata Events, Inc. 120282014 140.00
= Advance Customer Pavments .00 Ewelyn HUff 1203002014 225,00
Masters Manufacturing 01102015 440,00
Tim's BEGQ Palooza 0172652015 400.00
SelectAccounts Goto ChartofAccounts Receive Payments
Expense Breakdown v X ¥
-4 »

Information in the Company Snapshot is contained within content panels, each with its own
Close button. You can customize the Company Snapshot to display information that is of value to
you. Notice the three tabs at the top of the window that allow you to switch between the three
snapshot views.

QUICK REFERENCE WORKING WITH BALANCE SHEET REPORTS AND COMPANY SNAPSHOTS

Task Procedure

Produce a balance m Choose Reports—Company & Financial—»Balance Sheet Standard.
sheet report

Produce a Company m Choose Reports—Company Snapshot.

Snapshot m Customize the snapshot to meet your needs.
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View a Balance Sheet Report and a Company
Snapshot

In this exercise, you will create both a balance sheet report and a company snapshot for Average Guy
Designs. When you create a balance sheet report, it will be based as of a certain date rather than for a
period of time (as is the case for a Profit & Loss report).

1.
2,

3.

Choose Reports—Company & Financial > Balance Sheet Standard.

Tap [Tab], type 123114, and then tap again.
QuickBooks displays a balance sheet report showing the asset, liability, and equity account balances as

of December 31, 2014.

Close the Balance Sheet window, choosing not to memorize the report.

Display and Customize the Company Snapshot
You will now help Allison to customize the company snapshot and then restore the default.

4. Choose Reports—Company Snapshot.

Depending on the actual date that you perform this exercise, you may or may not have information
displayed since all of the transactions we have entered up to this point are dated in December 2014/
January 2015. Don’t worry about the data displayed in the content panel for this exercise, but rather
focus on how to manipulate it.

. Follow these steps to remove a content panel from the snapshot:

Camparty — . _— @ Click the Close button to
remove the Income and
add Content » Restare Default Expense Trend panel.
Income and Expense Trend / . .
@ Click OK in the Remove
|This year-to-date ¥ Content window.

Notice that once you have removed the Income and Expense Trend panel, the Account Balances panel
“snaps” up into the vacated space. You will now restore the default content panels to the snapshot.

. Click the Restore Default link above the Account Balances panel.

Company Payments Custamer

Add Content 3 | Restore Defaulk

Account Balances

. Click Yes in the Restore Default window.
. Close the Company Snapshot window.

. Once you are finished learning about Banking Online with QuickBooks, choose the

appropriate option for your situation:
m If you will continue working, leave QuickBooks open.
m If you are finished working in QuickBooks for now, choose File—Exit.
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Working with QuickBooks Bank Feeds

There are a variety of tasks that can be carried out online with QuickBooks. With the 2014
version of QuickBooks, the online banking features have taken on a new name of “bank feeds.”
Bank feeds allow you to download transactions, view the transactions that have cleared your
account, see your current balance, and add new transactions to QuickBooks from your financial
institution. This feature allows you to save time from having to type in all your transactions,
helps you to maintain better accuracy in your records, and also assists in cash flow
management.

Bank Feeds =0 %
A U
Account Information o -
LAST UPDATE:
| | American Express
| Account ending in *=*4000
= American Express In QuickBooks
"_. In QuickBooks ! ACCOUNT ENDING IN *=*4000 ENDING BALANCE American Express
American Express i
$0.00

There are no transactions to review. Download Transactions

Read messages from your bank
Send items to your bank
[=] Messages Received (0)

Meszzages (0 of 0)
B Aers @

Manage your account

Contact your bank
N Send ltems Create New | =

Disable bank feeds

Once you have set up at least one bank feed in QuickBooks, the Bank Feeds Center will be available to you.

What you can do through bank feeds is determined by your financial institution, so you must
check with it to verify what services are offered (or if any are offered at all). Also, there is no fee
to use bank feeds in QuickBooks, but your financial institution may charge a fee for the service.

Bank Feeds is a new QuickBooks feature that builds on and improves the previous online
banking features.

Bank Feeds Exclusivity

In Chapter2€reatingaCompanyTFite, you learned about multi-user mode. If you do work on
your company file with others, be aware that only one person at a time can be using bank feeds.
The person who will be performing bank feed tasks must acquire exclusive use. If you are
working in single-user mode, you do not need to acquire exclusivity as you already have it.
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The Modes of Bank Feeds

You can choose how to work with your banking transactions through bank feeds as there are
two different modes:

B Express—This mode is the new and improved QuickBooks online banking experience. In
this mode, you work within the Transactions List window in order to match and add
transactions and renaming rules are created for you automatically.

B Classic—This mode is what was available in QuickBooks 2013 and earlier versions. In this
mode, you work within account registers to match and add transactions, and you work with
aliases to match names.

E&MNE FEEDS You can choose to switch between the modes of bank feeds
on the Company tab of the Checking category in the Edit

Wigw and enter downloaded transactions using .
Preferences window.

® Express Mode (new in QuickBooks 201 43

«| Create rules automatically
« Always ask before creating a rule

T Classic Mode (Register Mode)

You do not have to choose one mode with which to work as you can switch between the two at
any time. However, renaming rules from Express mode and aliases from Classic are not
available in the other mode if you switch.

Bank Feeds and Reconciliation

Earlier in this chapter you learned about reconciling your QuickBooks records with the bank.
When you use bank feeds you still must reconcile your accounts in the same way as you learned
in this chapter. The advantage of reconciling when you use bank feeds, however, is that the
majority (if not all) of your transactions have been matched already and reconciliation will be
quicker. If you do have a discrepancy, then use the same problem-solving process outlined in
this chapter to resolve it.

Setting Up Bank Feeds in QuickBooks

Before you can use the bank feeds feature in QuickBooks, you must complete any required
applications with your financial institution(s) for your banking, credit card, or other eligible
accounts. The set-up process involves four steps that QuickBooks will guide you through.
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You will be able to match your bank accounts to your
QuickBooks account or create a new QuickBooks account here. Note the four steps in the setup process.

Setup

Step 3: Link your accounty FID_ CowECT e ton
Link your bank accounts with your Quig/kBooks accounts
YOUR BANK ACCOUNTS QUICKBOOKS ACCOUNTS
Credit Card- (220000000 4000) 22000 - American Express - Credit Card | =

g Service provided by
",c hitps:/fenvw. amencanexpress.com

1-800-297-7500

Matching and Recording Bank Feeds

Once you have set up bank feeds in QuickBooks, you will be able to download transactions from
your financial institution(s), match them to transactions you have entered into QuickBooks,
and properly record (remember you have to get it right behind the scenes!) new transactions
that are not yet entered into QuickBooks.

Account Information o -
LAST UPDATE: Today
American Express In QuickBooks Service provided by
ACCOUNT ENDING M ===4000 EMDING BALAMCE American Express

$234.41 $0.00 .

22 transactions are waiting to be added to QuickBooks. Transaction List

Once QuickBooks is done downloading transactions in the Bank Feeds Center, you will see a link to the
Transaction List and a summary of what your next step is.

QuickBooks attempts to match transactions for you by looking at check numbers, amounts,
dates, and payees. You can also choose to unmatch or manually match a transaction if
QuickBooks didn’t get the matching right.

Recording Deposits

Many times your bank deposits comprise more than one payment, but it is recorded as one.
Once you have downloaded your bank feeds, you will need to match the individual items in
your register to the downloaded information. You will learn how to do this through the WebSim
exercise in this section.
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Recording Expenses

In the same way that you may have downloaded a deposit that doesn’t match a single
transaction in your QuickBooks register, you may also have a transaction that doesn’t match an
expense. You will learn how to do this through the WebSim exercise in this section as well.

Record a Credit Card Transaction

Credit card transactions are treated the same as other banking transactions when working with
bank feeds. You will need to create a bank feed for your QuickBooks credit card account(s) the
same as you did for your bank accounts and then follow the procedures to match and record
transactions once they have downloaded.

You can also choose multiple transactions and then You can choose what you wish to do with each transaction
process all of them as a batch. that you have downloaded in the Action column.

_ Transactions List |

& Finish Later B Rules

23
Transactions

NEW TO O ICKBOOKS

American
Express

Tell QuickBooks Hfow to handle these bank transactions SepLeOvidec by

sTaTus  All TveE  Alltypes - FROM | 8/21/2013 iﬂ TO Iﬂ1_5.f_‘20‘_| 3 | [] show Bank Memo
[ status DATE NO. DOWNLOADEDAS | PAYEE ACGOUNT CHARGE PAYMENT ACTION
Rev 11/14/2013 INTUIT *TURBO. . 99.99 [Select -~
[ Rev 9/21/2013 CLDWTR CK 12_.. A 4 53.97 E
O B Rev 9/21/2013 'WHOLEFDS ER... 95.91 Ltk A

Add More Details
Match to Existing Transaction
lgnore

Batch Actions |~

The Transaction List window will be displayed for you to match and record downloaded transactions.

Passing Notes with Your Financial Institution

If you have a direct connection with your financial institution, you can exchange messages back
and forth with it. Make sure to pay attention to messages you have received, as some require
you to complete a task before they can be deleted.

Electronic Invoice Payment Processing

Another feature available in QuickBooks is that you can email invoices to your customers and
then receive payment from them electronically via the Internet. You will learn more about this

invoicing and payment processing feature in €hapter6, Dealing-with PhysicaHnventory.

Making Vendor Payments with Bank Feeds

If your bank offers the service, you can make payments to your vendors through bank feeds as
well. If your institution does not offer this service, you can still pay your bills through
QuickBooks by using the QuickBooks Bill Pay Service that has you work with a vendor that
partners with Intuit.
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QuickBooks Doc Center

The Doc Center allows you to store electronic documents on your local computer, network drive,
or other storage location accessible from your computer station that can be attached to your
QuickBooks transactions and customer, vendor, and employee list items for no additional fee.

You will learn more about this powerful feature in ;
andYsing-€lasses.
N
Vendor Information ()
Company Mame  Graphic Supply Shoppe Main Phone (2120 555-6T743

Main Reports

& P E gg Create a Copy @ gDmvnlcuad Card Charges

Find New Save Delete @Memorize Aftach
& File
p—
Notice the Attach buttons available in the Vendor Information area of the Vendor Center and

on the toolbar of the Enter Credit Card Charges window.

QUICK REFERENGE WORKING WITH BANK FEEDS AND THE DOC CENTER

Task Procedure
Set up an account = Contact your financial institution and find out what services they offer; complete
for online access an application, if necessary.

u Choose Banking—Bank Feeds—Setup Bank Feed for an Account.
m Progress through the steps in the Bank Feeds Setup interview.

Acquire Exclusive u Choose Banking—Bank Feeds—Acquire Exclusive Use.
Use of Bank Feeds

Switch between = Choose Edit—Preferences.
bank feed modes » Click the Checking category, and then display the Company Preferences tab.
= In the Bank Feeds section, select the mode option; click OK.

Open the Doc m Choose Company—Documents—Doc Center.

Center

Working with Web-based Simulations

The next exercise you will complete in this book will be a web-based simulation (WebSim) that
requires you to have an Internet connection. With a WebSim, you will be working as if you were
using QuickBooks; however, the exercise is actually being performed on a web page.
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WebSim  xxxxx

1. Navigate to the student resource center.

2. From the left navigation bar, click Eessen5; click Bevelop-Your-Skills 5-9-1+-Workwith-

BankTFeeds.

3. Follow the instructions on your screen.

Tackle the Tasks

Now is your chance to work a little more with Average Guy Designs and apply the skills that you
have learned in this chapter to accomplish additional tasks. You will use the same company file
you used in the Develop Your Skills exercises throughout this chapter. Enter the following tasks,
referring back to the concepts in the chapter as necessary.

Create
banking
accounts

Make a
deposit

Transfer
funds

Enter
credit card
transactions

Reconcile a
credit card

Produce
reports

Use the following information to create two new accounts:
10400°Money Market; Sunriver Credit Union
22000°American Express

On 1/5/15, Guy traveled to a local business and provided assistance to the owner who
was trying to edit a video. He received $250 cash and chose to not enter the customer in
QuickBooks. Deposit the funds from this transaction to Checking on the same day.

On 1/5/15, transfer $1,000 from Checking to Money Market.

Enter the following Sunriver Credit Union Visa transactions:

On 1/7/15, purchased a customer appreciation lunch from Home Place Pizzeria (add as a
new vendor) for $65.11, using the 64300eMeals and Entertainment account.

On 1/8/15, purchased a new computer mouse from Ricky’s Electric City for $49.52, using
64900°0Office Supplies as the account.

On 1/9/15, took a new client out to lunch at Bayshore Café for $39.12, using 64300°Meals
and Entertainment as the account.

On 1/10/15, paid $75.00 to Handyman by the Bay for work he did to wire Allison’s new
workstation, using 67200°Repairs and Maintenance as the account.

On 1/10/15, returned the computer mouse to Ricky’s Electric City.

Now it is time to reconcile your Sunriver Credit Union Visa credit card. From the student
resource center, open the file labeled DYS 5-9-1 Credit Card Statement.

Once you have reconciled the credit card, choose to enter a bill for payment later
(QuickAdd Sunriver Credit Union as a vendor) and create a summary reconciliation report.

Display a summary previous reconciliation report for the Checking account.
Display a balance sheet detail report as of 12/31/14.

Tacklethe Tasks 47

Labyrinth Learning http://www.lablearning.com



QuickBooks Pro 2014: Comprehensive FOR EVALUATION ONLY

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

sunriver Credit Union
487 Merrifieid Laneg
Bayshore, &4 91547

Yisa Staterment Prepared Far:
Average Guy Designs
110 Sampson Way
Bayshore, CA 91547
Account Mumber: xR R RN TITT

Staternent Period: December 13, 2014 - January 12, 2015

Total Total
Charges:  §317.84 FPayments: 5098

Beginning Ending
Balance: $0.00 Balance: F257 86

Transactions:
Data Daschintion Chakge Cradit Balance

Beginning Balance F0.00
1732015 Allen Brothers Grocery 2a.09 F29.09
1162015 Allen Braothers Grocery 10.46 FTa.63
172015 Home Place Pizzaria Fa.11 F143.74
182015 Ricky's Electric City 4942 F193.26
12014 Bayshore Café 31z F23238
1TM2018  Handyman by the Bay 7a.oo F307.38
1120145 Ricky's Electric City 49 53 26786
122015 Periodic Finance Charge 1] F257 .86
Ending Balance 267 .86

Concepts Review

To test your knowledge of the key concepts introduced in this chapter, complete the Concepts

Review quiz on the student resource center.
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Reinforce Your Skills

Andy Stevens has just relocated his company, Premier Custom Homes, from California
to Silverton, Oregon. You will be working with a QuickBooks Sample Company File in
this exercise as it will allow you to run full payroll in a future chapter without having to
purchase a payroll subscription.

Before you begin the Reinforce Your Skills exercises, complete one of these options:
B Open RYS_Chapter05 from your file storage location.
B Restore RYS_Chapter05 (Portable) from your file storage location. For a reminder of how to restore

a portable company file, see BevetopYour-Skitls 34-+. Add your last name and first initial to the end of the
filename.

Work with Bank Accounts and Make a Deposit

In this exercise, you will take care of the banking tasks for Premier Custom Homes. Since Andy’s business
checking account does not earn interest, he has decided to open a money market account. You will begin by
helping him to set up this account.

1. Choose Lists—Chart of Accounts.

2. Click the Account menu button and choose New.

3. Choose Bank as the account type, and then click Continue.
4

. Type Company Money Market Account asthe new account name, and 1150 as the
account number.

i

Click Save & Close, choosing No in the Set Up a Bank Feed window.
6. Close the Chart of Accounts window.

Move Funds Between Accounts

Since the money market account earns interest, Andy has decided to transfer some funds from his checking
account into it.

7. Choose Banking—Transfer Funds.

8. Setthedateto1/2/19.

9. Choose Company Checking Account as the Transfer Funds From account.
10. Choose Company Money Market Account as the Transfer Funds To account.
11. Type 80000 as the transfer amount.

12. Click Save & Close to record the transfer and close the window.
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Make Deposits

Andy did a presentation for a local organization on the steps you need to take prior to building a new
home. He needs to deposit the fee he earned into his checking account along with the funds that are
currently in the Undeposited Funds account. You will do this in two separate steps.

13. Choose Banking—Make Deposits.
14. Select all of the payments in the Payments to Deposit window, and then click OK.

15. Ensure Checking is the Deposit To account. Click OK if the default account information
window appears in order to acknowledge it and move to the Make Deposits window.

16. Set the deposit dateas1/03/19, and then click Save & New.

17. Change the Date for the next depositto 1/4/19, tap [Tab], and then type Presentation
as the memo.

18. Click in the From Account column, and then type consu to fill in Consultation Income
as the income account.

Remember, you do not have to enter a customer, but you must enter an income account!

19. Enter the payment in the form of a check: number 753 for $800.
Your screen should resemble the following illustration.

DepositTo 1110 Compa.. = Date  01/04i2019 B mMemo | FPresentation

Click Payments to select custormer payments that you have received, List any other amounts to deposit helow.
MEMD
| 4200 - Consultation Income Ta3 Check a0o0.00

20. Click Save & Close to record the transaction and close the window.
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Reconcile a Bank Account

The bank statement has just arrived. In this exercise, you will reconcile Premier Custom Home's Company
Checking Account. You may print your own statement (RYS 5-2 Bank Statement) from your file storage
location or refer to the illustration shown after step 2.

1. Choose Banking—Reconcile.

2. Use the back statement to reconcile the Checking account for Andy.

Premier Custom Homes
Ancy Stevens

316 Maple Street
Silverton, OR 97351

Statement of Account Prepared For: Account Mumber: S55-777

Tradesman Credit Union

Statement Period: December 1 - 31, 2018

Total Deposits: $33,500.00 Total Payments: F120,253543
Beginning Balance: F$156,142.25 Encling Balance: $99,391 .53
Date Transachion hipe Paviment Deposit Balance

Beginning Balance F186,145.25

12452015 Check #11327 2705 F186,115.23
12552015 Check #11329 35,034.00 F151 054 .23
12552015 Check #11325 24 095.00 F126 956 .23
12552015 Check #113342 11 ,986.00 F115,000.23
120552018 Check #11 341 4.521.00 F110,479.23
12552018 Check #11337 3,567.09 FI0ES1214
12852018 Check #11332 3,400.00 Fozs1214
1252015 Check #11333 2790.03 F100,; 72211
12552015 Check #11335 2,380.00 95,3421
12552015 Check #11330 2,350.00 F95992.11
12552015 Check #11331 1,250.00 94 74211
120552018 Check #11.344 Q36.00 $93,808 11
12552018 Check #11.340 400.00 93,408 11
128552015 Check #11334 227.00 F93,179.11
125752015 Check #11336 185.00 F92,994 11
12552015 Check #11339 1&80.00 Fo2814.11
12552015 Check #11335 100.00 Fo2, 71411
12552015 Check #11343 12.00 Fo2,702.11
120552018 Transter 5,100.00 FE6 60211
1282018 Check #10769 999 .42 J85 602,69
121502015 Check #10765 200.00 §55,402.69
121552018 Deposit 33,500.00 F118 90269
121552015 Check #11345 32.05 F118 57064
121852015 Check #11351 4,500.00 F114 07064
1202002018 Check #11.348 2,300.00 F111 77064
1202002018 Check #11347 1,635.02 F110,135.62
1202002018 Check #11349 1,364 .55 F0s, 77107
1202002015 Check #11330 2222 F1058 255,55
1202002018 Check #11345 22700 F102,031.85
1202002015 Check #11352 1&80.00 F107 851.85
1202202018 Transter 5,100.00 $949,751 .55
1202302018 Check #11.355 100.00 $94 651 .85
1202652018 Check #11356 250.00 $99 401 .85
12032015 Service Charge 10.00 99,391 .63
Ending Balance $99,391 .85

Reinforce Your Skills 51

Labyrinth Learning http://www.lablearning.com

Essential Skills



QuickBooks Pro 2014: Comprehensive FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

Pay attention to the following hints when you reconcile:
B Make sure to set the reconciliation date to 12/31/2018.

B [n the Begin Reconciliation window, make sure to enter the ending balance and the service charge.

B [n the Reconcile-Checking window, make sure to mark only those transactions that have cleared the
bank (and are on the bank statement) and that have zero differences before you click Reconcile Now.

W [fthe difference is not zero, see the

3. Choose to not create a reconciliation report now.

Manage Credit Card Transactions

In this exercise, you will help Andy to set up and use his new Visa credit card in QuickBooks.

1. If necessary, choose Lists—Chart of Accounts.

2. Click the Account menu button and choose New from the context menu.
3. Choose Credit Card as the account type, and then click Continue.

4. Name the new account 2070eMarion CU Visa.
5

. Click Save & Close to enter the new account and close the window, choosing No when
asked if you want to set up bank feed services.

Enter a Credit Card Charge

Andy is purchasing oil filters for the business vehicles. He is not sure of the exact filter for one of the trucks,
so he will purchase two and return one of them later.

6. Choose Banking—Enter Credit Card Charges, and ensure that the Marion CU Visa is
selected.

7. Tap three times, and then type Auto Supply Warehouse as the vendor. Tap
again, and then choose to Quick Add the store as a vendor.

8. Setthedateto1/2/19, tap twice, and then type $150 as the amount.
9. Click in the Account column and choose 6101 ¢Gas and Oil as the expense account.
10. Click Save & New to record the transaction.

Enter a Credit Card Credit

Now you will process the return for Andy. The Enter Credit Card Charges window should still be open from
the last step; if it isn’t, choose Banking— Record Credit Card Charges—Enter Credit Card Charges.

11. Choose Auto Supply Warehouse as the vendor.

12. Setthedateto1/4/19.

13. Choose the Refund/Credit option to show it is a return.

14. Type $30 as the amount and ensure that 6101 *Gas and Oil is the account.

15. Click Save & Close to record the refund and close the window.
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Andy wants to run some banking reports to get answers from his data. In this exercise, you will help him
to do just that. Andy has already performed the reconciliation, and he asks you to print the reconciliation
report.

1. Choose Reports—Banking—Previous Reconciliation.

2. Choose to create a Summary report for the reconciliation you just performed (statement
ending date of 12/31/2018).

3. Click Display to produce the report.
4. Preview how the report will print, and then close the Reconciliation Summary window.

Run a Deposit Detail Report
Andy would like to see all of his bank deposits for December, so he will run a report to display them.

5. Choose Reports—Banking—Deposit Detail.
6. Tap [Tab], and then type 120118; tap [Tab], and then type 123118.

7. Click the Refresh button on the report toolbar.
You will see a report that displays the details for each deposit in December.

If you tap after changing the date, QuickBooks will automatically refresh the report for
you, too.

8. Choose File—Save as PDF.

9. Choose to save a copy of the report in your default storage location, naming it December
2018 Deposits.

10. Close the Deposit Details report window, clicking No when asked to memorize the report.
Display a Balance Sheet Report

11. Choose Reports—Company & Financial >Balance Sheet Standard.

12. Tap [a] to change the date range to All.

13. Choose Window—Close All.

14. Choose the appropriate option for your situation:
B If you will continue working, leave QuickBooks open.

m Ifyou are finished working in QuickBooks for now, choose File—EXxit.
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Apply Your Skills

Before you begin the Apply Your Skills exercises, complete one of these options:
B Open AYS_Chapter05 from your file storage location.

B Restore AYS_Chapter05 (Portable) from your file storage location. For a
reminder of how to restore a portable company file, see DevetopYoutr-Skitts 37+
Add your last name and first initial to the end of the filename.

Manage Banking and Deposits

In this exercise, you will help Dr. James with some basic banking tasks.

1. Open the Chart of Accounts and create two new accounts for Wet Noses: a bank account
named Money Market and a credit card account named American Express. Choose to
not set up online services for either account.

2. Open the Make Deposits window and choose to deposit all four payments from the
Undeposited Funds account into your Checking account on 6/8/14.

3. Open the Transfer Funds window and transfer $30,000 from Checking to Money Market
on 6/10/14.

Enter Credit Card Transactions

In this exercise, you will enter transactions into the credit card account you just created.
1. Open the Enter Credit Card Charges window.

2. Enter the following American Express charges for the month.
Quick Add any vendors not on the Vendor List and use your best judgment in selecting an expense account.

Date Vendor Amount Memo

6/1/14 Thrifty Grocery $26.73 Bottled water and soda for office
6/4/14 Glen’s Handyman Service $108.70 Office repairs

6/4/14 Malimali Hardware Store $43.20 Supplies for office repairs
6/8/14 Labyrinth Veterinary Publications $94.85 Reference books

6/11/14 Thrifty Grocery $18.49 Refreshments for office
6/14/14 Bothell Pet Supply Co. $115.43 Boarding supplies

6/14/14 Murray Gardening Service $60.00 Monthly garden maintenance
6/20/14 Beezer Computer Repair $145.00 Computer repair

6/20/14 Bothell Pet Supply Co. -$38.29 Return-Boarding supplies
6/22/14 Laura’s Café 30.21 Business lunch with partner

3. Close the Enter Credit Card Charges window when you are finished.
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Deal with a Returned Check

In this exercise, you will help Dr. James to account for check #6666 from Mary Ann Gulch for $145.65
that was returned for non-sufficient funds.

1. Choose Customer—Receive Payments.

2. Click the Previous button until the bounced check used to pay invoice 167 is displayed.
Enter the Fee Information

3. Enter a Bank Fee of $25 on 6/6/2014, using Bank Service Charges as the account.

4, Enter a Customer Fee of $45.

Reconcile a Credit Card Account

In this exercise, you will reconcile the American Express account.

1. Open the Chart of Accounts and begin the process to reconcile the American Express
account using the following illustration.

American Express
5538 Beck Place
Mew York, MY 07852

Credit Card Statement Prepared For:
YWet Moses Yeterinary Clinic
539 Retriever Orive
Bathell, WA 25011
Account Mumber, 3333-385585-55555

Statement Period: May 21 - June 20, 2014

Total Tatal
Charges: G12.40 Credits: 35329

Beginning Ending
Balance: S0.00 Balance: 57411

Transactions:
Date Description Charge Cradh Balance

Beginning Balance F0.00
Sf/2014  Thrifty Grocery 26873 $26.73
5472014 Glen's Handyman 108.70 $135.43
5452014 Malimali Hardware Store 4320 17563
5/8/2014  Laby et Pub 94 85 27348
81152014 Thrifty Grocery 13.49 291,97
81472014 Bothell Pet Supply 115,43 $407.40
5M4/2014  Murray Gardening Service G0.00 F4G67 .40
5/20/2014 Beezer Computer 145.00 $E12.40
B/20/2014  Bothell Pet Supply 38.29 741
Periodic Finance Charge 0 57411
Ending Balance 7411

2. When you have completed the reconciliation, write a check to American Express for the
entire amount on 6/22/2014, choosing for it to be printed later. Then, display a summary
reconciliation report.
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Answer Questions with Reports

In this exercise, you will answer questions for Dr. James by running reports. You may wish to display the
Report Center in List View to help you answer the questions. Ask your instructor if you should print the
reports, print (save) them as PDF files, export them to Excel, or simply display them on the screen.

1.

=EON U R LS

What are the details of the checks that have been written during June 2014?

What transactions were not cleared when the American Express account was reconciled?
Is it possible to get a detailed list of all deposits for June 2014?

Are there any missing or duplicate check numbers in the Checking account?

What is the balance of all of the balance sheet accounts as of June 22, 2014?

Submit your reports based on the guidelines provided by your instructor.

Choose the appropriate option for your situation:
m If you will continue working, leave QuickBooks open.
B Ifyou are finished working in QuickBooks for now, choose File—Exit.
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Extend Your Skills

In the course of working through the following Expand Your Skills exercises,
you will be utilizing various skills taught in this and previous chapter(s). Take
your time and think carefully about the tasks presented to you. Turn back to the
chapter content if you need assistance.

A .
Sort Through the Stack

Before You Begin: Restore the EYS1 Chapter05 (Portable) file or open the EYS1 Chapter05
company file from your storage location.

You have been hired by Arlaine Cervantes to help her with her organization’s books. She is the
founder of Ninos del Lago, a non-profit organization that provides impoverished Guatemalan
children with an engaging educational camp experience. You have just sat down at your desk
and opened a large envelope from her with a variety of documents and noticed that you have
several emails from her as well. It is your job to sort through the papers and emails and make
sense of what you find, entering information into QuickBooks whenever appropriate and
answering any other questions in a word-processing document saved as EYS1 Chapter05
LastnameFirstinitial. Remember, you are digging through papers you just dumped out
of an envelope and addressing random emails from Arlaine, so it is up to you to determine the
correct order in which to complete the tasks.

B Scribbled on a scrap of paper: I looked at QuickBooks and saw money in an account called
“Undeposited Funds.” Why isn’t it in the Checking account? Can you move it for me? I
deposited those funds into the Checking account on 7/11/2014!

B New credit card document on desk: From Jasper State Bank, number 7777 2222 0000 2938,
$7,500 credit limit.

B Note: Opened a new Money Market bank account at Jasper State Bank on 7/10/14.
Transferred $1,000 from Savings to fund the new account. Need QuickBooks account set up.

B Bank deposit slip: Check #2323 dated 7/14/2014 for a $2,500 deposit to Checking.
Handwritten message on slip reads, “From Hanson Family Trust.”

B Credit card receipt: Dated 7/15/2014; for office supplies; $75.11; paid to Supplies Online.

B Note: Would you please create a report that shows all of the activity in the Checking account
for July 2014 and save it as a PDF file so I can email it to the accountant?

B Bank deposit slip: Dated 7/30/2014 for $750; handwritten on slip, check #1835 from Lakeside
Christian School for remaining balance due.

B Credit card receipt: Dated 7/23/2014; payable to Casey’s Service Station; for auto fuel;
amount of $35.61. (Hint: This is for travel to a workshop site.)

B Scribbled note from Arlaine: Can you produce a report for me that shows the balances for all
of the asset, liability, and equity accounts as of 7/31/2014?
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Be Your Own Boss
Before You Begin: Complete Extend-Your-Skilts4=2 before starting this exercise.

In this exercise, you will build on the company file that you outlined and created in previous
chapters. If you have created a file for your actual business, then enter your bank and credit card
accounts and deposit any funds waiting in Undeposited Funds; complete any fund transfers
between accounts and enter all credit and debit card transactions; enter any bounced checks;
finally, use the bank statements received from your financial institution and reconcile all
accounts. If you are creating a fictitious company, then create at least 2 banking accounts and
one credit card account. Deposit all funds received in Chapter 4 into a bank account and transfer
funds between your two bank accounts; account for a bounced check. You will make up the
names and information for this exercise.

Create Balance Sheet and Deposit Detail reports and submit them to your instructor based on
the instructions provided.

Open the company file you worked on in EYS2 Chapter 4 (EYS2 LastnameFirstinitial) and
complete the tasks outlined above. When you are done, save it as a portable company file,
namingitas EYS2 Chapter05 LastnameFirstinitial (Portable) and submitit to
your instructor based on the instructions provided.

Use the Web as a Learning Tool

Throughout this book, you will be provided with an opportunity to use the Internet as a learning
tool by completing WebQuests. According to the original creators of WebQuests, as described on
their website (WebQuest.org), a WebQuest is “an inquiry-oriented activity in which most or all
of the information used by learners is drawn from the web.” To complete the WebQuest projects
in this book, navigate to the student resource center and choose the WebQuest for the chapter
on which you are working. The subject of each WebQuest will be relevant to the material found
in the chapter.

WebQuest Subject: Online banking with QuickBooks
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