CHAPTER 1

QuICK TOUR OF QUICKBOOKS

SCENARIO

Mr. Rock Castle, owner of Rock Castle Construction,
called to hire you as his accountant. His former
accountant unexpectedly accepted a job offer in
Hawaii, and Rock Castle Construction needs someone
immediately to maintain its accounting records. Mr.
Castle indicates they use QuickBooks to maintain the
company’s accounting records. When you tell him that
you are not familiar with QuickBooks software, Mr.
Castle reassures you, “No problem! QuickBooks is easy
to learn. Stop by my office this afternoon.”

When you arrive at Rock Castle Construction, Mr.
Castle leads you to a cubicle as he rapidly explains
Rock Castle’s accounting.

“Rock Castle needs to keep records of transactions with
customers, vendors, and employees. We must keep a
record of our customers and the sales and services we
provide to those customers. Also, it is crucial for the
company to be able to bill customers promptly and
keep a record of cash collected from them. If we don't
know who owes Rock Castle money, we can't collect
it.

“Rock Castle also needs to keep track of the supplies,
materials, and inventory we purchase from vendors.
We need to track all purchase orders, the items
received, the invoices or bills received from vendors,
and the payments made to vendors. If we don't track
bills, we can’t pay our vendors on time. And if Rock
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Castle doesn’t pay its bills on time, the vendors don’t
like to sell to us.

“Also, we like to keep our employees happy. One way
to do that is to pay them the right amount at the right
time. So Rock Castle must keep track of the time
worked by its employees, the amounts owed to the
employees, and the wages and salaries paid to them.

“QuickBooks permits Rock Castle to keep a record of
all of these transactions. Also, we need records so we
can prepare tax returns, financial reports for bank loans,
and reports to evaluate the company’s performance
and make business decisions.

“Your first assignment is to learn more about
QuickBooks.” Mr. Castle tosses you a QuickBooks
training manual as he rushes off to answer a phone
call.

Slightly overwhelmed by Mr. Castle’s rapid-fire
delivery, you sink into a chair. As you look around
your cubicle, you notice for the first time the leaning
tower of papers stacked beside the computer, waiting
to be processed. No wonder Mr. Castle wanted you to
start right way.

Mr. Castle bursts back into your cubicle quickly tossing
something onto your cluttered desk. “And here’s your
new company smartphone—that way | can reach you
anytime | need you!”

Noticing your startled expression, Mr. Castle pauses
and then reassuringly says, “Don’t worry—IT has
already set up security for your new phone so that all
financial communications will be secure.”

Recalling your favorite college professor’s advice, you
remind yourself to Focus & Work Smarter. Opening the
QuickBooks training manual, you see the following

page.
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CHAPTER 1
LEARNING OBJECTIVES

In Chapter 1, you will learn about the following
QuickBooks features:

m Install QuickBoOKS...........cooiiiiiiiiiiiiiiiiiiee, 1.9
m Start QUICkBOOKS .........ovvviiiiiiiiiiiie 1.9
m Open Company ... 1.9
m Change Company Name......c...cccceevveenicrueennne. 1.15
m QuickBooks Navigation ..........cccccvvienicninenne. 1.16
mHome Page ... 1.16
m QuickBooks [con Bar........cccccvvvveeeeieiiiiiii. 1.22
m QuickBooks Menus..........ccccuvvveeeeeiiiiiieiiieee 1.30
m QuickBooks RepOrts ........cceevvieniiiniiiniciieeee, 1.39
m QuickBooks Help Menu ..........cccevciinininnne. 1.43
m Save Company Files.............coooiiin 1.46
m QuickBooks Backup (.QBB) Files...........c.......... 1.49
m Close COMPaNY ...coeeieniiieiieniieieenieeee e 1.53
m Exit QuUickBOOKS .....cc.evvviiiiiiiiiiieeee 1.53
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Accounting is
the language of
business.
Learning
accounting is
similar to
learning a
foreign
language. As
you use this
text, you will
learn terms and
definitions that
are unique to
accounting.
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ACCOUNTING INFORMATION SYSTEMS

QuickBooks is accounting software that provides an easy and
efficient way to collect and summarize accounting information. In
addition, QuickBooks creates many different reports that are useful
when managing a business.

The objective of an accounting system is to collect, summarize, and
communicate information to decision makers. Accounting
information is used to:

= Prepare tax returns for federal and state tax agencies.
» Prepare financial statements for banks and investors.

» Prepare reports for managers and owners to use when making
decisions. Such decisions include: Are our customers paying their
bills on time? Which of our products are the most profitable? Will
we have enough cash to pay our bills next month?

TRANSACTIONS

An accounting system collects information about transactions. As a
company conducts business, it enters into transactions (or exchanges)
with other parties such as customers, vendors, and employees. For
example, when a business sells a product to a customer, there are
two parts to the transaction:

1. The business gives a product to the customer.

2. In exchange, the business receives cash (or a promise to pay later)
from the customer.

Business

Customer
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For a debit and
credit refresher,
see Chapter 3.
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DOUBLE-ENTRY ACCOUNTING

Double-entry accounting has been used for over 500 years. In Italy in
the year 1494, Luca Pacioli, a Franciscan monk, wrote a mathematics
book that described double-entry accounting. At that time, the
merchants of Venice used the double-entry system to record what
was given and received when trading.

Double-entry accounting is used to record what is exchanged in a
transaction:

1.

The amount received, such as equipment purchased, is recorded
with a debit.

The amount given, such as cash or a promise to pay later, is
recorded with a credit.

Each entry must balance; debits must equal credits. In a manual
accounting system, accountants make debit and credit entries in a
Journal using paper and pencil. When using QuickBooks for your
accounting system, you can enter accounting information in two
different ways: (1) onscreen Journal, and (2) onscreen forms.

1. Onscreen Journal. You can make debit and credit entries in an
onscreen Journal shown below. Notice the similarities between
the onscreen Journal and a manual Journal.

Main Reports 32 oA
«*» B B X Bocweaey ¢ & § Q@ =
Find New Save Delete aMemorlze Reverse Print Attach Hide Send
2 File List GJEs
pate 12/31/2017 E ENTRY NO 1018 ADJUSTING ENTRY
62100 - Insurance:62120 - Liability Insurance 148.83 July allocation of prepaidr.. |Overhead O Overhead
13100 - Pre-paid Insurance 148.83 [July allocation of prepaid ... |Overhead | Overhead

Totals  148.83 14883

List of Selected General Journal Entries: | Last Fiscal Year >

m

ol
- Insurance:62120 - Liability Insurance July allocation of prepaid rider ... 148.83] |

é12]31/2017 - Depreciation Expense Record 2010 Depreciation 4443591
§12I01/2017 - Pre-paid Insurance -675.00
511l30/2017 - Insurance:62120 - Liability Insurance  |July allocation of prepaid rider ... 148.83
é11/0112017 - Pre-paid Insurance -675.00
510131/2017 - Insurance:62120 - Liability Insurance  |July allocation of prepaid rider ... 148.83
v
Save & Close ‘ Save & New ‘ Revert
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Instead of using the onscreen Journal, you can use onscreen
forms to enter information in QuickBooks.

Onscreen forms. You can enter information about transactions

using onscreen forms such as the onscreen check and the
onscreen invoice shown below.

= Paycheck - Your Name Checking

Main Reports
P B X B8 & (e g
Find o Save Delete @Bie Print Attach
- - File
Bank Account 10100 - Your Name Checking = ENDING BALANCE 461969_10
NO. 10079
= 12152018 @
iy 70 T ORDER OF | Gregg O, Schneider s 106212
One thousand sixty-wo and 12H00% #2242 42222 s xsssansssnnnssnnsssnnsss i

RESS  Gregg O. Schneider
331Poplar Rd
Bayshore, CA94326

When preparing a customer’s bill, record
the information in an onscreen invoice.

Man | Fomating _Sendsp _Repors
0 Brstmecos @
emas Proress

e B
5 Fie

Find | MNew

0 creste copy
e o

o &
warchs Pt
Pendng

When writing a check, QuickBooks
provides an onscreen check to record the
check information.

omte upro SNPTOT

12152018 B Brian Cook Brian K Cook

INVOICE 345 Cherry Lane 345 Cherry Lane

i Middlefield CA 94482 Middlefield, CA94482
Net30 - oz B

247,50 [ 247.50

[Tax

top. I
Appliancs [Double oven 350,00 | 350,00 [Tax
Appliance Dishwasher 450,00 | 450,00 [Tax
Window Greenhouse Window 475,00 | 475.00 [Tax

114.19
1,636.69
0.00
1,636.69

QuickBooks automatically converts information entered in onscreen
forms into double-entry accounting entries with debits and credits.
QuickBooks maintains a list of journal entries for all the transactions
entered—whether entered using the onscreen Journal or onscreen

forms.

Customize Report Share Template Memorize Print v E-mail v Excel v Hide Header Expand Refresh
Dates Custom ~ From 122312017 8 To 12/31/2017 Ed SortBy Default -
Your Name Chapter 1 Rock Castle Construction
Journal
December 23 - 31, 2017
Trans # o Type ° Date o Num o Adj ¢ Name Memo < Account < Debit Credit °
1723 Check 12312017 241 Bank of Anycity Pmt# 12 10100 - Your Name Checking 2,710.80 Al
Overhead Pmt# 12 28700 - Note Payable - Bank o 248924
Overhead Pmt# 12 62420 - Loan Interest 22166
2,710.90 2,710.80
1776  General Journal 12/31/2017  FAM... v Record 2010... 60900 - Depreciation Expense 4443591
v Record 2010... 17000 Deprecia... 4443591
4443591 4443591
TOTAL 52,015.88 52,015.88
L]
v|
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QUICKBOOKS ACCOUNTING SYSTEM

Steps to create an accounting system using QuickBooks are:

Step 1: Set up a new company data file. QuickBooks uses an
EasyStep Interview that asks you questions about your
business. QuickBooks then automatically creates a
company data file for your business. In Section 1 of this
text, Exploring QuickBooks with Rock Castle Construction,
you will use a sample company data file that has already
been created for you. In Section 2, you will set up a new
company using the EasyStep Interview. To learn how to set
up a company file, see Chapter 8.

Step 2:  Create a Chart of Accounts. A Chart of Accounts is a list of
all the accounts for a company. Accounts are used to sort
and track accounting information. For example, a business
needs one account for cash, another account to track
amounts customers owe (Accounts Receivable), and yet
another account to track inventory. QuickBooks
automatically creates a Chart of Accounts in the EasyStep
Interview. QuickBooks permits you to modify the Chart of
Accounts later, after completing the EasyStep Interview.

Step 3:  Create lists. QuickBooks uses lists to record and organize
information about:

= Customers.
=  Vendors.

= Items (items purchased and items sold, such as
inventory).

= Employees.
= Other (such as owners).
Step 4: Enter transactions. Enter transaction information into

QuickBooks using the onscreen Journal or onscreen forms
(such as onscreen invoices and onscreen checks).
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1.8 Exploring QuickBooks with Rock Castle Construction

V =R

QuickBooks Output Reports

Prepare reports. Reports summarize and communicate
information about a company’s financial position and
business operations. Financial statements are standardized
financial reports that summarize information about past
transactions. Financial statements are provided to external
users, such as bankers and investors. Internal users, such as
managers, also may use financial statements. The primary
financial statements for a business are:

= Balance Sheet: summarizes what a company owns and
owes on a particular date.

* Profit & Loss Statement (or Income Statement):
summarizes what a company has earned and the
expenses incurred to earn the income.

= Statement of Cash Flows: summarizes cash inflows and
cash outflows for operating, investing, and financing
activities of a business.

Additional financial reports are used by internal users
(managers) to assist in making decisions. An example of
such a report is a cash budget that projects amounts of
cash that will be collected and spent in the future.

Section 1: Exploring QuickBooks with Rock Castle Construction
covers Step 2: creating a Chart of Accounts; Step 3: creating lists;
Step 4: entering transactions; and Step 5: preparing reports. Section 2:
QuickBooks Accounting for Entrepreneurs covers how to set up a
new company in QuickBooks and reviews Steps 2 through 5.
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Register
your
QuickBooks
software!
Failure to
register your
QuickBooks
trial version
software will
result in the
software no
longer
functioning.

QuickBooks
Accountant
2015 software
is packaged
with your text.
QuickBooks
data files are
packaged on
the CD on the
back cover of
your text.

QuickBooks
Accountant
2015 includes
all the features
of QuickBooks

Pro plus features

for client
services.

If you use
QuickBooks
Pro, your
screens may
appear slightly
different than
those appearing
in this text.
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INSTALL QUICKBOOKS

If you are using the trial version of QuickBooks software that is
packaged with your text, see Appendix A: Install & Register
QuickBooks Software for instructions to install and register the
software. After installing the software, you must register the software
with Intuit or you will be locked out of the software. If registered, you
will be able to use the QuickBooks software for 160 days.

START QUICKBOOKS

To start QuickBooks software, click the QuickBooks icon on your
desktop. If a QuickBooks icon does not appear on your desktop, from
Microsoft® Windows® click Start button > Programs > QuickBooks >
QuickBooks Premier Accountant Edition 2015.

OPEN COMPANY

After starting QuickBooks software, the following Let’s get your
business set up quickly! window appears. From this screen you can:

1. Use Express Start to set up a new QuickBooks company file.

2. Use Detailed Start to control the setup and fine-tune a new
QuickBooks company file.

Create a new company file based on an existing one.

4. Open an existing QuickBooks company file.

Let's get your business set up quickly!

Answer some basic questions and we'll do
the rest. You can always make changes later.
(Recommended for new users)

Detailed Start Create Other Options ¥

Open Existing File [\
Create From Existing 2mpany File

Convert Quicken Data
Convert Other Accounting Software Data
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To keep your
Desktop neat,
consider
adding a
Folder to your
Desktop:
QBB DATA
STARTER
FILES. Then
copy the QBB
DATA
STARTER files
to that folder.
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To open the QuickBooks data file for Chapter 1:

Step 1:  Copy Chapter 1 DATA STARTER.QBB file from the data
file CD to your desktop. If you prefer, you can download
the Chapter 1 DATA STARTER.QBB file from the Online
Learning Center (OLC) to your desktop.

For your convenience, QuickBooks (.QBB) data files accompany
Computer Accounting with QuickBooks 2015. You will find the data
files on the CD packaged on the back cover of your text. Before using
the data files on the CD, you must copy the files to your desktop. Or
you can download the data files from the Online Learning Center at
www.mhhe.com/kay2015.

Step 2:  From the Let’s get your business set up quickly! window,
select Other Options > Open Existing File.

If your QuickBooks software has been used before, the
following window will appear. Select Open or restore an
existing company.

No Company Open

Select a company that you've previously opened and click Open

Edit List

C:\Users\DonnaKLLC\Desktop\

Create a Open or restore an Open a
new company existing company sample file

Step 3:  Select Restore a backup copy.
Step 4:  Click Next.
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Chapter 1 Quick Tour of QuickBooks 1.11

Open or Restore Company x
What type of file do you want to open or restore?

' Open a company file
» Open a regular company file (.qbw)

+ Open an Accountant's Copy working file (.qba)
a ¢ Restore a backup copy

* Restore a backup file (.qbb)
* Restore files from an online backup

% " Restore a portable file
+ Re-create a company file that was stored as a portable file (.gom)

' Convert an Accountant's Copy Transfer File

« Select an Accountant's Copy Transfer File (QBX)
+ Convert it to an Accountant's Copy working file(.QBA) and save it

E’E Help Cancel

Step 5:  When the following Open or Restore Company window
appears, select Local backup.

Step 6:  Click Next.

Open or Restore Company x

Is the backup copy stored locally or online?

9 ® Local backup
Backup copy is saved on this computer, on a removable storage device, oron a
) network drive.

sl

) Online backup
Backup copy is stored online.

Back lm Help Cancel
-

Step 7:  Identify the location of the Chapter 1 DATA STARTER.QBB
file. If you copied the Chapter 1 DATA STARTER file to
your desktop, select the Look in field to find the location of
the .QBB file on your desktop.
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1.12 Exploring QuickBooks with Rock Castle Construction

Step 8:  Select the file: Chapter 1 DATA STARTER.QBB.

Step 9:  The Files of type field should automatically display: QBW
Backup (*.QBB).

Step 10: Click Open.

@ Open Backup Copy x

n Look in: | il Desktop - &% @E
<5 Libraries
1
e || System Folder J? System Folder
Recent Places W @
! [ ' Computer e Network
=50 System Folder L System Folder
Desktop
. Parallels Shared Folders Restored_YourName
B L Shortcut Chapterl_Files
=)l (@[ 135K8 File folder
Libraries YourName
Your Chapterl.QBW.SearchIndex
Windows Ay Il Fictoider
settings e S
determine Computer
whether the
.QBB filename QE
extension . - File name: E’ Chapter 1 DATA STARTER.QBB v m Open
appears after etwor
tPE) epﬁ lename. Files of type:E) QBW Backup (*.QBB) v Cancel

Step 11: When the following window appears, click Next.

Open or Restore Company

Where do you want to restore the file?

In the next window, you will choose the location where you want to restore the file. As the
= file restores, itis converted to a company file with the extension .qbw.

Important: If you don't want to overwrite your existing company file, rename the file in the
next window. For example, you may want to add a date or version number such as
mycompanyname-Jan2-2007.qbw or mycompanyname-v2.qbw.

j]

Do you sync your company file with your online services?

You or your accountant may have worked on this backup while the sync was
suspended. Ifthis is the case, you should overwrite your existing company file in the
next window. Sync will then be resumed.

Back nm Help Cancel
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Chapter T Quick Tour of QuickBooks 1.13

Step 12: Identify the file name and location of the new company
file (QBW) file. You can save the .QBW (working file) on
your desktop. Select the location to save in: Desktop. (Or
another option is to save your QBW files to Users > Public
> Public Documents > Intuit > QuickBooks > Company
Files. Be sure you have permissions to save to a folder.)

Step 13: File name: YourName Chapter 1. Insert your name in the
file name so you can identify your files.

Step 14: The Save as type field should automatically appear as
QuickBooks Files (*.QBW).

Step 15: Click Save.

(<] Save Company File as x

QBW files can EED Sevein: | B Destop > e E
also be saved —
to your i Libraries )
storage device ’ System Folder . System Folder
if there is Recent Places I @
adequate ! . L Computer e Network
storage space. | e System Folder L System Folder
Desktop )
. Parallels Shared Folders
@" 135 ke
Libraries
A
Computer
T T
. - File name: [E> YourName Chapter1.gbw v lﬁ Save
etworl —
Save as t)'De[E} QuickBooks Files {*.QBW) v Cancel
Help :

Step 16: Click OK when the following window appears.

QuickBooks Information

If an Update i

Company 0 You're opening a QuickBooks sample file.
window \

appears, select Important: Use this sample file to practice while you learn QuickBooks. Don't use
Yes. it as your company file.

While you're using this file, QuickBooks will settoday’s date to 12/15/2019.

eSO |
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Step 18:

Step 19:

Accountant Center m

Step 17: Click OK if the following QuickBooks Information window

appears.

1.14 Exploring QuickBooks with Rock Castle Construction

QuickBooks Information

70 0

Your data has been restored successfully.

If the Accountant Center window appears, uncheck Show

Accountant Center when opening a company file. The
Accountant Center is a feature for organizing QuickBooks

accountant tools.

Accountant Center
éﬁ Tools

Batch Enter Transactions...

Customize

Reclassify Transactions
Fix Unapplied Customer Payments and
Credits

Make General Journal Entries
Working Trial Balance Write Off Invoices
Set Closing Date. Fix Incorrectly Recorded Sales Tax

QuickBooks File Manager Client Data Review

TIP: How to Batch Enter Transactions in QuickBooks

& Reconciliation Refresh

ACCOUNT LAST RECONCILED RECONCILED BALANCE CURRENT BALANCE
Checking 71,452.58 46,969.10
Savings 4341019 17.910.19
Petty Cash 0.00 500.00
QuickBooks Credit Card 25.00 94.20
CalOil Credit Card 436.80 382.62

m ¥ Show Accountant Center when opening a company file
1

Close the Accountant Center window.

Memorized Reports

SELECT GROUP
[Accountant ~

Balance Sheet

General Ledger

Journal Entries Entered Today
Profit Loss

Trial Balance

Display Group

n Accountant Updates

MESSAGE

Sign up Today (For Free!) for QuickBooks
Online Accountant to save time servicing
your clients in the cloud

QuickBooks Client Collaborator Provides
Interactive Paper Trail

Help Your Clients Organize Paper Receipts

-

1
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Chapter 1 Quick Tour of QuickBooks 1.15

CHANGE COMPANY NAME

The
company
name that
appears in
the Title bar
of the
QuickBooks
window
and on
reports can
differ from
the backup
company
filename.

In order to identify your printouts, add your name to the company
name. When you create reports and checks, your name will then
automatically appear on your printouts.

To change a company name in QuickBooks, complete the following:

Step 1:  From the Menu bar, select Company.

» Customers Vendors Employees Ban
Home Page
| Company Snapshot
| Calendar
Documents »

Lead Center

9 My Company

Advanced Service Administration...

SetUp Users and Passwords »
Customer Credit Card Protection...
Set Closing Date...

Step 2:  Select My Company.

Step 3:  When the following My Company window appears, select
Edit.

Step 4: Update the Company Information window, update
Company Name field to: YourName Chapter 1 Rock
Castle Construction.

o 55 >

YourName Chapter 1 Rock Castle Construction

PRODUCT INFORMATION OMP, INFORMAT! » &
Product Name QuickBooks Accountant Contact Name & Address ¥ YourName Chapter 1 Rock Castle Legal Name & Address Rock Castle Construction, Inc.
Desktop 2015 Construction 1735 County Road
1735 County Road Bayshore CA 94326
License # 8044-9045-3523-540 Bayshore, CA 94326 us
Product# 113-644 us
No. of Seats 1 Main Phone  650-555-1234 EIN 00-7804153
Registration REGISTERED Fax 650-555-5678 SSN
Email rockcastie@samplename.com Income Tax Form Form 11208 (S Corporation)
Website www.samplename.com Payroll Contact Alan Sun, CFO
650-555-1234
MANAGE YOUR APPS, SERVICES & SUBSCRIPTIONS  Not seeing all your services? B My Account

Enhanced Yy, Accountants
Payrol Copy File
- o

sssss

APPS, SERVICES & SUBSCRIPTIONS RECOMMENDED FOR YOU

@, Accept Credit Order Checks QuickBooks Advancad
Q ) Cercs Enterprise inventory
Solutions
Accept Cradit Cards Gusrantaed to work with QuickBooks Enterprise Advanced Inventory
QuickBooks Solutions
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Menu bar:
Click on the
Menu bar to
reveal a drop-
down menu
for each area.

Icon bar:
Click on icons
to display
customer,
vendor, and
employee
centers and
frequently
used
windows,
such as
customer
invoices.

1.16 Exploring QuickBooks with Rock Castle Construction

Step 5:  Close the My Company window.

QUICKBOOKS NAVIGATION

Taking a few minutes to learn QuickBooks navigation will make
learning QuickBooks easier. QuickBooks offers three different ways
to navigate QuickBooks 2015 software:

* Home page

= lcon bar (My Shortcuts) Home page: Click the Home

icon on the Icon bar to reveal

=  Menu bar flowcharts of frequently used

E File Edit View Lists Favorites Accountant Company Customers Vendors/ Employees Banking Reports Window Help a
VENDORS compa
You are using a sample
company file & - .
pany B B ® & @ ko]
Create a new company file Purchase Receive Enter Bills Manage Chartof Inventory
Orders Inventory Against Sales Accounts Activities
Inventory Tax
My Shortcuts 2
b o
4
iy Home ® % ltems&  GetFinancing
Enter Bills PayBills Senvices
4® wy company
W income Tracker @
CUSTOMERS
Wil Calencar Web and Calendar
Hobile Apps
@ snapsnors Sales Create Sals
1
Orders rcoont eceipts —
- =S Credit Cards
T& Vendors -
& &
M Employees @] =
Estimates Create Receive Record Reconcile
H Docs Invoices Payments Deposits
B Reports
= %] & B g B
@ #ov Conter Statement Finance Statements Refunds » neck
Charges Charges & Credits o ”‘i s "“'~
# My Shortcuts ecks egister
EMPLOYEES
© & B ) B 2 &
= Payroll Enter Pay Pay Process  HR Essentials Checks  Card Charges
@ LcepC st Cand) Center Time Employees Liabiliies Payoll  and Insurance
& Order Checks & Supplies Forms
4+ Recommended Services
@ Finance with Confidence

HOME PAGE

To view the QuickBooks Home page, click the Home icon in the
[con bar. The Home page contains the main categories of
transactions and tasks:

1. Customer or sales transactions

2. Vendor or purchase transactions
3. Employee or payroll transactions
4. Banking transactions
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Chapter 1 Quick Tour of QuickBooks 1.17

5. Company tasks

CUSTOMERS

The Customers section is a flowchart of the main activities associated
with sales and customers. You can:

= (Create estimates.
= Create invoices to bill customers.

= Record refunds and credits for merchandise

customers.

returned by

= Record payments received from customers (cash, check, and

credit card payments).
Insights

VENDORS
0 L3~ =) -
B & ® @ 28
Purchase Receive Enter Bills Manage Chart of Inventory
Orders Inventory Against Sales Accounts Activities
Inventory Tax
_E &
® S -
Iltems & Get Financing
Enter Bills Pay Bills Services
CUSTOMERS QJ
H Web and Calendar
= Mobile Apps
Sales ) Create Sales
Orders Receipts
Accept
Credit Cards
=N = =1
7] &z =
Estimates Create Receive Record Reconcile
Invoices Payments Deposits
Flowchart of !
customer . B
=5 ) ==
and sales & & &
. Statement Finance Statements Refunds it
transactions. Charges Charges & Credits Write Check
Checks Register

L& B

EMPLOYEES

% =

a-

&

Print

Enter Credit

Payroll Enter Pay Pay Process HR Essentials Checks Card Charges
Center Time Employees Liabilities Payroll and Insurance
Forms
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1.18 Exploring QuickBooks with Rock Castle Construction

VENDORS

From the Vendors flowchart, you can record:

= Purchase orders (orders placed to purchase items).
* Inventory received.

= Bills received.

= Bills paid.

= Sales tax paid.

Flowchart of T

vendor and
VENDORS COMPAN
purchase
transactions. & ® B o
Purchase Receive Enter Bills Manage Chart of Inventory
Orders Inventory Against Sales Accounts Activities

Inventory Tax

£4 o
@ % Iltems & GetFinancing

Enter Bills Pay Bills Senices

Ty
CUSTOMERS
Web and Calendar
% Mobile Apps

Sales Create Sales
Orders Receipts
Accept ING
Credit Cards

=N =1

] 2 &)
Estimates Create Receive Record Reconcile
Invoices Payments Deposits

& %] & 2

Statement Finance Statements Refunds Write Check
Ch, Charges & Credits " N
araes ¢ Checks Register
EMPLOYEES
. : - . i =]
& B = 8
Print Enter Credit
Payroll Enter Pay Pay Process HR Essentials Checks Card Charges
Center Time Employees Liabilities Payroll and Insurance
Forms
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Flowchart of
employee and
payroll
transactions.

EMPLOYEES

Chapter 1

From the Employees flowchart, you can:

= Enter time worked.

= Pay employees.

= Pay payroll tax liabilities.

* Process payroll forms.

Quick Tour of QuickBooks 1.19

VENDORS Mi
0 L3~ =) -
B & ® @ 28
Purchase Receive Enter Bills Manage Chart of Inventory
Orders Inventory Against Sales Accounts Activities
Inventory Tax
_E &
® S -
Iltems & Get Financing
Enter Bills Pay Bills Services
CUSTOMERS m
H Web and Calendar
= Mobile Apps
Sales ) Create Sales
Orders Receipts
Accept
Credit Cards
=N s =)
] = =
Estimates Create Receive Record Reconcile
Invoices Payments Deposits
=5 ) 2 ==
B & &3 =
Statement Finance Statements Refunds Write Check
Charges Charges & Credits. Checks Register
EMPLOYEES
&J‘ Q‘j - % :i % - ﬁ &
I - Print Enter Credit
Payroll Enter Pay Pay Process HR Essentials Checks Card Charges
Center Time Employees Liabilities Payroll and Insurance
Forms
Access
Banking tasks
BANKING from this
section.

From the Banking section, you can:

= Record deposits.

=  Write checks.

= Reconcile your bank statement.

=  Open your check register.
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1.20 Exploring QuickBooks with Rock Castle Construction

COMPANY

From the Company section, you can access:

= Chart of Accounts. A list of accounts a company uses to track
accounting information.

» Items & Services. A list of items and services that a company buys
and/or sells.

» QuickBooks Web and Mobile Apps. A QuickBooks service that
permits you to connect your mobile devices (iOS
and Android OS) to your QuickBooks data.

. . . . Access the
= Calendar. View your to do list and reminders ina = Chart of
calendar form. chcgzr;;;r:;w
section.

VENDORS
= [ g = -
B & % B @ %
Purchase Receive Enter Bills Manage Chart of Inventory
Orders Inventory Against Sales Accounts Activities
Inventory Tax
® 2 i~ e
Iltems & Get Financing
Enter Bills Pay Bills Services
Ty B
CUSTOMERS
= H Web and Calendar
Mobile Apps
Sales &8 Create Sales
Orders Receipts
Accept
Credit Cards
=N =) =
© = g &
Estimates Create Receive Record Reconcile
Invoices Payments Deposits
= & \ s =
%] &3 == =
Statement Finance Statements Refunds Write Check
Ch. Ch. & Credit: W N
arges arges redits Checks Register
EMPLOYEES
2 o — &8
g - ) " = a} ~ @ —
= Qj % L‘ Print Enter Credit

Payroll
Center

Enter Pay Pay

Time Employees Liabilities

Process
Payroll
Forms

HR Essentials
and Insurance

Checks
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INSIGHTS

A new feature of QuickBooks 2015 is called Insights.

Select the Insights tab next to the Home Page tab to view a digital
dashboard of relevant financial data. The digital dashboard can be
customized for the specific business user. This is a new feature of
QuickBooks 2015.

YourName Chapter 1 Rock Castle Construction
Sunday, December 15 2019 -
Profit & Loss | is Fiscal Year-to-date - Accrual Basis

W
mgns llllllllllll

450,033.10 4000
INCOME

336,472.41 a eb s Ma Ju ¥
EXPENSES FY2019
L]

Income +Create Ivoice ~ EXpenses + Create Bil
This Month = Accrual Basis
| 1687748 eence

UNPAID PAID |trmss
|27s53s

93,007.93 0.00 0.00 OTHER ACCOUNTS

OPEN INVOICES OVERDUE PAID LAST 30 DAYS
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QUICKBOOKS ICON BAR

You are using a sample
company file

Create a new company file

My Shortcuts
f—\ﬂk Home

‘ib My Company

LQ Income Tracker

i calendar

@ Snapshots

%)
= Customers

E Vendors

H Employees

# My Shortcuts

Do More With QuickBooks

@y Turn on Payroll

& Accept Credit Cards

e= Order Checks & Supplies
<= Recommended Services

$ Finance with Confidence

The QuickBooks Icon bar with My
Shortcuts is a toolbar that can be
customized  for frequently  used
activities. The Icon bar can be
displayed either beneath the Menu bar
or on the left side of the QuickBooks
window.

To display the Icon bar if it does not
appear on your screen:

Step 1: Click View on the Menu
bar.
Step 2:  Select Left Icon Bar.

The Icon bar can be customized to
display the tasks that you use most
frequently. To customize the Icon bar:

Step 1: Click View on the Menu

bar.
Step 2:  Select Customize Icon Bar.

Step 3: Reorder the tasks in the

following order and then
click the OK button.
* Home

* My Company

= Calendar

= Snapshots

= Customers

=  Vendors

= Employees

= Reports

= Docs

=  App Center
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To use My Shortcuts for the My Company window:

Step 1:  Select My Company on the Icon bar.

Step 2:  Select Edit to make changes to the My Company window.
Step 3:  Close the My Company window.

Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015

File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Window Help

You are using a sample
company file

Create a new company file YourName Chapter 1 Rock Castle Construction

My Company

PRODUCT INFORMATION COMPANY INFORMATION

Product Name QuickBooks Accountant Contact Name & Address  YourName Chapter 1 Rock Castle Legal Name & Address Rock Castle Construction, | ‘c.
Construction 1735 County Road

1735 County Road Bayshore CA 94326

License # 8044-9045-8533-540 Baysnore, CA 94326 us

us

Desktop 2015

Product# 113-644
No. of Seats 1 Main Phone  650-555-1234 EIN 00-7904153

Registration REGISTERED Fax 650-555-5678 SSN

Email rockcastie@samplename.com Income Tax Form Form 11208 (S Corporation)

Website www.samplename.com Payroll Contact Alan Sun, CFO
850-555-1234

MANAGE YOUR APPS, SERVICES & SUBSCRIPTIONS  Not seeing all your services?

Enhanced Accountsnts
Payroll Copy File
Transter

APPS, SERVICES & SUBSCRIPTIONS RECOMMENDED FOR YOU

L O Acoept Credit o Order Checks
Carcs
Do More With QuickBooks
o

@ Turn on Payroll Accept Gredit Cards

@ Accept Credit Cards

& Order Checks & Supplies
+ Recommended Services

% Finance with Confidence

To use My Shortcuts to access the Income Tracker window:
Step 1:  Select Income Tracker on the Icon bar.

Step2: In the Income Tracker window, view summaries of
amounts for Unbilled, Unpaid, and Paid amounts.
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You are using a sampi
company file

Create a new company file

My Shortcuts

\' Home

App Center

[ My Shortcuts

Do More With QuickBooks
Turn on Payroll

@ Accept Credit Cards

&8 Order Checks & Supplies

4+ Recommended Services

$

Finance with Confidence

‘Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015

Income Tracker

unaiLLED

48,569.31

6 ESTIMATES

31,583.33

17 TIME & EXPENSES

TvPE

B : custo NUMBER EV DUE DATE AMOUN OPEN BALANCE | LAST SENT DATE S
Bl oo o [roce o~ avszors v
Open

Morgenthaler,... SalesOrder 7003  12/15/2019 11472021

Robson, Darc..._Invoice 1097 121152019 12/15/2020

Lew Plumbin... ~Invoice 1003 1211212019 11172021

Cook, BrianK.... Invoice FC6 121172019 11002021

Campbell, He... Invoice 1092 121102019 1212512020

Pretell Real E.... Invoice 1000 121102019 11912021

Violette, Mike:... Invoice 1089 12/512019

1173022019
117282019
1172512019

117252019

232021

12/302020
12/13/2020
12/252020
1212512020
12/252020
12/25/2020
12/202020
11/18/2020

Ecker Design. . Invoice 1086

Teschner, Ant... Invoice 1085

Invoice 1083

Cook, Brian:2... Invoice 1081

Cook, BrianK.... Invoice 1080 112252019

Jacobsen, Do.... Invoice 1082 11252019

Meiton, John...  Invoice 1079 1122012019

Hendro Riyad... Invoice 1077 11182019

Vasquez, Ana.. SalesOrder 7002 1111872019 12/312020

Cook, BrianK... Estimate 610 111772019 121772020

(=]
=]
(=]
=]
(=]
(=]
a
(=]
a
[0 Burch, Jason:
a
(=]
(=]
(=]
(=]
(=]
(=]
[[] EckerDesign... Estimate 609 111612013 1111612020
tBatch Actions  + Manage Transactions ~ ~

27153
12,42098 12,4208 Open
220.00 220.00 Open
595 595 Open
13,900.00 13,900.00 Open
1,715.00 1,715.00 Open
573223 473223 Open
146830 1,468.30 Open
8,305.95 565.95 Open
1,005.00 1,005.00 Open
5,418.00 5,418.00 Open
1,636.69 1,636.69 Open

27153

4,725.00 2,320.00 Open

12,754.14 861864 Open
4,223.00 4,223.00 Open

862.00 Open
422541 Open

582830 Open -

172400
422541
5,828.80

Showing 1 - 47 of &7 @

To use My Shortcuts to access the Calendar window:

Step 1:
Step 2:

You are using a sample
company file

Create a new company file
My Shortcuts

\' Home

@ Ao Center

[ My Shortcuts

Do More With QuickBooks
@ Turn on Payroll
Accept Credit Cards

Order Checks & Supplies

[:]
L)
4+ Recommended Services

Finance with Confidence

€ % December 2019 Today
SUNDAY NDAY v WEDN

1 Entered (27) 2 Entered (9) | 3 Entered (8) 4 Entered (5) & Entered (15)

8 Entered () O Entered (4) 10 Entered (17) 11 Entered (11) 12 Entered (1)

15 Entered (40)

December 15,2010

v TRANSACTIONS ENTERED (40)

Keswick Insulation
Cal Gas & Electric
Sergeant Insurance
‘Thomas Kitchen & Bath
Vu Contracting

s (14

Wheeler's Tile Etc
Daigle Lighting
atton Hardware Supplies
Perry Windows & Doors
Lew Plumbin
East Bayshore Tool & Supply
Timberloft Lumber
East Bavshore Tool & Supplv

Select Calendar on the Icon bar.

To add a task to the calendar, select Add To Do.

1 Upcoming: Next 7 days (0)

URDAY

6 Entered (1) 7 Entered (7) ¥ T0DO (0)

v TRANSACTIONS (0)

® Due: Past 60 days (0)
13 Entered (1) | 14 Entered (5)
¥ T0DO (0)

v TRANSACTIONS (0)

AddToDo A

4155550202 UnPaid
415-555-1912  UnPaid
415-555-3462  UnPaid
829-555-9012  UnPaid

4155550305 Paid I

415-555-9977
415-555-7769
415-555-1370
415-565-5933
415-565-5483
415-555-8665
415-565-1490
P
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To view and customize snapshots of company information:

Step 1:  Click Snapshots to display summaries of financial
information about the company, payments, and customers.

Company Payments Customer
You are using a sample

A
company file AddContent> | Restore Default How do | customize this page? | & Print v

Create a new company file Income and Expense Trend ~ X Prev Year Income Comparison X Customers Who Owe Money v x

$in1000s This year-to-date ¥ All - Yearly a

70 $in1000s Allard, Robert 09/27/2020  14,510.00

Mackey's Nurseryand G... 110412020 13,900.00
EY
" Ii..
o -.

Pretell Real Estate 11/09/2020 5,026.50
Cook, Brian 1111472020 9,397.33
Hendro Riyadi 11182020 422300
Vitton, Davig 1113012020 70000
Teschner, Anton 121302020 565.95
Robson, Darci 1211512020 12,420.98
o As S 0a Nov D 0 |
W income NN Expense N Prior Year(s) W Current Year Receive Payments

Melton, Johnny 12202020 861864
2014 2015 2016 2017 2018 2019 Burch, Jason 1212512020 1,005.00 |y

Prev Year Expense Comparison v x

All - Yearly &

Account Balances ~ X TopCustomers by Sales v x
A

- This year-to-date +
- — $in1000s
* Accounts Recelvable 93,007.93
* Checking 45,969.10
* Accounts Payable 26,636.92 TS
@ Ao Center * Savings 17.910.19
. 4044
1 My Shortouts o 540445 Pretell Real Estate
© Federal Withholding 1,364.00
© FICAPayable 211882
© AEIC Payable 0.00 MermecJacetS -
* FUTAPayable 100.00
@; Turn on Payroll + State Withholding 2901 | Rl Jemiter

Do More With QuickBooks
014 2015 2016 2017 2018 2018
. 1 Prior Year(s) W CurrentYear
@ | Accept Credit Cards Select Accounts Goto Chart of Accounts
. Sage, Robert
&5 Order Checks & Supplies Expense Breakdown v x

+ Recommended Services This yearto-date * 0 I
@ Finance with Confidence $in 1000

Step2: To customize the snapshots for specific business
requirements, select How do | customize this page?

Snapshots provides an overview, summarizing information
such as:

= Customers Who Owe Money

= Vendors to Pay

* Account Balances

=  Reminders of Due Dates and Amounts

To view the Customer Center:

Step 1:  Click Customers on the Icon bar to display the following
Customer Center.

Step 2:  Toggle between customer and transaction information.
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1.26 Exploring QuickBooks with Rock Castle Construction

You can also
access the
Customer
Center by
clicking on
the Customers
button in the
Customers
section of the
Home page.

You can also
access the
Vendor Center
by clicking on
the Vendors
button in the
Vendors
section of the
Home page.

‘Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015

Eile Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Window Help

You are using a sample
company file

Create a new company e

[rp—
\ Home
&® My Company

B Income Tracker

@ ~op Center

[ My Shortcuts

Do More With QuickBooks
@; Tum on Payroll

@ Accept Credit Cards

&8 Order Checks & Supplies
4+ Recommended Services

§ Finance with Confidence

& New Customer 8 Job v {5 New Transactons v

Customers & Jobs Transacti

Active Customers

<+ Abercrombie, K.
+Family Room 0.00
oKitchen 0.00
»Remodel Ba.. 0.00

< Allard, Robert 1451000
+Remodel 1451000

<+ Babcock's Musi.. 0.00
»Remodel 0.00

<+ Baker, Chris 0.00
+Family Room 0.00
»Garage Rep.. 0.00

< Balak, Mike 0.00
o Utility Shed 0.00

< Barley, Renee 0.00
+Repairs 0.00

<+ Bauman, Mark 0.00
+Home Rem. 0.00

< Bolinski, Rafal 0.00
+2nd story ad.. 0.00
< Bristol, Sonya
+Repairs
»Utility Shed

The Customer
customers,

Center
jobs,

Customer Center: Abercrombie, Kristy

prot v [ Excelv [B Word v @ ncomeTracker

Customer Information

Company Name Main Phone 415-555-6579

FulName  Mrs. Kristy Abercro...
Customer Type Residential
Account No. 91-431
Terms Net30

7o Kristy Abercrombie
5647 Cypress Hill Rd
Bayshore CA94326

Transactions ~ Contacts ToDo's Notes
ssow AllTrans.. ~
Payment 1211512019
Estimate 1211212019
Invoice 1211012019
Check 12/01/2019
1210112019
Invoice 1112512019
Sales Receipt 1013012019
Estimate 1013012019
Sales Receipt 1012512019
Payment 08/15/2019
06/07/2019

CreditMemo

Sales Order

Manage Transactions v Run Reports

summarizes

and customer

Main Email_Kristy@samplenam

0 ¢
# NOTE

9/15/2003: Send Kristy

estimate for den remodel.
9/2012003: Called Kristy to
REPORTS FOR THIS CUSTOMER
QuickReport

Open Balance

Show Estimates

Sent Email

This Fiscal ... ~ | 01/01/2019 - 12/3112019

- -
10100 - Checking 763328 A
90200 - Estimates 7676.13
11000 - Accounts Rec. 452200
10100 - Checking 71115
11000 - Accounts Rec. 71115
11000 - Accounts Rec. 311128
10100 - Checking 74375
90200 - Estimates. 311400
10100 - Checking 1,067.88
12000 - Undeposited 129278
90300 - Sales Orders 1202.00

information about
transactions. The

information can be printed or exported to Excel or Word.

To view the Vendor Center:

Step 1:

Step 2:

Click Vendors on the Icon bar to display the Vendor

Center.

Toggle between vendor and transaction information.

You are using a sample
company file

Create a new company fil

My Shortcuts
\ Home
A® My company

W Income Tracker

& Vendors

Emplo;

@ Aop center

[ My Shortcuts

Do More With QuickBooks
@; Tum on Payroll

@ Accept Credit Cards

&8 Order Checks & Supplies
4+ Recommended Services

§ Finance with Confidence

‘Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015

mpany Customers Vel

Employees

Vendor Center: A Cheung Limited

8 NewVendor.. v | New Transactons v (& Print v Excel v [ word v

Vendors

Active Vendors

ACheung Limited
Bank of Anycity
Bayshore CalOil
Bayshore Water
Bruce's Office M.
C.U. Electric

Cal Gas & Electric
Cal Telephone
CalOil Company
City of Bayshore
City of East Bays...
City of Middlefield
Custom Kitchen
Daigle Lighting
Davis Business
Dianne’s Auto Sh.
EastBayshoreA.

EastBayshore T
Employment Dev..
Express Delivery.
Fay Maureen Ly.
Federal Treasury

Vendor Information

Company Name  ACheung Limited
FulName  Ms.Angela Cheung

Biled From  ACheung Limited
Angela Cheung
3818 Bear Rd. West
Berkeley, CA94688

map | Directions

Transactions  Contacts ToDo's Notes
v AllTrans.. ~ Al v | o

e . DATE v
Purchase Order 1211512019
Bill Pmt-Check 0212812019
Bill 0113112019
Bill Pmt-Check 011312019
Bill 0112012019
Bill 01/02/2019

Manage Transactions v Run Reports

1ain Phone 510 655 5723
Fax 5105555733
Main Emai AC@CheungLimite

0 ¢
# NOTE

No note available
REPORTS FOR THIS VENDOR

QuickReport

Open Balance

Order Checks

SentEmail

This Fiscal .. ~ 010112019 - 12/3112019

90100 - Purchase Ord.. -3,500.00
10100 - Checking -2,000.00
20000 - Accounts Pay. -2,000.00
10100 - Checking -3500.00
20000 - Accounts Pay. -2,000.00
20000 - Accounts Pay. -1,500.00
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Chapter 1 Quick Tour of QuickBooks 1.27

The Vendor Center summarizes information about vendors
and vendor transactions. The information can be printed or
exported to Excel.

To view the Employee Center:

Step 1:  Click Employees on the Icon bar to display the Employee
Center.

Step2: From the Employee Center you can toggle between

You can also
access the
Employee
Center by
clicking on
the Employees
button in the
Employees
section of the
Home page.

employee, transaction, and payroll information.

B2 NewEmployee.. [ Manage Employee Information ¥ () Print ¥ (5 EnterTime ¥ Excel v Word ¥

You are using a sample
company file cmployees ransactions >ayrol H
Q'*”" IERECTE.  Employee Information # vore
- >

Create a new company fil-
Active Employees

ame Dan . Miller Main Phone 555-2601 No note available

Address Dan Miller
195 Spruce Ave, #202

ZETEL L Bayshore, CA24326 }
Elizabeth N. Mason QuickReport
Gregg O. Schneider Map | Directions Payroll Summary

Paid Time Off Report
Payroll Transaction Detail

Workers' Comp Payment
Service - Details

1

Transactions | ToDo's Notes Sent Email

ow  AllTransacions ~  osr=  This CalendarYear  ~  04/01/2019 - 12/31/2019
@ 7o center R E
—_ Paycheck 121162019 10100 - Checking 129960 &
Paycheck 1211512019 10100 - Checking 135015
Paycheck 121012019 10100 - Checking 132515
Paycheck 11712019 10100 - Checking 1324561
@ Tum on Payroll Paycheck 1110312019 10100 - Checking 120960
@ Accept Credit Cards Paycheck 1012012019 10100 - Checking 129961
Paycheck 1010612019 10100 - Checking 129960

Do More With QuickBooks.

& Order Checks & Supplies

+ Recommended Services

§ Finance with Confidence

To view the Doc Center:
Step 1:  Click Docs to display the Doc Center.

Step2: Use the Doc Center to add a document from your
computer or scan a document into QuickBooks. You can
even attach the document, such as a receipt, to a specific
transaction.
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Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015

Doc Center (0)

5 AddaDocument & scan a Document

You are using a sample
company file

’ Add your first documents to QuickBooks!

Hide tips A

Add Scan

Add a document on your Scan a document into
computer to QuickBooks. QuickBooks with your
Home scanner.

My Shortcuts

A® My company

K3 s
T Vendors
M Empio;
Drop documents from Outlook, your desktop, or folders here.
B Reports
@ v center

Do More With QuickBooks

@3 Turn on Payroll

@ Accept Credit Cards
& Order Checks & Supplies

) e Update search information

@ Finance with Confidence

To view the Report Center:
Step 1:
Step 2:

Click Reports on the Icon bar to view the Report Center.

You can select from Standard, Memorized, Favorites,
Recent, or Contributed reports. In a later section of this
chapter, you will learn how to prepare a report.

‘Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015
Eile Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Window Help

Contributed
Reports are

Report Center

Memorized Esachy

specialized
reports shared
by other
QuickBooks
users.

You are using a sal Standard
company file
Company & Financial

Create a new company file

My Shortcuts

Home

Do More With QuickBooks.
@i Turn on Payroll

@ Accept Credit Cards.

& Order Checks & Supplies

+ Recommended Services

§ Finance with Confidence

Customers & Receiva
Sales

Jobs, Time & Mileage
Vendors & Payables
Purchases

Inventory

Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

Contractor

Mig & Wholesale
Professional Services
Retail

Nonprofit

Company & Financial
Profit & Loss (income statement)

Profit & Loss Standard

oy s
B e
2008
it
ikl

Profit & Loss Detail

T
EEbbe  shebooks
B bbbk pheks ak:

Dates:  This Month-to-date ~
12112019 127152018

O Hd@eO

Profit & Loss YTD Comparison
Pt Lo 170 Comparion e

[ -

Dates: This Fiscal Year-to-date ~
112019 121512019

O Hd @O

Profit & Loss Prev Year Comparison

[Ty —— Comoan b e

[ T e
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To display
Step 1:

Step 2:

Chapter 1 Quick Tour of QuickBooks 1.29

the Intuit App Center:

Select App Center on the Icon bar to view the Intuit App
Center for organizing apps that work with your
QuickBooks software and data.

Click Learn more to learn more about apps that connect
with QuickBooks.

You are using a sample
company file

Get More Done with Less Effort.

Do More With QuickBooks

@ Turn on Payroll

@ Accept Credit Cards

& Order Checks & Supplies

4 Recommended Services
@ Finance with Confidence

@ Rehiesh £ Pint

Work smarter with apps that connect directly with QuickBooks.

Sync with American Express OPEN
1 Keep your Business Card expenses from piling up at the end of [
account to your QuickBooks company file.

a123 I have a passcode and need to paste it into QuickBooks to continue the app setup.

......

eBillity Intuit Data Protect Salesforce for
QuickBooks

se

To move between open windows in QuickBooks:

Step 1:

Step 2:
Step 3:

Open Windows is
a time-saving
technique to use
when completing
your QuickBooks
assignments.

Select Open Windows on the Icon bar to view all open
windows. Use this feature when you need to switch back
and forth between open windows quickly.

Then select the Report Center.

Close all open windows except the Home page.
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Sample YourName Chapter 1 Rock Castle Construction - QuickBooks Accountant Desktop 2015

File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Window Help

Report Center

You are using a sample § Standard Memorized
company file

Create a new company file

Open Windows.

ComesTy 2 Emenc Company & Financial

Profit & Loss (income statement)

Customers & Receiva
[ Report Center Sales
[ Apps that work _Jobs, Time & Mileage Profit & Loss Standard Profit & Loss Detail

Ven{ jobs, Time & Mileage

Purchases
Emplo a \nventory B8 e e

[ Doc Center (0) Ot e

[ Vendor Center: A Cheu Employees & Payroll o
b
™ Cu: Aber. Banking

Accountant & Taxes
[mm] apshot

Budgets & Forecasts

ks
2508
]
iw
s
o}
e
insas

[ calendar
List

Contractor
& My Shortcuts Dates: This Month-to-date + This Fiscal Year-to-date +
- Mfg & Wholesale

= View Balances 12112018 1211512019 MR0te 127152018

MW Run Favorite Reports Professional Services Qa9 CHd@e

B Open Windows Retai

Nonprofit

Do More With QuickBooks )
Profit & Loss YTD Comparison Profit & Loss Prev Year Comparison

@ Turn on Payroll o toe 0 mmnm" o Comoar s

@ Accept Credit Cards

ety weomn A ates momi el Athem Agem

& Order Checks & Supplies e wee s nllham

4+ Recommended Services

% Finance with Confidence

To save time when working in QuickBooks, you can organize and
arrange My Shortcuts on the Icon bar to suit your specific
QuickBooks needs.

QUICKBOOKS MENUS

You can also access tasks using the Menu bar across the top of the
QuickBooks window.
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Step 1:  Click File on the Menu bar and the following drop-down
menu will appear.

" 151N Edit View Lists Favorites Accountant Com

New Company...
New Company from Existing Company File...
Open or Restore Company...

Open Previous Company »
Open Second Company
Back Up Company »

Create Copy...
Close Company

Switch to Multi-user Mode
Utilities »
Set Up Intuit Sync Manager

Send Company File »
Print Eorms »
Printer Setup...
Send Forms...
Shipping »

Update Web Services
Toggle to Another Edition...
Exit Alt+F4

From the File drop-down menu, you can perform tasks
including the following:

Create a new company file.

Create a new company from an existing company file.
Open or restore an existing company file.

Open a previous company file.

Open a second company file, permitting you to have
two QuickBooks company files open at the same time.
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= Back up your company file.
= Create a copy of your company file.
= Close a company file.

» Switch to multi-user mode when QuickBooks is used
on a network.

= Use utilities such as importing and exporting files.

= Send a copy of your QuickBooks company file to your
accountant.

QuickBooks output tasks include:

* Print or save as a Portable Document Format (PDF) file.

= Print Forms for printing forms, such as invoices, sales
receipts, and tax forms.

= Printer Setup to select a printer as well as fonts and
margins.

» Send Forms to email various QuickBooks forms, such
as sending invoices to customers.

= Ship using FedEx, UPS, and USPS.

In QuickBooks Accountant Edition, the File menu displays
Toggle to Another Edition. This command allows you to
switch to another QuickBooks edition, such as
QuickBooks Pro.

To remove the File drop-down menu from the screen, click
anywhere outside the drop-down menu or press the Esc
(Escape) key.
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Step 2:  Click Edit on the Menu bar and the following drop-down

menu appears:

[}m View Lists Favorites A

Use Register Ctrl+R

Use Calculator

Find... Ctrl+F
Search... F3
Preferences...

QuickBooks has an
onscreen calculator.

From the Edit drop-down menu, you can undo, cut, copy,
paste, and edit information entered in QuickBooks.

The Edit menu changes based upon which windows are

open. For example:

» Click the Home icon to display the Home page, then
click the Purchase Orders icon in the Vendors section

to display the purchase order form.

Step 3: Click Edit menu. Now the Edit menu will appear as

follows:

E’E View Lists Favorites Accountant Cc

Clear

Copy Line

New Purchase Order
Duplicate Purchase Order
Memorize Purchase Order
Change Account Color...

Use Calculator

Find Purchase Orders...
Search...
Preferences...

Ctrl+N

Ctrl+M

Ctrl+F
F3
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Step 4:

Click Lists on the Menu bar to display the following drop-
down menu.

z» Favorites Accountant Company Cusi

Chart of Accounts Ctrl+A
Item List

Fixed Asset Item List

U/M Set List

Price Level List

Billing Rate Level List

Sales Tax Code List |
Payroll Item List
Payroll Schedule List
Class List

Workers Comp List

Other Names List
Customer & Vendor Profile Lists >

Templates
Memorized Transaction List Ctrl+T

Add/Edit Multiple List Entries

From the Lists drop-down menu, you can access various
lists of information.

Chart of Accounts. A list of accounts used to record
transactions.

Item List. A list of inventory items that you buy and sell
or a list of services provided to customers.

Payroll Item List. A list of items related to payroll
checks and company payroll expense such as salary,
hourly wages, federal and state withholding,
unemployment taxes, Medicare, and Social Security.

Templates. A list of templates for business forms, such
as invoices and purchase orders.

Memorized Transaction List. A list of recurring
transactions that are memorized or saved. For example,
if your company pays $900 in rent each month, then
the rent payment transaction can be memorized to
eliminate the need to reenter it each month.
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Step 5:  Click Accountant on the Menu bar to display the drop-
own menu.

E’ Company Customers Vendt

Accountant Center

Chart of Accounts Ctrl+A
Fixed Asset Iltem List

Batch Enter Transactions... |
Client Data Review »
Make General Journal Entries... |
Send General Journal Entries... |
Reconcile

Working Trial Balance |
Set Closing Date...

Condense Data...

Ask Client about Transaction...
View Conversation List...

Manage Fixed Assets

QuickBooks File Manager
QuickBooks Statement Writer

ProAdvisor Program
Online Accountant Resources

From the Accountant drop-down menu, you can access
features accountants use for client services.

= Accountant Center. A central location to organize
accountant tools in QuickBooks.

=  Chart of Accounts. A list of accounts used to record
transactions.

= (Client Data Review. This tool streamlines client file
cleanup tasks.

= Make General Journal Entries. An onscreen journal for
the accountant to make correcting and adjusting
entries.

= Reconcile. The accountant can reconcile client bank
statements.
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Step 6:

Working Trial Balance. The accountant can use this to
review beginning balances, adjustments, and ending
balances.

Set Closing Date. The accountant can set the closing
date for the accounting period.

Condense Data. This feature permits the accountant to
create a period copy of a client’s QuickBooks files. For
example, an accountant might create a period copy of
a client’s 2015 accounting year to provide to the IRS.

View Conversation List. QuickBooks 2015 introduces a
Client Collaborator feature to facilitate accountant and
client communication.

Online Accountant Resources. QuickBooks offers
desktop and online accounting solutions. See Section 3
of this text for more information about QuickBooks
Online Accountant.

Click Company on the Menu bar to display the drop-down
menu.

From the Company menu, you can:

Access company information and, for example, change
the company name.

Set up users and restrict access to certain parts of
QuickBooks.

Change your password.

Set up budgets and use planning decision tools.
Create a To Do List and Reminders.

Access the Chart of Accounts and onscreen Journal.
Enter vehicle mileage.

Set up mobile access to access your QuickBooks data
online on your mobile device.
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ﬁ Customers Vendors Employees Bank

Home Page

Company Snapshot

Calendar

Documents »

Lead Center

My Company |
Advanced Service Administration... |
SetUp Users and Passwords »
Customer Credit Card Protection...

Set Closing Date... !

Planning & Budgeting »
To Do List

Reminders

Alerts Manager

Maintenance Alerts

Chart of Accounts Ctrl+A
Make General Journal Entries...
Manage Currency »

Enter Vehicle Mileage...
Prepare Letters with Envelopes >

Export Company File to QuickBooks Online

Step 7:  The next four items on the Menu bar display drop-down
menus listing various activities related to the four major
types of transactions for a company:

= Customer
=  Vendor
= Employee

= Banking

5

File Edit View Lists Favorites Accountant Company I—Cgstomers Vendors Employees gankinglgeports Window Help

Some of the frequently used activities on these drop-down
menus can also be accessed from the Home page.

Step 8:  Click Reports on the Menu bar to display the list of reports
that QuickBooks can create for your company. These
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reports can also be accessed from the Report Center by
selecting Reports on the Icon bar.

D B wincow_tieip

Report Center

Memorized Reports >
Commented Reports

Company Snapshot

Process Multiple Reports

QuickBooks Statement Writer

Profit & Loss Standard
Customers & Receivables »  Profit & Loss Detail
Sales »  Profit & Loss YTD Comparison
Jobs, Time & Mileage »  Profit & Loss Prev Year Comparison
Vendors & Payables »  Profit & Loss by Job
Purchases »  Profit & Loss by Class
Inventory »  Profit & Loss Unclassified
Employees & Payroll »  Income by Customer Summary
Banking » Income by Customer Detail
Accountant & Taxes »  Expenses by Vendor Summary
Budgets & Forecasts »  Expenses by Vendor Detail
List » Income & Expense Graph
Industry Specific »

Balance Sheet Standard
Contributed Reports »  Balance Sheet Detail
Balance Sheet Summary
Balance Sheet Prev Year Comparison
Balance Sheet by Class
Transaction History Net Worth Graph
Transaction Journal

Custom Reports >

Statement of Cash Flows
Cash Flow Forecast

Step9:  Click Window on the Menu bar to display the drop-down
menu. From this menu you can switch between windows
to display onscreen.

> [ v

Arrange lcons
Close All

Tile Vertically
Tile Horizontally
Cascade

m v 1 Create Purchase Orders

2Home
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Step 10: If not already selected, select Create Purchase Orders from
the drop-down menu.

Step 11: Close the Create Purchase Orders window by clicking the
XI in the upper right corner of the Create Purchase Orders
window.

QUICKBOOKS REPORTS

Preparing reports is an important aspect of an accountant’s role.
QuickBooks offers many different types of reports that can be
customized to meet business needs. To prepare a QuickBooks trial
balance report for Rock Castle Construction:

Step1: To view the Report Center, select Reports in the My
Shortcuts section of the Icon bar.

Standard Memorized Favorites Contributed
You are using a sample
company file

Create a new company file
Company & Financial E’ )
Trial Balance
My Shortcuts sstorm~=
— < & Whal he ending balance for all accounts?

- .
M Empioyees Jobs, Time & Mileage

| Docs Vendors & Payables

Purchases

H Reports

@ /oo conter

Inventory

Employees & Payroll

B User Licenses
- Banking

B} User Licenses Accountant & Taxes
B invoice Budgets & Forecasts

[ My Shortcuts bist

B View Balances Contractor

Mfg & Wholesale
Do More With QuickBooks Professional Services
@ Turn on Payroll Retall
& Accept Credit Cards Nonprofit
&5 Order Checks & Supplies
4 Recommended Services

@ Finance with Confidence

Step 2:  Select Accountant & Taxes from the report categories on
the left of the window.

Step 3:  Select Carousel View.
Step 4:  Select Trial Balance report.

Step 5:  Select the date range: 11/01/2019 To 11/30/2019.
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Step 6:

Select Run icon.

Total Debits equal $1,061,566.46.

+

To keep your
Desktop neat,
consider
adding a
Folder to your
Desktop:

QB Excel
Reports
Templates.
Then
download the
Excel Reports
Templates to
that folder.

Step 7:

Step 8:

Prepare the Go Digital Excel Reports Template for Chapter
1 as follows:

= Go to www.My-QuickBooks.com.
= Select the QB2015 link.

= Download the Go Digital Excel Reports Template for
Chapter 1 to your Desktop.

=  Open the Excel workbook.
= Select File > Save As.

= [Enter file name:
YourLastName FirstName CH1 REPORTS

= The filename extension should be: .xIs or .xlsx

= Close the Excel workbook.

To export the Trial Balance from the QuickBooks software,
with the Trial Balance report displayed on your screen,
select Excel.

Customize Report Comment on Report Share Template Memorize Print v Qv Excel v Hide Header | Collapse Refresh |

Dates LastMonth

~ From 11/01/2019 E To 11/30/2019 E Sod Y Create New Worksheet

Accrual Basis

A P——
YourName Chapter 1 Rock Castle Const.ucti__. Update Exsting Worksheet

Trial Balance
As of November 30, 2019

Nov 30, 19
Debit Credit

60100 - Automobile:60110 - Fuel 1,507.08 -
60100 - Automobile:60120 - Insurance 2,850.24

60100 - Automobile:60130 - Repairs and Maintenance 2,406.00

60600 - Bank Service Charges 125.00

62100 - 110 - Disability 582.06

62100 - 120 - Liability 5,885.96

62100 - Insurance:62130 - Work Comp 12,442.76

62400 - Interest Expense:62420 - Loan Interest 1,863.07

62700 - Payroll Expenses:62710 - Gross Wages 96,551.65

62700 - Payroll Expenses:62720 - Payroll Taxes 7,386.20

62700 - Payroll Expenses:62730 - FUTA Expense 168.00

62700 - Payroll Expenses:62740 - SUTA Expense 1,123.50

63100 - Postage 35.00

64200 - Repairs:64220 - Computer Repairs 0.00

64200 - Repairs:64230 - Equipment Repairs 1,350.00

64800 - Tools and Machinery 2,010.68

65100 - Utilities:65110 - Gas and Electric 1,041.48

65100 - Utilities:65120 - Telephone 24115

65100 - Utilities:65130 - Water 264.00

70100 - Other Income 103.27
70200 - Interest Income 229.16
TOTAL 1,061,566.46  1,061,566.46 !
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103

i8> oo

Step 9:  Select Create New Worksheet.
Step 10: When the following Send Report to Excel window
appears, select Replace an existing worksheet.
Step 11: Click the Browse button and select your CH1 REPORTS
Excel file.
Step 12: From the drop-down list, select the sheet: CH1 TB.
Step 13: Click the Advanced button.
Send Report to Excel x
VWHAT WOULD YOU LIKE TO DO WITH THIS REPORT?
" Create new worksheet
" Update an existing worksheet How it works
@ Replace an existing worksheet
Select workbook
’uLastName FirstName CH1 REPORTS 2015.xls marogse...
lf} CH1TB v Advanced Excel Op
QuickBooks Options:
" Create a comma separated values (.csv) file Keep the follov yg format options from QuickBooks:
¥ Fonts Space between columns
+ Colors v Row height

Excel Options:
Turn on the following Excel features:
w Adyanced... ¥ AutoFit (set column width to display all data)
v Freeze panes (keep headers and labels visible)
+ Show Gridlines

Cancel Help Auto Outline (allows collapsing / expanding)
Auto Filtering (allows custom data filtering)

Step 14:

Step 15:

Step 16:
Step 17:
Step 18:
Step 19:

Ea Include QuickBooks Export Guide worksheet with helpful advice
Create backup worksheet during update

Printing options:
Show report header:
7 On printed report only

U nCheCk Space @ On printed report and screen
+ Repeat row labels on each page
between columns.

Uncheck Include m Cance

QuickBooks Export
Guide worksheet with helpful advice.

Select On printed report and screen.
Click OK.
Click Export.

When the following Export Report Alert window appears,
select Do not display this message in the future.
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Export Report Alert x

g You selected to replace an existing worksheet with new data. Do you want to

continue?

Q v Do not display this message in the future
[
20> v NI

Step 20: Select Yes.

Excel should open on your screen with your QuickBooks Trial
Balance inserted.

Step 1:  Select the T REPORTS sheet tab.

H - :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT QuickBooks »
fe -

K18

A B C D E F G H [4]
1 Computer Accounting with QuickBooks 2015 by Donna Kay
2 Chapter 1 Reports
3 Chapter 1 Sheetname
4 9 X * Trial Balance CH1TB
5 Exercise 1.1
6 * Task 2: Profit & Loss Statement EX1.12PL
7 * Task 3:Balance Sheet EX1.1.3BS
8
9
10
11 Project 1 Reports
12 Project 1 Sheetname
13 *  Profit & Loss Statement, Standard PR13PL
14 *  Profit & Loss Statement, Detail PR1.4 PLDET
15 * Balance Sheet, Standard PR1.5 BS
16 * Balance Sheet, Summary PR1.6 BS SUM
17
18
19
20
21 -

READY H M -——F—+ 100%

Step 2:  Mark the report sheet you completed by inserting an “x”.

Step 3: Save your CH1 REPORTS Excel workbook using the
filename: YourLastName FirstName CH1 REPORTS.
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Step 4:  (Optional) If you would like to print the Trial Balance
report, with the Trial Balance displayed on your
QuickBooks screen, select Print to print the report.

Step 5:  Click the XI in the upper right corner of the Trial Balance
window to close this report. If asked if you would like to
memorize the report, click No.

QuICKBOOKS HELP MENU

QuickBooks has several Help features to assist you in using
QuickBooks software.

Step 1:  Click Help on the Menu bar to display the drop-down
menu of Help features.

+ = . o@
See C ti
Efforsoirr:ec 8 Q QuickBooks Help
Appendix C: Ask Intuit
QuickBooks
Issue Resolution What's New
for information
about fixing Quick Start Center
errors.
Find Training...
Learning Center Tutorials
Support |

Find ALocal QuickBooks Expert
Send Feedback Online >

Internet Connection Setup
Year-End Guide

Add QuickBooks Services

App Center:Find More Business Solutions

Update QuickBooks... |
Manage My License >

Manage Data Sync >

QuickBooks Privacy Statement
About Automatic Update

About QuickBooks Accountant Desktop 2015...
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Step 2:

Help features of QuickBooks include:

» QuickBooks Help with search, relevant topics, and
online forum

= Ask Intuit contains online support for Intuit, Community,
and IRS results to your questions

= Quick Start Center with videos about using QuickBooks

» Learning Center Tutorials offer tutorials to learn
QuickBooks

= Support links to online QuickBooks support and resource
centers

* Year-End Guide offers assistance in closing the
accounting period

= App Center: Find More Business Solutions links to a
website containing small business software applications

= Register QuickBooks permits you to register your
QuickBooks software

Select QuickBooks Help from the Help menu, and the

following Have a Question? window will appear.

® Have a Question? -0 %
& -9

© Answers in Help
Gets d with QuickBooks

Show more community answers

At the top of the window, you can type in your question.
Results can be viewed as:
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Step 3:
Step 4:
Step 5:

!

Ask your
instructor if
you should Go
Digital or use
paper
printouts. See
Appendix D
for more
information
about going
digital.

Step 6:

Chapter 1 Quick Tour of QuickBooks 1.45

= Answers in Help. Links to relevant help topics appear in
this section.

= Answers from Community. This acclaimed QuickBooks
online forum permits QuickBooks users to share
questions and answers to QuickBooks questions.

= Still need help? This option includes Ask our community
of experts where you can post your question to
QuickBooks’ live community of experts and superusers.

Next, you will use QuickBooks Search to search for
information about exporting QuickBooks reports to Excel
software.

In the Search field, type: export to Excel.
Click the search icon.

Select Export a report to Excel.

o Have a Question? -0 x

@ Answers in Help

(4

o

Show more answers

@ Answers from Community

2014, 1 cannot &;

r 2 nonprofits. |

Show more community answers

Still need help?

Read about how to export QuickBooks reports to Excel. To
print the Help information, click the Print icon, then select
your printer and click Print.
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.QBM files,
QuickBooks
movable files,
also called a
portable file, can
be used to email
or move a
company file to
another
computer.

Two types of

QuickBooks files

used by

accountants are:

1. Accountant’s
Copy Transfer
File ((QBX)

2. Accountant’s
Copy Working
File (QBA)
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SAVE COMPANY FILES

Two types of QuickBooks files you will use are:

1. .QBW file. The QuickBooks working file in which you can
enter accounting data and transactions.

2. .QBB file. The QuickBooks backup file used to move a
QuickBooks file to another computer or if the working file
(.QBW) fails. The data files provided for you with this text are
.QQBB files. Because .QBB files are compressed, the .QBB file
must be restored (unzipped) using QuickBooks software.
Unlike Excel files, for example, .QBB files cannot be opened
by clicking on the file.

The .QBW file is the only QuickBooks file in which you can enter
data and transactions. When you enter transactions into a .QBW file,
the information is automatically saved. The typical workflow for a
business is to use the .QBW file to record transactions and
periodically back up to a .QBB (backup) file.

A sound disaster recovery plan includes a backup system. For
example, a good backup system is to have a different backup for
each business day: Monday backup, Tuesday backup, Wednesday
backup, and so on. Then if it is necessary to use the backup file and
the Wednesday backup, for example, fails, the company has a
Tuesday backup to use. Furthermore, it is recommended that a
business store at least one backup at a remote location.

Typically, the backup file is used only if the company’s working file
(.QBW) fails. Then the backup file (.QBB) can be restored and used.
So it is important that the backup copy is as up to date as possible in
case it must be used to replace lost company data. The backup file
(.QBB) is compressed and must be restored to a working file ((QBW)
before you can use it to enter data or transactions.

For your backup schedule, you will save a .QBB file at the end of
each chapter, exercise, project, or case.

To complete your Computer Accounting with QuickBooks
assignments, you can use one of the following two approaches:
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If you have
questions about
which approach
to use, check
with your
instructor.

computer.

Restart & Restore Approach. Required if you are switching

computers.

Chapter 1

Workflow

Quick Tour of QuickBooks 1.47

. Workflow Approach. Saves you time if you are using the same

aQBW

QBB

START

i

Open QB Software

v

Restore CH1DATA | _

QBB DATA STARTER FILES

QBB BACKUP FILES

STARTER QBB File |

» DATA STARTER FILE :

v

Complete
Assignments

¥

Create QBB " My QBB '
Backup File : BACKUP FILE :

-

Complete Next
Assignment Using
Same QBW File

¥

Create QBB 5! My QBB '
Backup File : BACKUP FILE .

-

Repeat

WORKFLOW APPROACH

Use the Workflow approach if you will be using the same computer
to complete your QuickBooks assignments. Just as in a business
workflow, since you are using the same computer, you can continue
to use the same .QBW file. You will make backups at the end of each
chapter and exercise. You will only use the backup if your .QBW file
fails you.

Look for this Workflow icon for instructions for this approach.
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Restart & Restore

QBW

QBB

QBB DATA STARTER FILES

Complete Next
Assignment Using
Restored QBW File

Create QBB
Backup File

END

RESTART & RESTORE APPROACH

Use the Restart & Restore approach if you will be moving between
campus and home computers. When you finish your QuickBooks
work session, you will back up to a .QBB file in order to move the

QuickBooks file to another computer.

When you restart your work session on another computer, you will

restore the backup (.QBB) file.
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There are actually two ways you can do this:

= Restore your own .QQBB file. The advantage to using your own file
is that your name is already included in the company name.

= Restore the .QBB data file that comes with the Computer
Accounting with QuickBooks text (available on CD or download
from the Online Learning Center). There is a .QBB data file for
each chapter except chapters 8, 10, and 13. The advantage to
using the data file provided with your text is that you avoid
carrying forward any errors in your company file.

Look for this Restart & Restore icon for instructions for this approach.

QUuICKBOOKS BACKUP (.QBB) FILES

ile.

Step 1:
Step 2:
Step 3:

Look for this Backup icon to remind you to back up your QuickBooks

=D

To save a backup (.QBB) file:
With your QuickBooks file (*.QBW) open, click File.
Select Back Up Company.

Select Create Local Backup.

» iz Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking R

B

New Company...
New Company from Existing Company File...
Open or Restore Company...

Open Previous Company

Open Second Company

Back Up Company
Create Copy...
Close Company

Switch to Multi-user Mode
Utilities
Set Up Intuit Sync Manager

Send Company File

Print Eorms
Printer Setup...
Send Forms
Shipping

Update Web Services
Togagle to Another Edition...

Exit Alt+F4

Step 4:

Step 5:  Select Next.
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Create Local Backup
Restore Previous Local Backup »

Setup /Activate Online Backup

When the following window appears, select Local backup.



+

Instructions
for backing up
QuickBooks
files are also
contained in
Appendix B:
Back Up &
Restore
QuickBooks
Files.

You can
schedule a
backup at
regular
intervals or
every time
you close a
QuickBooks
company file.

+

Create a QBB
Backup Folder
on your
Desktop. Then
save your
QBB files to
that Desktop
folder.

Backup files
can also be
saved using
QuickBooks
Online
Backup
service.
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Create Backup x

Make a backup copy of everything you need to recreate your company file in case of

55

accidental loss or damage to your data.

7 Online backup

Do you want to save your backup copy online or locally?

Get automatic, online backup for your QuickBooks data and other important
documents using Intuit's online backup solution (fees may apply).

Try now or learn more

g&’ @ Local backup

Save locally to a removable storage device (such as a CD or USB flash drive)

or to a folder on your network.

Options

Back 9 Next

Finish

Click Options to change your current backup settings.

Help Cancel

Step 6:

Step 7:
Step 8:

Step 9:

If the following Backup Options window appears, to make
it easier to find your backup files, click the Browse button.

Select Desktop.

Click OK to close the Browse for Folder window. Click OK
again to close the Backup Options window.

Backup Options x

Use this window to set default options for your manual and automatic backups.

LOCAL BACKUP ONLY

Tell us where to save your backup copies (required)

» Desktop\

Add the date and time of the backup to the file name (recommended)

v

ONLINE AND LOCAL BACKUP

you save.
@ Complete verification (recommended)
0 Quicker verification

3 No verification

m Cancel Help

ﬁ Browse..

v/ Remind me to back up when | close my company file every 1 times.

Select an option to verify that your company data is OK (thatis, not corrupted) when

Help me choose

Select Use this Location if a QuickBooks warning window

appears.
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Select Save it now.

&=

a m @ Save it now

Back m Finish Help Cancel

When do you want to save your backup copy?

7 Save it now and schedule future backups

7 Only schedule future backups

Note: If you are saving your backup copy to a removable storage device such as a CD
or USB flash drive, insert the CD or connect the device now.

Step 11:
Step 12:

Step 13:

Step 14:

Step 15:

Select Next.

When the following Save Backup Copy window appears,
the Save in field should automatically show: Desktop.

Update the File name field as shown to: YourName
Chapter 1 (Backup). Depending on your operating system
settings, the file extension .QBB may appear automatically.
If the .QBB extension does not appear, do not type it.

The Save as type field should automatically appear as
QBW Backup (*.QBB).

Click Save.
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Qb Save Backup Copy
IgSave in: ’- Desktop - @3 @
I =

= Toese Librari
- ibraries
- 1| System Folder & System Folder
Recent Places J@L] ’ ’

1 [ Computer Network
- &&/ System Folder @! System Folder
Desktop ‘
— . Parallels Shared Folders
= ] / Shortcut

=) # 135KB

Your windows

settings

determine T
Lib

whether the franes

.QBB displays i

Q play ﬁb&‘

automatically.
Computer

N
(! File name: w YourName Chapter1 (BackmBB % ['agave
Network
Save as m’ﬂ} QBW Backup ("QEB) v Cancel

Step 16: When the following message appears, click OK.

QuickBooks Information

"’\.' QuickBooks has saved a backup of the company file for YourName Chapter 1
' Rock Castle Construction to C:\Desktop\YourName Chapter 1 (Backup) QBE.

g ok

» If you are using the workflow approach, leave your .QBW file open
and proceed directly to Exercise 1.1.

« If you are using the Restart & Restore approach and are ending your

computer session now, use the following directions to close the

company file and exit QuickBooks. When you restart, you will
restore your backup file to complete Exercise 1.1.
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CLOSE COMPANY

To close a QuickBooks company file:

Step 1:  From the Menu bar, select File.

» 151N Edit View Lists Favorites Accountant Com

New Company...
New Company from Existing Company File...
Open or Restore Company...

Open Previous Company »
Open Second Company
Back Up Company »

Create Copy...

Q Close Company

Step 2:  Click Close Company.

If the company file is left open when you exit QuickBooks, the next
time anyone uses the QuickBooks software, the company file might
still be open, permitting access to your company accounting records.

ExIT QUICKBOOKS

To exit QuickBooks, click the & in the upper right corner of the
QuickBooks window, or click File menu > Exit.
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WWW.MY-QUICKBOOKS.COM

Go to www.My-QuickBooks.com to view additional QuickBooks
resources including Excel Reports Templates, QuickBooks videos,
and QuickBooks Hot Arrows and Hot Topics. The Hot Topics can be
viewed on your computer or tablet and feature frequently used
QuickBooks tasks. Bookmark www.My-QuickBooks.com for your
future use.

MULTIPLE-CHOICE PRACTICE TEST

A Multiple-Choice Practice Test for Chapter 1 is on the Computer
Accounting  with  QuickBooks Online Learning Center at
www.mhhe.com/kay2015. Try the Practice Test and see how many
questions you answer correctly.

EXTRAS!

Section 3: Quick Guide contains quick, easy step-by-step directions
for frequently used QuickBooks tasks, including correcting errors.
You can find Quick Guide at the back of your text

Quick Check is a list of the reports and documents that you are to
deliver to your instructor for grading. You can find the Chapter 1
Quick Check at the end of the chapter or online at
www.mhhe.com/kay2015. Staying organized saves time. Use the
checklist to organize your reports, checking off the reports as
completed. Then include the checklist with your reports for grading.

Go Digital using Excel templates. Download Excel templates at
www.My-QuickBooks.com. See Appendix D: Go Digital with
QuickBooks for instructions about how to save your QuickBooks
reports in Excel or your QuickBooks documents in PDF. Check with
your instructor to see if you should go digital.

LEARNING ACTIVITIES

Important: Ask your instructor whether you should Go Digital to
complete the following assignments (see Appendix D: Go Digital
with QuickBooks) or print.
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directions.
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EXERCISE 1.1: PRINT FINANCIAL STATEMENTS

SCENARIO

While working at your computer, you notice Mr. Castle heading
toward you. Adding another stack of papers to your overflowing
inbox, he says, “I need a profit & loss statement and a balance
sheet for November as soon as possible. | haven't seen any
financial statements since our former accountant left.”

As he walks away, Mr. Castle calls over his shoulder, “From now
on I'd like a P&L and balance sheet by the first of each month.”

TASK 1: OPEN COMPANY FILE

WORKFLOW

If you will be using the same computer and the same Chapter
1.QBW file, you can use the Workflow approach.

If your Chapter 1.QBW file is not already open, open it by
selecting File > Open Previous Company. Select your Chapter 1
.QBW file. If a QuickBooks Information window appears with a
message about the sample company file, click OK.

Add YourName Exercise 1.1 to the company name by selecting
Company menu > My Company.

z RESTART & RESTORE

If you are not using the same computer that you used in Chapter 1,
you must use the Restart and Restore approach.

Restore your Chapter 1 Backup.QBB file using the directions in
Appendix B: Back Up & Restore QuickBooks Files.

After restoring the file, add YourName Exercise 1.1 to the
company name by selecting Company menu > My Company. If a
QuickBooks Information window appears with a message about
the sample company file, click OK.

The company name appears on reports and can differ from the file name. See
Quick Guide for additional instructions for changing the company name.
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TASK 2: PRINT PROFIT & LOSS STATEMENT

The Profit & Loss Statement (also called the Income Statement) lists
income earned and expenses incurred to generate income.
Summarizing the amount of profit or loss a company has earned, the
Profit & Loss Statement is one of the primary financial statements
given to bankers and investors.

Prepare the Profit & Loss Statement for Rock Castle Construction by
completing the following steps:

Step 1:  Click Reports in the Icon bar.
Step 2:  Select type of report: Company & Financial.
Step 3:  Select report: Profit & Loss Standard.

Step 4:  Select the date range: Last Month. The Dates field will
now be: 11/01/2019 To 11/30/2019. Select the Run icon.

Step 5:  Export the report to Excel using the Go Digital Excel
Reports template or print the report as follows:

= C(Click the Print button at the top of the Profit & Loss
window. Select Report.

= Select Portrait orientation.
= Select Fit report to 1 page(s) wide.
= Click Print to print the Profit & Loss Statement.

Step 6:  Click the [XI in the upper right corner of the Profit & Loss
window to close the window.

)
Net income is $16,507.99.

Step 7:  Highlight the single largest income item appearing on the
Profit & Loss Statement for the month of November.

Step 8:  Highlight the single largest expense item appearing on the
Profit & Loss Statement for the month of November.
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TASK 3: PRINT BALANCE SHEET

The Balance Sheet is the financial statement that summarizes the
financial position of a business. Listing assets, liabilities, and equity,
the Balance Sheet reveals what a company owns and what it owes.

To prepare the Balance Sheet for Rock Castle Construction at
November 30, 2019, complete the following steps:

Step 1:

Step 2:
Step 3:

Step 4:

Step 5:

4

Step 6:

From the Report Center window, select type of report:
Company & Financial.

Select report: Balance Sheet Standard.

Select date range: Last Month with Dates field From
11/01/2019 To 11/30/2019. Select the Run icon.

Export the Balance Sheet to Excel using the Go Digital
Excel Reports template or print the Balance Sheet.

Click the XI in the upper right corner of the Balance Sheet
window to close the window.

Total Assets equal $652,098.45.

Highlight the single largest asset listed on Rock Castle
Construction’s November 30, 2019 Balance Sheet.

TASK 4: SAVE EXERCISE 1.1 FILE

Save a backup of your Exercise 1.1 file. Use the file name:

YourName Exercise 1.1 Backup.QBB. See Appendix B: Back Up &
Restore QuickBooks Files for instructions.

Leave your QuickBooks .QBW file open if you are completing
Exercise 1.2 now.

WORKFLOW

If you are proceeding to Chapter 2 and using the same computer, you
can leave your .QBW file open and use it for Chapter 2.

RESTART & RESTORE
If you are stopping your QuickBooks work session and changing

computers, you will need to restore your .QBB file when you restart.
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EXERCISE 1.2: QUICKBOOKS HELP

In this exercise, you will use QuickBooks Help to obtain additional
information about using QuickBooks.

Step 1:

Step 2:
Step 3:

Use QuickBooks Help to search for an answer to the
question: When do I use a backup vs. a portable company
file?

Print the information you find.

Circle or highlight the information on the printout about
differences between backup files and portable files.

EXERCISE 1.3: QUICKBOOKS HELP

In this exercise, you will use QuickBooks Help to obtain additional
information about using QuickBooks.

Step 1:

Step 2:
Step 3:

Use QuickBooks Help to search for information about a
QuickBooks feature of your choice.

Print the information.

Circle or highlight the information on the printout that you
find the most useful.

EXERCISE 1.4: WEB QUEST

Intuit Marketplace offers a variety of apps that work with QuickBooks
data. To explore some of these apps, complete the following steps.

Step 1:
Step 2:

Go to the website: apps.intuit.com.

On the Intuit Apps website, what apps do you find the
most useful? Print information about the app you would
rate the highest.
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CHAPTER 1 QUICK CHECK

NAME:

INSTRUCTIONS:

1. CHECK OFF THE ITEMS YOU COMPLETED.
2. ATTACH THIS PAGE TO YOUR PRINTOUTS.

CHAPTER 1

O * Trial Balance

[0 Export to Excel Help
EXERCISE 1.1

O * Task 2: Profit & Loss Statement
0 * Task 3: Balance Sheet

EXERCISE 1.2
[0 Help Topic Printout

EXERCISE 1.3

[0 Your Choice Help Topic Printout
EXERCISE 1.4

O Intuit App Printout

!

Ask your instructor if
you should Go Digital
(Excel* or PDF) or use
paper printouts.

* Export these reports to
CH1 REPORTS Excel
template.

Iltems without * cannot be
exported to Excel. Such
items must be saved as PDF
or printed. Ask your
instructor.

NOTE TO INSTRUCTORS

* Identifies assignments
exported to Excel that can
be speedgraded using the
QuickBooks QuickGrader.

‘ Download Go Digital Excel templates at www.My-QuickBooks.com.
* Export these reports to CH1 REPORTS template.
- REFLECTION: A WISH AND A STAR

Reflection improves learning and retention. Reflect on what you have

learned after completing Chapter 1.

A Star:

What did you like best that you learned about QuickBooks in

Chapter 1?

A Wish:

If you could pick one thing, what do you wish you knew more about

when using QuickBooks?
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PROJECT 1 LARRY’S LANDSCAPING

SCENARIO

Larry’s Landscaping just hired you as an accounting consultant to maintain its
accounting records using QuickBooks financial software. The QuickBooks
company file for Larry’s Landscaping has already been created and transactions
have been entered. Your assignment is to complete the following steps to export
reports to Excel and then email them to the finance director at Larry’s.

To complete this project, download the Go Digital Reports Excel template for
Chapter 1 at www.My-QuickBooks.com. To ensure your success at going digital,
caretully follow the instructions provided in the Excel template.

1.

Restore the Project 1 data file (.QBB file) for Larry’s Landscaping. Update the
Company Name to: YourName Project 1 Larry’s Landscaping.

Download the Go Digital Reports Excel template for Chapter 1. Save the Excel
file using the file name: YourLastName FirstName CH1 REPORTS. (If you have
already downloaded the Chapter 1 Reports Excel template for prior Chapter 1
assignments, you will use that template for this project assignment.)

Using the Chapter 1 Reports Excel template, export to Excel the Profit & Loss
Standard for Larry’s Landscaping for the last fiscal year, October 1, 2018
through September 30, 2019. Highlight the single largest income item.
(Important: Remember to uncheck Space between columns, uncheck Include
QuickBooks Export Guide worksheet with helpful advice, and select Show
report header: On printed report and screen.)

Export to Excel the Profit & Loss Detail for Larry’s Landscaping for the last fiscal
year, October 1, 2018 through September 30, 2019. Which type of landscaping
service produces more revenue for Larry’s: Installation or Maintenance &
Repairs? Highlight your answer.

Export to Excel the Balance Sheet Standard for Larry’s Landscaping for the last
fiscal year ending September 2019. Highlight the largest liability on the balance
sheet.

Export to Excel the Balance Sheet Summary for Larry’s Landscaping for the last
fiscal year, ending September 2019. Highlight the largest asset.

Mark the reports completed on the T REPORTS sheet. Save your Excel file.
Save a .QBB backup of your work.
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v PROJECT 1T QUICK CHECK

NAME:

INSTRUCTIONS:

1. CHECK OFF THE ITEMS YOU COMPLETED.
2. ATTACH THIS PAGE TO YOUR PRINTOUTS.

PROJECT 1
* Profit & Loss Statement, Standard
Profit & Loss Statement, Detail
* Balance Sheet, Standard
* Balance Sheet, Summary

I R

!

Ask your instructor if
you should Go Digital
(Excel* or PDF) or use
paper printouts.

NOTE TO INSTRUCTORS

* Identifies assignments that
can be speedgraded using
the QuickBooks
QuickGrader.

‘ Download Go Digital Excel templates at www.My-QuickBooks.com.
* Export these reports to CH1 REPORTS template.
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NOTES:
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