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Dear Test Candidate,

In preparation for the QuickBooks Certified User exam, we've put together a
set of practice exercises and example exam questions for you to review. What
you'll find in this packet are:

e Topic areas and objectives for the exam.
* Practice exercises with image assets.
® Practice exam items.

We've assembled materials from the QuickBooks software to highlight a few
of the more challenging techniques covered on the exam. You can work
through these technical guides with the provided images included in each
exercise. Additionally, we've included the certification objectives so that

you are aware of the elements that are covered on the exam. Finally, we've
included practice exam items to give you a feel for some of the questions
covered on the certification exam.

These materials are meant to help you familiarize yourself with the areas of the
exam but it is not comprehensive across all the objectives.
To find additional resources, visit www.certiport.com/QuickBooks.

Thank you,
Certiport, Inc.
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Exam Structure

The following lists the topic areas and percentages of questions delivered

in each topic area:

Topic Area
QuickBooks Setup

QuickBooks Utilities and General Product Knowledge

List Management
ltems

Sales

Purchases

Payroll

Reports

Basic Accounting

Customization/Saving Time

Number of Questions, Time and Versions

e 50 questions

e 50 minutes

e Covers QuickBooks Desktop
e Multiple choice

e Online proctored exam

After taking the exam, your score is electronically reported and a PDF of your

% of Exam

6%
10%

6%

8%
10%
10%
12%
16%
10%
12%

certificate will be located on your digital transcript. You can access your transcript

once you are registered at www.certiport.com.
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Domain 1.0
QuickBooks Setup

A student should know:

1.1

1.2

1.3

1.4
1.5

What information is required before they set
up a QuickBooks file

How to start a new company data file in
QuickBooks (Easy Step Interview)

How to keep the lists and preferences from
an old file while removing old transactions
How to customize the home page

How to set up lists (customers, vendors,
items, etc.). This includes understanding
which names and items should appear on
which lists.

Domain 2.0
QuickBooks Utilities
and General Product Knowledge

A student should know:

21

2.2

2.3

24

2.5

2.6
2.7

How to navigate or move around
QuickBooks (use home page, menus, icon
bar, etc)

How to back up and restore a data file

How to determine the release number and
how to update QuickBooks

How to use QuickBooks in single-user and
multi-user mode

What versions and editions of QuickBooks
are available for a specific year (desktop
version)

How to password protect QuickBooks

How and why to use preferences

Domain 3.0
List Management

A student should know:

3.1 How to manage lists (customers, vendors,
items, etc.). List management include:

3.1.1 Adding new entries
3.1.2 Deleting entries
3.1.3 Editing entries
3.1.4 Merging entries

Domain
4.0 Items

A student should know:

4.1 How QuickBooks uses items to perform the
necessary accounting entries

4.2 The different types of items and when to use
each type

4.3 How to use items for different types of
scenarios. These include companies that
sell:

4.3.1 Products for a specified price
4.3.2 Services for a specified price

4.3.3 Unique products or services that have
different prices for each sale

4.3.4 One service or product

Domain 5.0
Sales

A student should know:

51 Who should be listed in the Customer
Center



5.2 How to navigate and use the Customer
Center

5.3 How to complete the workflow (from the
sale to making the deposit) for:

5.3.1 Invoicing (A/R)
5.3.2 Sales Receipts (no A/R)

5.4 How QuickBooks uses the Undeposited
Funds, Accounts Receivable, and checking
accounts in the invoicing cycle.

5.5 How and why to record a customer credit
5.6 How and why to create statements

5.7 How to handle bounced (NSF) checks

Domain 6.0
Purchases

A student should know:

6.1 Who should be listed in the Vendor Center
6.2 How to navigate and use the Vendor Center

6.3 The different workflows for making
purchases

6.3.1 Entering and paying bills (A/P)
6.3.2 Writing checks

6.3.3 Using a Credit Card

6.3.4 Using a Debit Card

6.4 How to record the transactions in the
purchase workflows

6.5 How and why to record a Vendor credit

6.6 How to complete the inventory workflow
(PO to payment)

6.7 How to set up, collect and pay sales tax

6.6 Bank reconciliation

Domain 7.0
Payroll

A student should know:

7.1 The differences between the Payroll Services
available from QuickBooks

7.2 How to set up Payroll (including employees,
Federal and State taxes and basic Payroll
deductions) using the Payroll Setup Wizard.

7.2.1 How to set up an employee’s earnings and
sick or vacation time

7.2.2 How to track sick or vacation time
(accruing hours and using "banked” hours)

7.3 How and why to setup Payroll Schedules

7.4 How to run Payroll
7.5 How and why to pay Payroll Liabilities

7.6 How to prepare payroll forms (941, W2) in
QuickBooks

7.7 Track time and use it for payroll or for
invoicing customers

Domain 8.0 Reports
A student should know:

8.1 Why and how to use the Report Center

8.2 How to customize reports (report
modifications, collapsing subaccounts, etc)

8.3 The basic question that each report answers
(basic understanding of each report)

8.4 How and why to process multiple reports

8.5 How and why to send reports to Excel
(understand and use the basic and
advanced tab)

8.6 How and why to process multiple reports

8.7 How to memorize reports

Domain 9.0
Basic Accounting

A student should know:

91 What the basic financial statements are and
have a basic understanding of what they
mean.

9.2 The difference between cash and accrual
reports

9.3 How and why to set a closing date

9.4 How to enter a Journal Entry if asked to do
so by an accountant (they do not need to
fully understand what accounts to debit or
credit)

Domain 10.0
Customization/Saving
Time and Shortcuts

A student should know:
10.1 How and why to memorize transactions
(automatically enter)

10.2How to set up multiple users and what level
of access can be granted or denied

10.3 How and why to create custom fields
(customers, vendors, and employees)

10.4How to customize an invoice



This section of the study guide will provide guidance to complete key QuickBooks exercises that
could be included on the certification exam. It will cover the following QuickBook exercises:

ok wh -

How to Add a Payroll Deduction

How to Create a Customer Statement

How to Issue a Vendor Credit in QuickBooks
How to Merge (Combine) Entries on a List
How to Create a Progress Invoice

How to Send a Report from QuickBooks to Excel




1. How To Add A Payroll Deduction

In this section, you create payroll items. A payroll
item is anything that affects the amount of a
paycheck. It also includes company expenses

(like matched taxes). For instance, if you pay an
employee a salary, it affects the amount of their
paycheck and must be set up as a payroll item or
a deduction for medical insurance. If you deduct
it from an employee's check, it must be set up as a
Payroll ltem.

When you first set up payroll, the QuickBooks
Payroll Setup wizard helps create your company's
payroll items. However, as your needs change, you
might need to add or edit payroll items. You learn
how during this practice exercise.

Add Payroll Item

1. You decide to offer health insurance at your
company. Add the payroll item. Click the
Employees menu and select Manage Payroll
Items >New Payroll Item.

2. Choose the EZ Setup method and click Next.

3. Select Insurance Benefits as the type and click
Next.

4. QuickBooks loads the Payroll Setup Interview.
Select Health insurance. Click Next.

5. QuickBooks asks how your company pays
health insurance. In this case, the employee
pays the full cost. Select the third option.

6. QuickBooks gives you two more choices. In this
case, health insurance is an after-tax deduction,
so click Payment is deducted after taxes and
click Next. Please note: The only way you can
deduct money before taxes are calculated is
if Congress passed a law that allows you to do
this. With certain health insurance plans, there is
alaw (Section 125) that allows health insurance
deductions before taxes are calculated. If you're
not sure, always check with an accountant.

7. Next, enter information about when and who
you pay for the insurance. Click the Payee drop-
down list and select Sergeant Insurance.

== Select setup method

ﬁ.«‘ Select the setup method you would like to use to create a new item.
<

é%

Nl - s
é? X 7 Custom Setup (allows editing of all settings; recommended for expert users)
IS

\t2

Ol :EZ Setup (uses standard settings; recommended for most users}i

s [ o Help

Cancel

Add New

Set up insurance benefits

What kinds of insurance benefits do you provide for your employees? Choose all that apply:

Health insurance

[] Dental insurance
[ Vision insurance
Other Insurance
[] Group Term Life Explain
[F] Health Savings Account  Explain
[F] S Corp Medical Explain
[F] Other Insurance
[F] Medical Care FSA Explain

[F] Dependent Care FSA

Cancel

New

Tell us about health insurance

How is Health Insurance paid?

@ Company pays forall of it
@ Both the employee and company pay portions

@ Employee pays for all of it

Is the employee portion deducted before or after taxes are calculated?

@ Payment is deducted after taxes
@ Payment is deducted BEFORE taxes (section 125)

Help me decide which one
to choose.

Cancel < Previous




8. Enter account number 51233. This account
number appears as the Memo on the Payroll
Liability check QuickBooks creates when you
pay Sergeant Insurance.

9. Then, enter the Payment frequency for the
insurance. In this case, payment is due on
the 15th of the month for the prior month's
insurance. Click Monthly. This step is very
important. If you don't set the frequency, the
Liability will not show up in the "Pay Scheduled
Liabilities” section of the Payroll Center. This
means you may forget to pay it!

10. Then, click the drop-down list, select 15 and
click Next.

11. Click Finish.

Edit Payroll Item

1. To edit a payroll item, first open the Payroll
[tem List. Click the Employees menu and select
Manage Payroll Items >View/Edit Payroll Item
List.

2. Why do you need to edit the payroll item?
The standard employee deduction for Health
Insurance is $50 per week. Did QuickBooks
enter the rate for you? No. For this (and other
reasons) we recommend that you always edit
an item after you set it up. Double-click Health
Insurance.

3. QuickBooks calls the deduction Health
Insurance (taxable). Change the name to
Medical Insurance. The name you enter here
will appear on paycheck and reports. So choose
something you know your employees will
recognize and understand. Click Next.

4. Now, enter the Liability account for the
deduction. QuickBooks automatically
points the deduction to an account called
Payroll Liabilities (because this is money
you owe). If you want more detail on financial
statements, create subaccounts for payroll
liabilities. Then, point individual payroll items
to the subaccounts. Point the deduction to a
subaccount called Employee Health Insurance
Payable and click Next.

In the next few windows, you will just click next
to get to the end of the Wizard. In most cases,
you don't need to make any changes.

Set up the payment schedule for health insurance

Payee (Vendor) ‘Sergeant Insurance v  Explain
Account # 51233

(The number the payee uses to identify you. Example: 99-39999X)
Payment frequency @ Weekly, on Monday

© for the previous week’s liabilities
© Monthly, on the ¥ day of the month for the previous month's liabilities

© Quarterly, onthe |1  day of the month for the previous quarter's liabilities

@ Annually, on January [l ¥ for the previous year's liabilities

@ Idon'tneed a regular payment schedule for this item

E
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Payrolitem v Activities ~ Reports <~

Edit payroll item (Deduction:Medical Insurance)

== Name used in paychecks and payroll reports
My

Enter name for deduction:

é%‘:;c} ({edical Insurance ) |

For example, if you are creating a deduction for employee 401(k) plan, you

0»9\ may want to call it'401(k).
é« (] Track Expenses By Job
To track expenses by customer and job, by class, and by service item, selectthe checkbox.
For more information, click Help.

Payroll item is inactive
To hide this item on the Payroll Item list, select the checkbox.

Back m Finish Help Cancel

Edit payroll item (Deduction:Medical Insurance)

Agency for employee-paid liability

Entername of 3gencyto  gergeant Insurance -
which liability is paid: g

Enter the number that 51233

0 identifies you to agency:
-
Liability account G Payroll Liabilities:Emp. Health Ins Payable  ~ D

(employee-paid).
This liability account tracks deductions to be paid. You can change this
account at any time.

Back Next Finish Cancel




5.

6.

7.

In Tax tracking type window, specify how to
classify the deduction on tax forms. QuickBooks
enters the correct information, so click Next.

In the Taxes window, enter how the deduction
affects taxes in this window. Again, QuickBooks
enters the information for you, so click Next.

Do you base the insurance deduction on a
quantity or hours, or neither? In this case, select
Neither and click Next.

In the Gross vs. net window, identify how
QuickBooks calculates the deduction based
on gross pay, or based on net pay. Medical
Insurance is not calculated, it's a flat amount
per paycheck. In this window, you also specify
how the deduction appears on payroll
reports, subtracted directly from gross pay, or
subtracted from net pay. QuickBooks already
specified that this is a net pay deduction. Click
Next.

Edit payroll item (Deduction:Medical Insurance)

Tax tracking type

The tax tracking type determines how the payroll item appears on taxforms. Be sure to choose
the correct tax tracking type to ensure that your forms are correct 5

None X

Are you sure you want‘None’ as the tax tracking type?

"None’ is typically used for payroll items such as net additions, deductions, or
company contributions that don't affect taxes or tax forms. These include
items such as expense reimbursements, miscellaneous after-tax fees,

| loans, and chari contribution R

If you want to report this payroll item on your tax forms, choose a different tax
tracking type.

Back Next Finish Cancel

Edit payroll item (Deduction:Medical Insurance)

Taxes

Based on the taxtracking type youVe chosen, QuickBooks automatically selects the taxes that
are almost always affected by this payroll item. In most cases, you don't need to change the
selections you see here.

o PAYROLLITEM & Click Defaultto revert
‘ederal Unemployment 4 toQuickBooks
seftings.
Federal Withholding
Default
Medicare Company
Medicare Employee

Social Security Company
Social Security Employee

Back “ Finish Help Cancel

Edit payroll item (Deduction:Medical Insurance)

=== Calculate based on quantity

¢ O Calculate this item based on quantity
A= T |

é% N Select this item if you want this payroll item to be calculated based on a quantity that you
é?\o | enter manually on paychecks.

m’\
> %

&

) Calculate this item based on hours

Select this item if you want this payroll item to be calculated based on the Regular Pay
and Overtime Pay hours worked.

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

. < B wo__] [_comni

Edit payroll item (Deduction:Medical Insurance)

== Grossvs. net

<€  Selectwhetherto calculate on
S © gross pay

O ¢ Ifthe rate is a percentage. this item will be calculated based on gross or net pay.

Back m Finish Help Cancel

1



1.

12.

In the Default Rate and Limit window, enter
the Default rate and limit for the deduction.
Default means you CAN change the
information later, if necessary. Enter the amount
of $50 per paycheck. QuickBooks will use this
number when you assign this Medical Insurance
deduction to an employee. But if necessary,
you can change the amount for each employee
(e.g. if an employee wants to add their spouse

or child).

If there is an annual limit, enter it in the second
box. There is no annual limit for the Medical
Insurance, so leave the box blank. Note: If you
do enter a limit, specify whether it is an annual
limit by checking this box. In this case there is
no limit for the medical insurance, so make sure
the box is unchecked.

Click Finish.

When you set up or edit an employee’s record,
you enter this deduction on the Payroll and
compensation info tab below Additions
Deductions and Company Contributions.

11

Edit payroll item (Deduction:Medical Insurance)

Default rate and limit

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

|

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

¥ This is an annual limit. (Restart calculations at the beginning of every year)

Back Next m Cancel

Edit payroll item (Deduction:Medical Insurance)

Default rate and limit

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

[50.00

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

G This is an annual limit. (Restart calculations atthe beginning of every yea@

or Gregg O. Schneider

= | Direct Deposit Taxes...
Adarese & Coniect b Sick/Vacation...
Additional Info b
eanmas (/ACoITIONS, DEDUCTIONS AND COMPANY CONTRIEUTIONS.

EmploymentInfo EM NAME H RATE EM NAME AMoU L

Regular Pay 17.25]* [Heatth insurance 1250 -400.00]*
o oo Overtime Rate 2588

Sick Hourly 17.25

Vacation Hourly 17.25

Use time data to create paychecks Employee is covered by a qualiied pension plan

— B - o




2. How To Create A Customer
Statement

Sometimes you want to send statements to
customers to remind them of overdue balances, or to
list statement charges a customer owes.

There are two types of statements in QuickBooks.
The firstis called an Open Transaction Statement.
This example shows only open transactions as of the
statement date. This way, a customer knows exactly
how much they owe you but doesn't see the history
of payments and credits.

The second type of statement is called "Activity
Based". This shows you the customer’s activity over
a period of time, including payments and credits.
In this exercise you prepare an Open Transaction
Statement and a list of customer's activity over a
period of time.

Customer Statements:
Process An Open Transaction
Statement

1. From the Home page, click the Statements icon.

2. Inthe Select Statement Options section, select a
type of statement. Select All open transactions
as of Statement Date. This statement shows
only open transactions as of a specific date.

Click One Customer.
Click the drop-down list and select Brian Cook.
Click Preview.

Click the mouse to Zoom in.

N oo o s w

This statement shows only what the customer
owes you. The description shows the original
invoice amount, and the Amount column shows
the unpaid portion of the invoice.

8. Prepare this type of statement if your customer
only wants to see outstanding balances without
the detail. Click Close.

SELECT STATEMENT OPTIONS
Statement Date

O Statement Period From

1211512017 &

Create Statements

SELECT ADDITIONAL OPTIONS
Template

To Intuit Standard Statement ~ ~ Customize

€AII npén fransactions as of"Staiém‘ém‘bat‘é; )

Create One Statement  Per Customer >

Include only transactions over

SELECT CUSTOMERS
© All Customers

) Multiple Customers
@ One Customer  Cook, Brian
© Customers of Type

© Preferred Send Method

View Selected Customers...

Preview

days past due date Show invoice item details on statements
Print statements by billing address zip code

¥ Print due date on transactions

Do not create statements:
with a zero balance

- with a balance less than

with no account activity

Assess Finance Charges...

Print E-mail Close Help

To:
Brian K. Cook
345 CherryLane
Middlefield CA 94482
Amount Due Amount Enc.
un Date Transaction Balance
2nd story addition-
11252017 INV #1081. Due 12/252018. Orig. Amouat $5,418.00. 5,418.00 5418.00
Kitchen-
1015/2017 INV #1066. Due 11/142018. Orig. Amouat $3,100.00. 700.00 6,118.00
112512017 INV #1080. Due 12/252018. Orig. Amount $1,636.69. 1,636.69 7,754.69
12112017 INV #FC 6. Due 01/10/2019. Orig. Amount $3.95. Finance 595 7,760.64
Charge
12152017 INV #1098. Dus 01/142019. Orig. Amount $1,636.69. 1,636.69 9,397.33

13



Customer Statements :
Process A Customer Activity
Statement

1.

Brian Cook claims he sent a check that wasn't
applied to his account. Prepare a statement
that shows his activity over a date range. In the
Statement Options section, select Statement
Period From.

Enter a date of November 1st, 2017 to
November 30th, 2017.

In the Select Customers section, select Brian
Cook.

Click the Preview button.
Click the mouse to Zoom In.

An Activity-Based Statement shows all
customer account transactions during the
time period. Note: it only shows Accounts
Receivable transactions which include
invoices, payments, statement charges and
credit memos. It does not show Sales Receipts
or cash transactions.

Prepare this type of statement if your
customer wants to see the transactions that
make up their outstanding balance. This
statement also shows the aging periods. Click
Close.

What if Brian Cook reviews his statement but
can't find the invoice you sent earlier, so he
wants to see the detail of each invoice. Click
the box next to Show invoice item details on
statements.

Click Preview.

O

Statement Date

SELECT STATEMENT OPTIONS

Create Statements

1211512017

6513‘97"9"1F9”°§me 11112017 B TO 113012017 ->

SELECT CUSTOMERS

© All Customers

@® One Customer

Preview

© Multiple Customers
Cook, Brian
© Customers of Type

© Preferred Send Method

© All open transactions as of Statement Date

View Selected Customers...

Print E-mail

-0 %
SELECT ADDITIONAL OPTIONS
Template
Intuit Standard Statement ~ ~ Customize
Create One Statement  Per Customer >

Show invoice item details on

Print statements by billing address zip code

¥ Print due date on transactions

Do not create statements:
with a zero balance
with a balance less than

with no account activity

v

statements

Assess Finance Charges...

Close

Help

Zoom Out Help

Print. Close
Brian K Cook .
345 CherryLane
Meddlefield CA 94482
[ Amountbue | Amount Enc.
l $7,754.69
um Date Transaction Amount Balance
11102017 Balance forward 17,365.30
20d story additice.
1111512017 PMT #9865. -10,000.00 736530
112512017 INV #1081. Due 12/252018. 5418.00 2,783.30
112512017 PMT -4,085.30 $,698.00
Kichen-
111512017 INV #1075, Due 12/152018. 422541 1292341
11252017 INV #1080. Dus 12/252018 1,636.69 14,560.10 0
112512017 PMT -2,580.00 11,980.10
11252017 PMT 422541 775469

Create Statements

SELECT STATEMENT OPTIONS

Statement Date 121152017 @&

) All open transactions as of Statement Date

SELECT CUSTOMERS

© All Customers

© Muttiple Customers
@ One Customer  Cook, Brian
@ Customers of Type

© Preferred Send Method

View Selected Customers...

Preview Print

@ statementPeriod From 111172017 B To 11302017 &

E-mail

SELECT ADDITIONAL OPTIONS

Template
Intuit Standard Statement  ~ Customize
Create One Statement  Per Customer 2

how invoice item details on slatemenlsD

Print statements by billing address zip code
& Print due date on transactions
Do not create statements:

with a zero balance

with a balance less than

with no account activity

Assess Finance Charges...

Close Help




10.

3.

Click the mouse to Zoom In.

Now, the statement shows each line item on

every invoice. Use this if your customer needs to

see the invoice detail as a reminder.

>

How To Issue A Vendor Credit In
Quickbooks

Why would a vendor issue you a credit memo?

Print Preview — Page 1 of 2
Piint evpe | Netpage || ZoomOut Help | Close:
To:
Brian K. Cook
345 CherryLane
Middlefield CA 94482
[ Amcuntove | Amcunt Enc.
| §7,754.69 |
um Date Transaction Amount Balance
111102017 1736530
1152017 -10,00000 736530
1252017 541800 1278330
00
—Exterior, 1 @ $120.00= 1
— Tax: San Domingo @
111252017 PMT -4,085.30 8,698.00

111152017

Kitchen-

INV #1075 Due 1/152018.

~—See attached specifications for deails on below work.
— Appliance, 1 @ $423.5
-~ Appliance, 1 @ $137.5 = 137.50
- Appliance, 1 @ $104.5 = 10450

123.50

- Plumbing $800.00

422541

1292341

Main Reports

« D> 2 X Qcrateacory & (0] B »O 2

Find New Save Delete @Memorize Print Attach

O B

File

Clear
ime Spits

Recalculate

Maybe they sent you a bill and over-charged for
freight. Or, a vendor ships some inventory and you
discover that some of it is damaged. So, you return
it and receive a “credit memo”. Remember, vendor
credit memos reduce what you owe the vendor.

What should you do with a vendor credit? You can
keep the credit to use later, apply it to unpaid bills,
or request a refund of your money. In this exercise
you record a credit memo and apply it to a bill.

Enter A Credit Memo

1. From the Home page, click the Enter Bills
icon.

2. Torecord a credit, click the Credit button.

3. Suppose you receive a $1,000 credit from a
vendor that over-billed you for freight. Click
the Vendor drop-down list and select the
vendor’s name, Perry Windows & Doors.

4. Enterthe credit memo number, CM-888.
5. Enterthe Credit Amount, $1,000.

6. Notice the Items tab and Expenses tab. You

Credit

VENDOR

OATE 12/15/2017 @

CREDITAMOUNT  0.00

Expenses $0.00 Items $0.00

ACCOUNT AMOUNT

Save & Close Clear

Main Reports

@« > a E b4 B create a copy

Enter Bills

s 0 B o B

should use the ltems tab if a transaction is
for a job or for inventory. (If a credit memo
is related to a specific bill, use whatever tab
was used on the bill). In this case, click the
Expenses tab.

Find New Save Delete @Memorize Prit  Afach = Select Ener | Clear Recakulate
S < File F ime Spits
Qs @ CReDIT
VENDOR  Perry Windows & Doors - DATE 121512017 B
REFNO. CM-888
CREDITAMOUNT  1,000.00
vEno
Expenses $1,000.00 Items $0.00
CCOUNT MOUNT 1. i cus 30 BILL.. i CLASS
1,000.00 ly

Save & Close Clear

IR

W

Ty

S

2y
1=

il

15



10.

11.

12.

13.

Next, click the drop-down list and select
Freight & Delivery as the Account.

How does this credit affect the vendor’s
balance? Before you save this credit, let's look
at how much you owe the vendor. From the
Home page, click the Vendor Center icon.

Select Perry’s Windows & Doors from the list.
Before recording this credit, you owe them
$6,705.00

Click the Window menu and select Enter Bills
to return to the credit memo.

Click Save & Close to save the credit memo.

Now look at the balance for Perry in the
Vendor Center. Now you only owe them
$5,705.00.

In the next exercise, you apply the credit
against bills you owe the vendor.

74 New Vendor.. ¥ 5| New Iransactions v () '

. Vendors Transactions [ '_;'.. >

. Active Vendors v >
| I
|| NAME BALANCE TOTAL | ATTACH
| Keswick Insulation 0.00
| Larson Flooring 0.00
‘i Lew Plumbing 1,330.00
| Madrid, Winnie 0.00
| Mason, Elizabeth 0.00
|| McClain Appliances 0.00
Mendoza Mechanic... 0.00
| Middlefield Drywall 1,200.00
i Miller, Dan 0.00
i Pacific Paint Suppl... 0.00 3
| Patton Hardware S... 447920
Loy vncoss | oroo00 P2

, QuickBooks Maste... 0.00

Vendors [RIEGEEELNE

\: Active Vendors v
‘ o
NAME BALANCE TOTAL

‘ Keswick Insulation 0.00
l: Larson Flooring 0.00
| Lew Plumbing 1,330.00
| Madrid, Winnie 0.00
| Mason, Elizabeth 0.00
i McClain Appliances 0.00
|| Mendoza Mechanic... 0.00
f Middlefield Drywall 1,200.00
i Miller, Dan 0.00
i Pacific Paint Suppl... 0.00
| Patton Hardware S... 4479.20
Perry Windows & ...

nirkRnnks Macte non



Apply A Credit Memo
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15.

16.
17.

18.

19.

20.

21.
22.

To apply the credit memo against specific
bills, first look at Perry Windows & Doors’
balance in more detail. Click the Open
Balance link on the right side of the Vendor
Center.

The Vendor Open Balance report lists each
unpaid bill and credit memo for a vendor.
It shows you what transactions make up a
vendor's balance.

When you enter a credit memo, QuickBooks
does not know which bill to apply it against.
You tell QuickBooks which bill to apply the
credit to in the Pay Bills window. Click the
Home page icon to bring it to the front of the
screen.

Click the Pay Bills icon.

Use this window to apply vendor credits. Here
are two bills for Perry Windows & Doors. Pay
the first bill. Click the box in the left-most
column to select the bill.

QuickBooks shows credit applied to the bill in
the Credits Used column.

Note that QuickBooks applies all $1,000 of
the credits automatically against the first bill.
Why did it do this automatically? Because

of a preference that tells QuickBooks to
automatically apply credits. To set this
preference click Edit > Preferences. Then
click the Bills icon and click the Company
Preferences tab. Set the preference in that

window.

In this case, suppose you want to only apply
$500 credit against the first bill, and the
remaining $500 against the second bill.
First, select the bill to which QuickBooks has

already applied the credits. Next, click the Set
Credits button.

QuickBooks lists the credits. The checkmark
means that QuickBooks applied the credit
against bill number 888.

Click in the Amount to Use field and enter
$500.00.

Click Done.

Click the box for the 2nd bill from Perry's
Windows & Doors to select it for payment.

Vendor Open Balance

Customize Report Share Template | Memorize Print  E-mail v Excel v Hide Header Refresh
oates TN - From B T B SortBy Default >
926 AM Rock Castle Construction
S Vendor Open Balance
Accrual Basis All Transactions 1 5
o Type o Date o Num ¢ Memo o DueDate o OpenBalance ¢  Amount o
Perry Windows & Doors
» Bl 1012522017 117242018 1,800.00 1,800.00 ¢
Bl 1182017 121182018 2,325.00 2,325.00
Bl 12/02/2017 01/01/2019 50.00 50.00
Bl 12/042017 01/032019 2,400.00 2,400.00
Bl 1212017 017102019 130.00 130.00
Credit 121152017  CM-8. -1,000.00 -1,000.00
Total Perry Windows & Doors 5,705.00 5.705.00
TOTAL 5,705.00 5,705.00

SELECTBILLS TO BE PAD
o -
Show bills Due on or before ]
@ Show all bills Filter By Al vendors ~
SortBy vendor -
@ : paTE DUE ENDOR REF. NO DISC. DATE AMT. DUE DISC. USED CREDITS USED AMT. T AY
™ 12/31/2018 Patton Hardwar... 210.00 0.00 0.00 0.00 *
™ 01/11/2019 Patton Hardwar... 810.00 0.00 0.00 0.00
[T 1112412018 Perry Windows 1,800.00 0.00 1,000.00 800.00]"
I~ 1211812018 Perry Windows ... 2,325.00 0.00 0.00 0.00
v
Totals 2317772 0.00 1,000.00 800.00
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Peny Windows & Doors Terms Net 30 Number of Credits 0
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Method ~ Account
121152017 @ Check v © Tobe pried Checking v
B
Assign check number Ending Balance 46.169.10
™ Discount and Credits x
BILL
Vendor Perry Windows & Doors
Ref. No. Amount Due 1,800.00
Date 10/25/2017 Discount Used 0.00
Original Amt. 1,800.00 Credits Used 1.000.00
Amt. To Pay 800.00
Discount Credits
J i DATE REF. NO CREDIT AMT. AMT. TO USE CREDIT BALANCE
21512017 CM-888 1,000.00 1,000.00 0,00ID
v
Totals 1,000.00 1,000.00 0.00
Clear
m Gonce! o
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23. QuickBooks automatically applies the
remaining credit against the bill.

24 You are paying with a check that is To be
printed. Note: You could also pay with a credit

card (if you set one up on the chart of accounts).

Click the Pay Selected Bills button.

25. Click Done in the Payment Summary window.

26. Review the effect of the bill payment on the
Open Balance Report. Select Window >
Vendor Open Balance from the menu.

27. The two bills and two credits do not appear
on the report. That's because you applied the
credits against the bills and then paid the bills.

28. Close the windows.

SELECTBILLS TO BE PAID

© Due on or before [}
Show bills
@ show all bills. Filter By  All vendors bt
SotBy vendor -
@ : DATE DUE ENDOR REF. NO DISC. DATE AMT. DUE DISC. USED CREDITS USED Al
[~ 123172018 Patton Hardwar. 210.00 0.00 0.00 0.00 *
™ 011172019 Patton Hardwar... 810.00 0.00 0.00 0.00
1112412018  Perry Windows 1,800.00 0.00 (500,00 1300.00|*
™ 121182018 Perry Windows ... 232500 0.00 0.00 0.00
Totals 2317772 0.00 500.00 1,300.00
Clear Selections
DscouT & crEo BFoRAIONFoR GHLGHTED L
Vendor Peny Windows & Doors Terms. Net 30 Number of Credits. 1
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available 500.00
Go toBill Set Discount Set Credits
f—
Date Method I Account
121152017 @ Check + JI @ T repined Checking -
Assign check number Ending Balance 45,669.10
o
- -0 x
sizcronsosErmo
Show bills Due on or before. o
@® Show all bills Filter By  Allvendors o
SortBY  Vendor -
@ : DaTE DUE ENDOS NO. DISC. DATE i AMT DUE DISC. USED CREDITS USED
™ 011172019 Patton Hardwar. 810.00 0.00 0.00 0.00 *
F 1172412018 Perry Windows ... 1,300.00 0.00 500.00 800.00
7| 1211812018 Perry Windows 2,325.00 0.00 500.00 1,.825.00 |l
™ 010172019 Perry Windows ... 50.00 0.00 0.00 0.00
5
Totals 2267772 0.00 1,000.00 2625.00
Clear Selections
Vendor Peny Windows & Doors Terms Net 30 Number of Credits.
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available
Go to Bill Set Discount Set Credits.
f—
Date Method e Account
st ® cnecing -
5
Assign check number Ending Balance 4434410
Cuace

Payment Summary

PAYMENT DETAILS

Payment Date 121512017
Payment Account Checking
Payment Method Check

Payments have been successfully recorded for the following 2 of 2 bills:

DATE DUE i VENDOR ! AMOUNT PAID
1112412018 Windows & Doors

12/18/2018 IPerry Windows & Doors

Total

How do | find and change a bill payment?

You can print checks now or print them later from Print Forms on the File menu.

Pay More Bills Print Checks Done

800.00
1,825.00

2,625.00

Vendor Open Balance

TOTAL 2.580.00 2530.00

Customize Report =~ Share Template | Memorize = Print E-mail v Excel v  Hide Header Refresh
Dates T - From BT B SortBy Default
10:12AM Rock Castle Construction
el Vendor Open Balance
Accrual Basis All Transactions
° Type ° Date * Num_ o Memo © _DueDate o Open Balance < Amount °
Perry Windows & Doors.
» B 12/0212017 0170172019 50.00 5000 4
Bl 12/0422017 01/03/2019 2,400.00 2,400.00
B 1201112017 01102019 13000 13000
Total Perry Windows & Doors. 2,580.00 2,580.00




4. How To Merge (Combine) Entries
On A List

You'll probably come across this real-world
scenario. Someone accidentally enters the same

“thing” (name, account, etc.) on a list by accident.

This often happens because they misspell the

i NAME BALANCE TOTAL  ATTACH
| ACheung Limited 0.00 i
| Bank of Anycity 0.00

entry. Now you have a problem. The list contains
duplicate entries for the same thing. For example,

you already had a vendor named “Cal Telephone”

' Bayshore CalOil S... 0.00

and someone else entered a check for “CA Phone”.
] ) . - Bayshore Water 0.00
The sa.me ven(.ior |s. now represented tvylce inthe ' Bruce's Offce Mac.. P
list. This .exerC|se WI||.ShOW you how to 'FI?( that error ' CU. Electric e
by merging two entries on the Vendor List (note: || Cal Gas & Electic 12268

this technique works on other lists too with some fr— 2218

exceptions - mentioned later).

| Cal Telephone

A A A " 449, 4 B, 40 Q)

| CalOil Company 0.00
. | City of Bayshore 0.00

1. Fromthe Home page, click the Vendor Center. -
gCity of East Baysho... 0.29
2. Notice there are 2 names (CA Phone and Cal EC"Y of Middlefield 0.00
Telephone). | Custom Kitchens o... 0.00
You want to keep Cal Telephone and merge | Daigle Lighting 1,591.00
CA Phone and all the associated transactions | Davis Business As... 0.00
into Cal Telephone : Dianne’s Auto Shop 0.00
) . | East Bayshore Auto... 0.00
Note: if there were no transactions, .you could etk e 550
delete an unwanted name, but that is not the Employment Devel.. 000
case here. Let's merge the two names into e 0.00
one. Think of Merging as Combining because > <

Merging effectively combines names on a list.
Double-click on CA Phone (the entry you want
to get rid of).

3. Type the correct name, Cal Telephone. (@100 e Cal Telphone
CURRENT BALANCE 42.18 How do | adjust the current balance?
4. ClICk OK. Address Info
[Payment Setings This name is already being used. Would you like to merge them?
5. Click Yes to merge the two names. A
s C-DHum
Now only the correct name, Cal Telephone, WorkPhons < coEmal -
. Additiopal Info Mobile - Website v
appears on the list.
Fax b2 Other 1 =
QuickBooks also merged the history (all the o
transactions) for the two names. That means el L4 &
Copy>>
checks written to both of the vendors are now
included in the history for Cal Telephone.
) Vendoris inaciive “ Cancel Help
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Note: There are two restrictions to merging.

First, QuickBooks does not allow you to
merge names on several lists. For example,
you cannot merge entries on the Customer
Message List.

The second restriction only applies to

lists with a Type column, like the Chart of
Accounts. You can only merge names of

the same type. For example, you can merge
one expense account with another expense
account, but can't merge an expense account
with an income account.

5. How To Progress Invoice

Sometimes your company might have a job that

takes months or even years to finish. Do you wait

until the job is finished to start invoicing? In most

cases you want to be paid for the work you've

completed. This process is called Progress Invoicing.

Essentially, you invoice in increments based on an

estimate. In this exercise, assume you have already

created an estimate for $3,114 for your customer

Kristy Abercrombie.

1.

First, make sure to turn the progress invoice
feature on. To do this click Edit > Preferences
and click the Jobs & Estimates icon. Click the
Company Preferences tab. In this window
select "yes" below "Do you create estimates?
And select "yes” below "Do you do progress
invoicing?”

41 New Vendor.. v J&| New Transactions ¥

Vendors

Active Vendors v

ACheung Limited 0.00

Bank of Anycity 0.00 :
Bayshore CalOil S... 0.00

Bayshore Water 0.00 ;
Bruce's Office Mac... 0.00 :
C.U. Electric 750.00

Cal Gas & Electric 122.68
Cortaeprone | 13412 |

| Caloil Company 0.00 g

AME
+Less Discounts given
+Materials Income
+Subcontracted Labor Income

+ Reimbursement Income
+Mileage Income
+Permit Reimbursement Income
+Reimbursed Freight & Delivery

+ Cost of Goods Sold

Costof Goods Sold

+ Job Expenses Cost of Goods Sold 1
+Bond Expense Cost of Goods Sold i
<+Equipment Rental Cost of Goods Sold v
+Freight & Delivery Cost of Goods Sold
+Job Materials Cost of Goods Sold

+Less Discounts Taken Cost of Goods Sold

+Permits and Licenses Cost of Goods Sold

+Subcontractors Cost of Goods Sold
+ Automobile Expense
+Fuel Expense
<Insurance Expense
Repairs and E
+ Bad debt Expense

+ Bank Senvice Charges Expense

+ Depreciation Expense Expense

M ¥ | Activities . ¥ Reportg v Attach In(



Prepare an invoice based on the Kristy
Abercrombie estimate. Click the Create
Invoices icon.

Click the Customer:Job drop-down arrow and
select the Kristy Abercrombie job.

QuickBooks opens the Available Estimates
window.

Select an estimate to convert it to an invoice.
Select estimate number 606.

Click OK.

QuickBooks opens the Create Progress Invoice
Based on Estimate window.

Progress Invoicing means you invoice against the
estimate in increments until the job or contractis
complete. If you choose the first option, Create
invoice for the entire estimate, QuickBooks copies
all line items and quantities from the estimate to
the invoice. The second choice lets you invoice a
percentage of the estimate. The third choice lets you
specify the items and quantities to transfer from the
estimate to the invoice. In this case, select the third
option.

Click OK.

Decide which items and quantities to invoice.
Click the Show Quantity and Rate and the
Show Percentage boxes.

The first four columns show information from
the Estimate. The next three columns show
anything already invoiced for the job. The last
six columns show what you want to charge the
customer on this invoice.

To transfer an item to the invoice, enter a
Quantity, Amount, or Percentage. In this case,
enter 3 quantities. For the first line item, enter
5 for Framing.

Main | Formatting  Send/Ship  Reports

« > B B % Borwicor @ & = P @ B rsarmeces
Fina New Save Delete @BMemorize Mark As Print  Emad [ | Emailater | Amtach | B Apply Credits Receive |
s e Fendiop s Fic Payments

~  TEMPLATE

Customer.Job | EEIINEENAET

Select an estimate to invoice

e o — os i esT Cancel

1013012017 3.114 00| Abercrombie, Kri... (606 Help

“ San Tomas ~ @75%)
0.00
0.00

0.00

Main  Formatting  Send/Ship  Reports ® oA
«» B B R Borecw @ & @ [Pt &
Find New Save Delete @BMemorize  MarkAs Pant  Emal | | EmailLater  Aftach A Ap Receive *|

ke 4 Pending ¥ i File Payments

ISTOMER:JOB v  TEMPLATE

Create Progress Invoice Based On Estimate

Specity what to include on the invoice.

© Create invoice for the entire estimate (100%).

) Create invoice for a percentage of the entire estimate.

® (Create invoice for selected items or for different percentages of each item.

ITEM

* San Tomas v (7.75%) 0.00

1al 0.00
0.00
ve 0.00

eno CUSTOMERTAXCODE Tax Save & Close Clear

n Estimate
Progress Invoice for: Abercrombie, Kristy:Remodel Bathroom “
For each ltem below, specify the quantit, rate, amount or % of the estimate amount to
have on the invoice. Cancel
@ Show Pevcenqu e}

TE] ST RAT AMT | PRIOR RIO RATE UNT iCURR% ITOT% T
[Framing 16 5500 880.00 0 00% 0 55.00 0.00 00%  0.0%\.|*
Installation 12 3500 42000 0 0.0% 0 35.00 0.00 0.0% 0.0% V...
Removal 16 3500 560.00 0 00% 0 35.00 0.00 00%  0.0% ..
Subs:Tile .. 82500 825.00 0 00% 0 825.00 000 00%  00%\.
Subs:Pain. 15400 154.00 0 0.0% 0 154.00 0.00 0.0% 0.0% V.
Subs:Elec... 27500 275.00 0 0.0% 0 275.00 0.00 0.0% 0.0% N...

Total (w/ taxes) 0.00

Note: Alltems will transfer to the invoice. The quantties and amount will be as you indicated. Although items with a zero amount display on
screen, they can be set notto print from the Jobs and Estimates Preferences.

Items on Estimate

Progress Invoice for: Abercrombie, Kristy:Remodel Bathroom “
For each tem below, specify the quantiy rate, amount or % of the estimate amountto
have on the invoice. Cancel
@ Show Quantity andRate] @ Show Percentage el
— ST ATE ESTARR 6. SP o8 i T
[Framing 16 5500 880.00 0 0.0% 0 55.00 000]  00%  00%N.|*
Installation 12 3500 420.00 0 0.0% 0 35.00 0.00 0.0% 0.0% N...
Removal 16 3500 560.00 0 0.0% 0 3500 000 00%  0.0%\.
SubsTile ... 82500 825.00 0 0.0% 0 825.00 000  00%  0.0%\.
Subs:Pain... 15400 154.00 0 0.0% 0 154.00 0.00 0.0% 0.0% N...
Subs:Elec... 27500 275.00 0 0.0% 0 275.00 0.00 0.0% 0.0% N...

Total (w/taxes) 0.00

Note: All items will transfer to the invoice. The quantities and amount will be as you indicated. Although items with a zero amount display
screen, they can be set notto print from the Jobs and Estimates Preferences.
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10.

1.

12.
13.

14.

For the second line item, enter that you
installed 5 Frames.

For the third line item, enter that you removed
5 Frames.

Click OK.

QuickBooks copies the selected items to the
invoice.

To print the invoice later, select the To be
printed checkbox.

Click Save & Close.

Main

e

Find

CUSTOMER:JOB

Formatting

Invoice

Framing
Installation

Framing labor
Installation labor

Send/Ship

B B % Borwcicy @ - =

New Save Delete §Memorize

Abercrombie, Kri

Reports

Create Invoices

Mark As
Pending

CLASS Remod.. v

12/1512017 ]

1100

Print Later

Print  Email Email Later

TEMPLATE RockCastl.. ~

Kristy Abercrombie

5647 Cypress Hill Rd

Bayshore CA94326

o = |
H
B Add Tmeicosts ]
Attach @ Apply Credits  Progress
File

sHieTo  ShipTo1 -

Kristy Abercrombie
5647 Cypress Hill Rd
Bayshore, CA94326

~ 011422018 [

55.00 275.00 Non ™
35.00 175.00 Non

Removal

Removal labor

175.00 Non

San Tomas

v @75%)

0.00
625.00
0.00
625.00

Clear




6. How To Send A Report From
Quickbooks To Excel

QuickBooks has powerful reporting capabilities.
However, there are some report functions and
modifications that QuickBooks cannot perform.

For example, if a QuickBooks report does not total
a column or row, you can't add the calculation
yourself. You also can't rename column or row
headings. There is a way around this, however. You
can send a report from QuickBooks to Microsoft
Excel to take advantage of the unique features Excel
offers.

In this lesson you export a report to Excel, learn how
to make calculations and modifications to get more
from your data, and learn how to outline and filter
report data to improve report presentation and find
information faster.

Export Report To Excel

1. To begin, open the report you want to export
to Excel. For example, to export the Balance
Sheet, from the Home page click Reports
> Company & Financial > Balance Sheet
Standard.

2. Click the Excel button and choose to Create
New Worksheet in Excel.

3. You have three choices for the export. You can
Create a new worksheet in a new workbook,
or in an existing workbook. Second you can
Update an existing worksheet. Or third you
can send the report to a comma separated
values file. Do this if you do not have Microsoft
Excel on your computer. .

4. Choose to create a new worksheet in a new
workbook.

5. Click the Export button.

6. QuickBooks automatically starts Microsoft
Excel and copies the report to a new
spreadsheet in a new workbook. Any changes
made here do NOT affect your QuickBooks
data. The labels are text fields that you can
change.

Click on the word Assets and type Stuff Worth
Money.

Customize Report | Share Template

Dates  This Fiscal Year-to-date

Memorize  Print  E-mail @ Hide Header

~ Asof 121152017 E  Columps Total only

Collapse  Refresh

~ Sortgy Default -

1427 AM
124517

Accrual Basis

Rock Castle Construction
Balance Sheet
As of December 15, 2017

o__ Dec15,17

~ Accounts Payable

Accounts Payable 2255410
Total Accounts Payable 2255410
 Credit Cards
Cal0il Credit Card 8262
QuickBooks Credit Card 9820
Total Credit Cards 47882
 Other Current Liabilities
 Payroll Liabilities
Emp. Health Ins Payable 150.00
Federal Withholding 1,364.00
FICA Payable 21882
FUTA Payable 100.00
State Disability Payable 4813
State Withholding 209.19
SUTA Payable 110.00
Worker's Compensation 121831
Total Payroll Liabilities 540445
Sales Tax Payable 957.63
Total Other Current Liabilities 636208
Total Current Liabilities 29,393.00
 Long Term Liabilities
Loan - Construction Equipment 1391132
Loan - Furniture/Office Equip 21,000.00

Send Report to Exc

ﬂIHAT WOULD YOU LIKE TO DO WITH THIS REPORT?

Create new worksheet
@ in new workbook
© in existing workbook
) Update an existing worksheet @ How itworks
) Replace an existing worksheet

) Create a comma separated values (.csv)file

Cancel

Advanced...

Help

Paste

@90
| Home | Insert

== = | f(Text ~ | [Ff Conditional Formatting ~  S=Inset~ X -
Arial -8 -|(AS (=] (5 B
= =] |5 (8~ % +]| @romatasTabie~ & or

B

Book2 - Microsoft Excel

Pagelayout  Formulas  Data  Review  View  Developer  Acrobat

= x

@-= x

QuickBooks

&

< o
g Bz @ oA [ EEwEEFE gy (5 Cell Styles -

Clipboard Font G Alignment )| Number Styles

I Delete -
Sort& Find &
EFomat = | 2~ Fitter~ Select
Cells Editing

|

AL -0 £]

[

AlB|C|DE F G H 1 1 K L
foce 5.1 ! ! !
‘ASSETS

3 conentAsses
4 Checking/Savings

5 Checking W
6 Pety Cash 0000
7] Savings LU
8 Total CheckingiSavings sz
9 Accounts Receivable

19 Accounts Receivable 538028
1 Total Accounts Receivable BT

13 Emplogee Advances 200
14 Inventory Asset 08838
13 Pre-paid Insurance 408000
1 Retainage Receivable. amanz
1 Undeposited Funds 244000
1 Total Other Current Assets o
19 Total Cunont Assots a2
2 Fized Assets

2 Accumulsted Depreciation 04450
2 Buildings and Improvements 32500000
2 Constiuction Equipment 520000
24 Furniture and Equipment 2432600
25 Land 000000

Other Current Assets
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7.  The totals are formulas. So changes made to
any of the values also change the total.

In the Fixed Assets section, you have about
$433,218.31 in Fixed Assets. But this includes
furniture and equipment purchased several
years ago for $34,326.00. Enter what the
furniture and equipment is really worth today.
Click in the cell to the right of Furniture and
Equipment and enter $15,000. Press Enter.

8. Now, you have $413,892.31 in total fixed
assets. Obviously, you would not make this
change to the Balance Sheet in the real world.

9. Use any of Excel'’s features to customize this
report. Click the Microsoft Office button and
select Exit Excel to close Excel. Click No when
asked to save this file.

Excel - Auto Outline Feature

10. Excel has an advanced feature called Auto
Outline that helps when you collapse and
expand reports. While in QuickBooks, scroll
down the Balance Sheet you ran in the last
exercise to the Payroll Liabilities section.
Suppose you want to collapse Payroll Liability
sub-accounts, but you don’t want to collapse
other sub-accounts in the spreadsheet.

Click the Collapse button. QuickBooks
collapses ALL subaccounts on the report.

11. Click Expand. Microsoft Excel let's you choose
which accounts on the report. Click the Excel
button.

12. Choose to Create new worksheet.

O\ B9 ) Book2 - Microsoft Excel - = x
(&) ’
Home | Inset  Pageloyout  Formulas  Data  Review  View  Developer  Acrobat  QuickBooks _ @ - x
= & Adial - fa) () | Text - [Bjconditional Formatting - | 3=insert - | X - 27 m
& e = |$ - % »| {FormatasTable- P Delete - | 3]~ oy Sl
o [ 1 - = 2 i & Find
g By E- oA [EEEEEE g ) Censtytes - {E)Format - | 2° Fiter~ Select~
i) Font i) Alignment i Number Styles Cells. Editing
v £
[B CID E F [ c H 1 ] K L M N o B
Dec 15.17
'STUFF VORTH MONEY
3 ComemAssets
4+ CheckingtSavings
5 Checking 2
6 Peuty Cash
7 Savings
8 Total CheckinglSavings
9 Accounts Receivable |
10 Accounts Receivable 98228
1 Total Accounts Receivable | 95328
12 Other Current Assets
13 Emplogee Aduances | e
14 Inventors Asset Ereey
15 Pre-paid Insurance 405000
16 Retainage Receivable 302
17 Undeposited Funds 20000
18 Total Other Current Assets 10840
19 Total Current Assets | meossz
20 FiedAssets |
2 Accumulated Depreciation | -masso
2 Buildings and Improvements | 326,00000
23 Construction Equipment | 530000
2% Fumiture and Equipment | sazs00
2 Land | sooo000
W 4 » M QuickBooks Export Tps | Sheet1 ¢ N
Ready | 7] | Ol ©)
@ H9-0-)s Bookd - Microsoht bxcel S
= bome  loet  Pagelmowt  Formelss  Dats  Rmdew  Veew
a1 -2 =
A B CDE F (] H L] 1 K L M
1 Dec 15,15
0 C—— 208834
) Pro-pasd nssrance assa00
1% Rtunage fecenatia amanz
17 ndeponited funds 2asa08
15 Totsl Ctfvesr Currerd Assets 41,708 88
19 TotCurrens Assets 000887
Frned Aasets
n Accurmbsted Drprecistion 10040 85
2 Burgs angimprovements 800800
n Conatructon Lousment 15,300 08
Turfebre and Equgerent 1500000
= Land 90,000 08
» Vetuches PR 81
17 TomiFasaAvasts D)
3 omer anse
-] Secunty Brpouts 11008
» ot O Assets 172008
31 T0TAL ASSETS | srnmuray
12 LABLITES & EGWTY
¥ Niabsiitrs
L) Current Listites
n Accounts Payabic
sa Acconrts Prystie ey
” Total Acteumts Peyabie 26406 5T
LR o shertt 0
Ready

Customize Report  Share Template

Memorize Print E-mall v Excel v Hide Header  Collapse Refresh

Dates  This Fiscal Year-to-date
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Rock Castle Construction
Balance Sheet
As of December 15, 2017
o Dect517 o

 Other Current Liabilities

Payroll Liabilities
Emp. Health Ins Payable 150,00
Federal Withhoiding 1,364.00
FICA Payable 21882
FUTA Payable 100.00

State Disability Payable 813
State Withholding 209.19
SUTA Payable

Worker's Compensation

Total Payroll Liabilities. 540845
Sales Tax Payable 957.63
Total Other Current Liabilities 6.362.08
Total Current Liabilities 29393.00

¥ Long Term Liabilities

Loan - Construction Equipment 1391132
Loan - Furniture/Office Equip 21,000.00
Loan - Vehicles (Pickup Truck) 22641.00
Loan - Vehicles (Utlity Truck) 1993891
Loan - Vehicles (Van) 1050147

Mortgage - Office Building 296,283.00 |
Note Payable - Bank of Anycity 259321
Total Long Term Liabilities 39696691
Total Liabilities 416,359.91




13.

14.
15.

16.
17.

18.

Then choose to Create new worksheet in new
workbook.

Click the Advanced button.

Click the box to activate the Auto Outline
option.

Click OK.

Click Export.

Now you're in Microsoft Excel. Use the
“minus” buttons to collapse accounts.

Click the minus button next to Checking/
Savings to collapse the accounts. Savings to
collapse the accounts.

.
. .
000 ®

Advanced Excel Options

QuickBooks Options:
Keep the following format options from QuickBooks:
¥ Fonts | Space between columns

¥ Colors + Row height

Excel Options:

Turn on the following Excel features:
¥ AutoFit (set column width to display all data)
+ Freeze panes (keep headers and |abels visible)
~ Show Gridlines

G%Auto Outline (allows collapsing / expandingb

Auto Filtering (allows custom data filtering)
+ Include QuickBooks Export Guide worksheet with helpful advice
Create backup worksheet during update
Printing options:
Show report header:
@® On printed report only
(0 On printed report and screen
+ Repeatrow labels on each page

16

- Sitce
. 2 L - Micros Zo
@:‘ a9 Bookd - Microsoft Excel
< Home Inset  Pagelayowt  Formulas  Data  Review  View @ - ® x
AL - £
[1]2]3]«[s[s]|[F"lAlB c|D E F G H | J K L M o P
i1 Dec 15, 15
A \ 2 ASSETS
o 3 Current Assets
4 Checking/Savings
5 Checking 46.969.10 ]
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7 Savings 1791019
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10 Accounts Receivable 9300793
=] un Total Accounts Receivable 93.007.93
12 Other Current Assets
13 Employee Advances 83200
14 Inventory Asset 3068338
15 Pre-paid Insurance 405000
16 Retainage Receivable 3.703.02
17 Undeposited Funds 2.440.00
=l 18 Total Other Current Assets. 41.708.40
= 19| Totsl Current Assets 20008562
20 Fixed Assets
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19. Checking/Savings is now collapsed without
affecting the rest of the report.

Click the "plus” symbol next to Checking /
Savings to expand the section.

20. The buttons in the upper, left labeled 1 to 6
are the Excel outline symbols.

Click the "1” button to display a fully collapsed
report showing only Total Assets and Total
Liabilities & Equity.

21. Click the “2" button to see more detail on the
report.
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22. You can click 3-5 to see even more detail.
Click the 6" button to display all the detail on
the report.

23.

Click the Microsoft Office button and select
Exit Excel to close Excel again. Click No when
asked to save this file.

Excel - Filters

24.

Excel has report filters that are sometimes

faster and easier to use than the QuickBooks

filters. To see how these filters work, open a report.

Click the Reports menu and select Accountant &

Taxes > Transaction List by Date.

25.

26.

27.

28.
29.

30.
31.

The Transaction List by Date report shows all
transactions entered for a specific date range.
Change the date range. Click the Dates drop-
down list and select All.

Click the Excel button and choose to Create a
new worksheet.

Choose to Create new worksheet in a new
Excel workbook.

Click the Advanced button.

Click the box next to Auto Outline to turn this
feature off. This is the feature you learned
about in the previous exercise. Then click the
box next to Auto Filtering to turn on the Excel
filters.

Click OK.
Click Export.
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Advanced Excel Options

QuickBooks Options:
Keep the following format options from QuickBooks:

+ Fonts | Space between columns
¥ Colors ¥ Row height
Excel Options:

Turn on the following Excel features:
V| AutoFit (set column width to display all data)
« Freeze panes (keep headers and labels visible)
« Show Gridlines

Auto Qutline (allows collapsing / expanding)

v ngto Filtering (allows custom data filtering)

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

Printing options:
Show report header:
@® On printed report only
) On printed report and screen
« Repeatrow labels on each page

Cancel
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32. The reportis now in Microsoft Excel. Notice

that each column has a drop down list. This
indicates that a filter is available for that
column.

Suppose you only want to see transactions
that include Vu Contracting. First, click the
Name drop down list and click the box next to
Select ALL to clear the filter.

33. Scroll down, and select Vu Contracting.

34. Click OK.

35. Now, Excel displays only transactions for that

name.

Apply another filter. Suppose you're only
interested in checks written to Vu Contracting.
Click the Type drop-down list. Then click the
box next to Select All to clear the filter. Select
Check.

36. Click OK.
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37. You see the result of the new filter

immediately. The report shows all checks for
Vu Contracting.

Click the Microsoft Office button and select
Exit Excel to close Excel again. Click No when
asked to save this file. Microsoft Excel is a
powerful program. Use its features to enhance
the reporting capabilities of QuickBooks.

)

Type o7 Date[v] numv| Ad¥]

03132014 132
0500172014 153
061062014 164
08052014 189
091052014 200
12302014 234
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Practice Exam Questions

Try out these practice questions
to get a feel for the types of
questions on the QuickBooks
Certified User exam. Please
note that your performance
here does not indicate how

you will do on the actual exam.
To fully prepare for the exam,
closely review the topic areas
and objectives.
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QuickBooks Setup

1. Which of the following is a
reason to create a new company
file?

a. Tostart over when a company file has many
mistakes that are beyond repair.

b. If the company file has reached the maximum
capacity of 1,000 transactions.

c.  To begin recording transactions in a new fiscal
year because each company file tracks only one
year

d.  QuickBooks cannot create multiple company
files

Correct answer: a

2. After creating a new company
file how do you change company
information, like business name or
address?

a. Choose Edit > Preferences

b.  Choose File > Open Company

c.  Choose File > EasyStep Interview
d.  Choose Company > My Company

Correct answer: d

QuickBooks Utilities
and General Product

Knowledge

3. Which of the following is NOT a
backup option in QuickBooks?

a.  Manually back up the file.

b. Automatically back up the data file when
closing QuickBooks.

c.  Schedule an unattended backup

d. All of the above are QuickBooks backup
options.

Correct answer: d

If you choose to “Remove
Transactions as of a specific date”
from the “Clean Up Company Data”
window, what does QuickBooks do?
Removes all payroll transactions that occurred
on that date. This is a great way to fix the

mistakes a new person made on a particular
day.

Removes all transactions while leaving lists,
preferences, and service subscriptions intact.

Changes the company's start date.

Deletes all transactions, as well as user
passwords and access privileges.

Correct answer: b

List Management

5. What do the diamonds mean

d.

on certain lists (for example,
the diamonds to the left of each
Customer:Job)?

You are not allowed to delete that entry.

You can click on the diamond and move the list
entry to a different location on the list.

There are open transactions related to the list
entry.

You cannot move the list entry.

Correct answer: b

What is the maximum number of
names that can be included on the
Names lists in QuickBooks Pro or
Premier?

10,000
1,000
2,500
14,500

Correct answer: d
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7. What item type should you use for
inventory that you assemble from
other items and then sell?

a. Group

b. Inventory Part

c. Inventory Assembly
d.  Non-inventory Part

Correct answer: ¢

8. Which of the following statements
is true concerning items?

a. You can use one item to represent different
services or goods.

b. Items allow you to track your sales in more
detail without cluttering your Chart of Accounts
or Profit & Loss.

c. Tocreate an invoice, you must use an item.
d. Allof the above.

Correct answer: d

9. When should you create an invoice
in QuickBooks?

a.  When a customer purchases goods or services

and pays you in cash at the time of the sale

b.  When a customer purchases goods or services
and pays you by check or credit card at the time
of the sale

c. When a customer purchases goods or services,
but you don't want to record the sale as final

d. When a customer purchases goods or services
but does not pay you at the time of the sale

Correct answer: d

10.When should you use a Sales

d.

Receipt in QuickBooks?

To give a customer a receipt for payment of an
invoice

To record a customer prepayment or deposit

To record a customer payment at the time of
sale

To enter a customer early-payment discount

Correct answer: ¢

Purchases

11. How do you track accounts

C.

d.

payable in QuickBooks?

Enter a bill, and then use the Write Checks
window.

Write a check, and then mark it as "pending”
until you pay it.

Enter a bill, and then use the Pay Bills window.

You can't track accounts payable.

Correct answer: ¢

12.What transaction/form do you

begin with to enter a vendor
credit?

Vendor Credit
Enter Bill
Pay Bills window

Receive Vendor Credit

Correct answer: b




Payroll

13.When printing paychecks, what is

a.
b.
c.

d.

the preferred check style to give
an employee a paystub?

Standard

Wallet

Payroll

Voucher

Correct answer: d

14.When setting up a new employee,

what is important about the
Payroll Info tab?

Whatever you enter/see in this window
affects each paycheck, unless you change the
information on the paycheck itself.

It identifies the state subject to withholding and
the state where the employee lives (usually the
same).

You enter Emergency Contact information,
which is required by law in many states.

This tab tracks an employee's age and gender
necessary for tax calculations.

Correct answer: a

Reports

15.How do you create a memorized

group of reports?

Click the Report Center icon. Then click the
Create New Report Group button.

Open the Memorized Report List and then
click Memorized Report > New Group.

Choose File > Reports > Memorized Reports
> Create Group.

Open the Group Reports List and then click
Groups > New Group.

Correct Answer: b

16.What is the purpose of

d.

subaccounts?
Track departments or locations efficiently

Track finances in more detail by grouping
accounts in a logical fashion and showing a
subtotal for those accounts

To show different Account Types together in
one section of a report

None of the above

Correct answer: b

Basic Accounting

17. When you run Financial

d.

Statements in QuickBooks, what
bookkeeping basis can you use to
view the report?

Cash Basis.
Accrual Basis.

You can switch the bookkeeping basis if you
want.

All of the above.

Correct answer: d

18.What are the 2 main Financial

Statements you can run from the
“Company and Financial” category
of reports?

Balance Sheet, Profit and Loss
Balance Sheet, Statement of Operations
Profit and Loss, Statement of Operations

Statement of Operations, Statement of
Financial Position

Correct answer: a
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19. Suppose your address information

b.
C.

d.

appears on the upper left of your
invoice and you want to move it to
the lower right. How would you do
this?

Use the QuickBooks Print Engine Editor

Use the Layout Designer

Open the Financial Statement Designer

Use the Custom Form Designer

Correct answer: b

20.You need to enter the same

transaction each month (for
example, an insurance payment).
How can you automate this
process in QuickBooks?

While the transaction is on the screen, choose
Edit > Memorize check (or the name of the
transaction).

Choose File > Automate Transactions and use
the wizard to set up the automated checks or
other transactions.

From Preferences, choose General and click
Set Up Automated Transactions.

While the transaction is on the screen, click the
Recur button.

Correct answer: a

@]
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