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Lesson objectives

m To edit the company chart of accounts

m To add a new customer to the Customers & Jobs list
m Toadd a new vendor to the Vendor list
m To learn about custom fields, and to practice adding custom fields

m To see how to manage lists in QuickBooks

Supporting materials
m Handout 1: Balance sheet accounts
m Handout 2: Accounts created automatically
m PowerPoint file: Lesson 3
m Video tutorial: Adding and using QuickBooks accounts
m Video tutorial: Introducing the Customer Center

m Video tutorial: Introducing the Vendor Center

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m Have Handouts 1 and 2 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open Company: Type window.

2 Select “Restore a backup copy (.QBB) and click Next.

w

In the Restore Backup: Method window, select Local Backup and click Next.

4 In the Open window, navigate to your c:\QBtrain directory.
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Select the gblesson.gbb file, and then click Open.
In the “Restore Backup: To Location” window, click Next.
Navigate to your c:\ QBtrain directory.

In the File name field of the Restore To window, type lesson 3 and then click Save.

© 0 N O O

Click OK when you see the message that the file has been successfully restored.

Using QuickBooks lists

QuickBooks lists organize a wide variety of information, including data on customers,
vendors, inventory items, and more. Lists save you time by helping you enter
information consistently and correctly. When you store information on a list, you enter
it once and never need to retype it. Think about how much information you use more
than once in your business:

m Names, addresses, and other information about customers who purchase from you
on a regular basis

m Contactinformation for vendors from whom you purchase your supplies

m  Descriptions and prices for products or services you sell again and again

Simply enter repetitive information into a list once, and then use it over and over on
checks, on invoice forms, and other daily transactions. You don’t have to enter all the

information for your company lists before you begin working with QuickBooks. You can
add information to lists as you go along.
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Editing the chart of accounts

The chart of accounts is your most important list because it shows how much your
business has, how much it owes, how much money you have coming in, and how much
you're spending. When you set up your own company in QuickBooks, the EasyStep
Interview lets you choose a chart of accounts designed especially for your type of
business. However, not every business has the same needs; you'll want to make a few
changes to the list.

To display the chart of accounts:
1 TFrom the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction.

=

Balance Total

fu} 13,868, J
+Accounts Receivable Accounts Receivable 62,041,294
+Tools & Equipment Other Current Asset 5,000.00
+Employee Loans Other Current Asset 0.00
+Inventory Asset Other Current Asset 26,925.43
+Retainage Other Current Asset 2,461.80
+Undeposited Funds Other Current Asset 2,124.00
+Trucks Fixed Asset 24,852.91

+Criginal Cost Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000,00
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Payable Accounts Payable 30,739.38
+QuickBooks Credit Card Credit Card 70.00 ~|
Activities * | Reports  * | [T Include inactive

2 Scroll through the list. The chart of accounts displays balance sheet accounts first,
followed by income and expense accounts.

Before you modify the preset chart of accounts, we recommend that you have your
accountant or QuickBooks Professional Advisor review the chart of accounts that
QuickBooks has set up for you. You may need to add income and expense accounts, add
subaccounts, delete accounts, or move accounts. It is important to decide on an account
structure before you begin entering transactions.

=
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Refer to Handout 1, “Balance sheet accounts” as you explain each account type and the
kinds of transactions you use each type for.
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Editing an account

If any of the accounts don’t suit your needs, you can edit or delete them. In the next
exercise, you’ll edit Rock Castle Construction’s Checking account to provide the
account number.

To edit an account:

1 Inthe chart of accounts, select Checking.

2 Click the Account menu button (at the bottom of the window), and then select Edit
Account.

QuickBooks displays the Edit Account window.
3 In the Description field, type Great Statewide Bank.

Your window should look like this.

T=TET
ﬂ. Account Type |Bank |
General I Online Services I
Account Mame Icheckjng
[ Subaccount of | =
— Optional
Description | Great Statewide Bank =]
[
Bank Acct. Mo, 0661001235 How do I change the account number?
Routing Number 112200049 How do I change the routing number?
Tayx-Line Mapping |<Unassigned:> | Howdo I choose the right tax line?
Change Opening Ealance... ;1:': ;::lojﬁn‘:nrgzisﬁjt:r?pening balance in
Remind me to order checks when I reach check number I—
- [ order checks I can print from QuickBooks Learn more
[~ Account is inactive Save & Close | Cancel |

4 Click Save & Close.
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Adding subaccounts

The Dues and Subscriptions expense account has one subaccount called Union Dues.
Rock Castle Construction wants to add a second subaccount for trade publications.

To add a subaccount:

1 In the chart of accounts, click the Account menu button and then choose New.
QuickBooks displays the Add New Account: Choose Account Type window.

2 Select Expense.

" Add New Account: Choose Account Type = IEI |£|
% Choose one account type and click Continue.
Categorize money your business earns or spends
" Income Expense Account
Categorizes money spent in the
course of normal business
Cr, track the value of your assets and liabilities operations, such as:
" Fixed Asset (major purchases) = advertising and promation
" Bank = Office supplies
- = Insurance
" Loan = Legal fees
 Credit Card = Charitable contributions
= Rent
~ Equity
More...
" Dther Account Types | <select> hd
Help me choose the right account bype, Continue Cancel

3 Click Continue.

D

In the Account Name field, type Trade Pubs.

5 Select the “Subaccount of” checkbox, and then select Dues and Subscriptions in the
drop-down list.
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6 Inthe Description field, type Trade Publications.

-7 Add New Account o ] |
‘ﬂ' Account Type |Expense =]
Account Name [Trade Pubs
W subaccount of |Dues and Subscriptions ﬂ
— Optional

Description [Trzde Publications| ;I

|-

Note |
Tax-Lline Mapping |<Unassigned} ﬂ How do I choose the right tax line?
Save & Close Save & Mew Cancel

7 Click Save & Close.

QuickBooks displays the new subaccount in the chart of accounts list.

ke Dues and Subscriphions Expenze
+ T1ade Pubs Expenze
# | nion Dues Expenze

8 Close the chart of accounts.

Explain to students that in addition to the accounts that QuickBooks sets up by default
based on the industry they select during the EasyStep Interview, QuickBooks also creates
certain accounts as needed based on the features used in the program. For a list of these
accounts, refer to Handout 2, “Accounts created automatically.”
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Working with the Customers & Jobs list

The Customer Center stores names, addresses, and other information about your
customers. It also holds information about the jobs or projects you may want to track
for each customer.

Adding new customers
In this exercise, you’ll add a new customer to the Customers & Jobs list.

To add a new customer:
1 Click Customer Center in the icon bar.

QuickBooks displays the Customer Center, which includes the Customers & Jobs

list.
e
f; New Customer & Job ~ New Iransactions> (= Print= ] Excel* =) Word~
Customers & Jobs I Transactions Customer Information Edit Customer... I Reports for this Customer
View lm ll O ame Abercrombie, Kristy [ Kristy Abercrombie = QuickReport
- l—ﬁl < Residential 415-555-6579 = Open Balance
- = Show Estimates
MName Balance Total Biling ress Kristy Abercrombie
- 5647 Cypress Hill Rd —
oFamiy Room 0.00 = e . ,:r e
s Net 30
sitchen 0.00 price Level
+Remodel Bathroom 0.00 Yep | Directions ) % Learn about getting new
#Baker, Chris 1,040.00 lotes 9/15/2007: Send Kristy estimate for den remodel. Er— *+ customers.
+Family Room 1,040.00 -
+Balak, Mike 0.00 Show Al Transa... x| Filter By [Al ~| pate [ThisFiscal.. ] 10/01/2007 - 09/30/2008
Utility Shed 0.00 Type [ hum [ pate ~ [ Account [ Amount |
+Barley, Renee 0.00 Invoice 31 12/13/2007 Accounts Receivable 4,522.00]
+Repairs 0.00 Payment 12f13/2007 Checking 7,633.28
< Bolinski, Rafal 0.00 Estimate 24C0 12/12/2007 Estimates 7,676.13
+2nd story addition 0.00 Estimate 32 12/01/2007 Estimates 4,792.00
+Bristol, Sonya 0.00 Invoice 80 11/25/2007 Accounts Receivable 3,111.28
< Utiity Shed 0.00 Check 2% 11/15/2007 Chedking 71115
<Repairs 0.00 Credit Memo 1 11/15/2007 Accounts Receivable -711.15
+Burch, Jason 0.00 Estimate 21 10/30/2007 Estimates 3,114.00
+Room Addition 0,00
+Bumey, Tany 0.00
+Repairs 0.00
+Cook, Brian 7,812.63
+2nd story addition 5,003.30

The Customer Center lets you add, edit, and get reports on your customers. Each
customer in the list can have multiple jobs (you may call them projects or accounts).
Notice that this Customers & Jobs list already has quite a few entries.

2 Click the New Customer & Job menu button (at the top of the Customer Center),
and select New Customer.
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QuickBooks displays the New Customer window.

RETET

Customer Mame ||

X

How do I determine OK

FrEmiTITE I a8 mcl 12/15/2007 B| e opening balance?

Cancel

Address Info I Additional Info ] Payment Info ] Job Info I

Pl

MNext
Company Name | Contact | Help |
Mr. s I Fh
A one I i Customer is
First Mame I M.I I FAX | inactive
Last Name | Alt, Phone |
Alt. Contact |
E-mail |
Cc |
Addresses
Bill To Ship To I hd
Copy >> | @E
Go to Client
Manager
Edit | Add Mew | Edit | Delete |
[T Default shipping address

The New Customer window is where you enter all the information about a new
customer, including billing and shipping addresses, contacts, credit limit, and
payment terms. QuickBooks uses the information you enter to complete invoices,
bills, and receipts. When you're setting up your company file, you use this window
to record customers’ opening balances.

3 Inthe Company Name field on the Address Info tab, type Godwin Manufacturing, and
then press Tab.

Notice that QuickBooks fills in the Customer Name field and the first line of the Bill
To field with the information you typed in the Company Name field.

QuickBooks displays the name listed in the Customer Name field in the Customers
& Jobs list. By default, QuickBooks sorts the list alphabetically.

Tip: If you are entering individual names, you may want to use last name, first
name in the Customer Name field so that your Customers & Jobs list displays
the names with the last name first. This is useful for alphabetical sorting of lists
and reports.

4 In the Bill To field, click at the end of the company name line and press Enter.
5 Type 376 Pine Street, and then press Enter.

Notice that you press Tab to move between fields, but you press Enter to move from
one line to the next within a field.

6 On the next line of the Bill To field, type Bayside, OR 64326.
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7 Click Copy to have QuickBooks copy the billing address to the Ship To field.

Each of your customers can have multiple shipping addresses. You can also set
which address to use as the default address. The default address for each customer is
used on sales forms, letters, labels, and in Shipping Manager.

Add ship To Address Information

' X
Customer Mame  Godwin Manufacturing oK |

Address Name |Ship Tal Cancel

Address Godwin Manufacturing
376 Pine Street

City |Bayside

State | Province |OR

Zip | Postal Code |64326

Country | Region |

ke |

[v Shows this window again when address is incomplete o unclear

v Defaulk shipping address

8 Click OK to use this address as the Godwin Manufacturing ship to address.
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9 Continue filling out the customer information by providing the following
information:

m Contact: John Godwin
m Phone: 325-555-9841

m Fax: 325-555-0012

m Alt Contact: Tracy Heldt

=101 x|
Customer Mame  [Godwin Manufacturing
) — How do I determine 0K |
Cesrrdieate || as0f[12/15/2007 8| e opening balance?
Cancel |
Address Info I Additional Info ] Payment Info ] Job Info I
Mext |
Company Mame: IGodwin Manufacturing Contact IJohn Godwin Help |
Mr. “fihze Fhi 1 -
r.Ms. . [ one  [325-555-9841 — Customeris
First Name I M.IL I FAX |325_555_0012 inactive
Last Name | Alt. Phone |
Alt. Contact [Tracy Heldt
E-mail |
Cc |
Addresses
il To Ship To [5hip To 1 i
Godwin Manufacturing Godwin Manufacturing
376 Pine Street 376 Pine Street
Bayside, OR 64326 Copy == | Bayside, OR 64326
Go to Client
Manager
edt_| addvew | Edit | pelete |
[+ Default shipping address

Note: Ifyouuse plan to e-mail invoices or statements to customers using the Send
Forms feature, use this window to enter your customers’ e-mail addresses.

75



Providing additional customer information

You've just completed the Address Info tab for a new customer. The Additional Info tab
is where you can provide other important information, such as customer type (if you
want to categorize your customers in some way), payment terms, and sales tax
information.

To add additional information to a customer record:

1

2

Click the Additional Info tab.
QuickBooks displays the Additional Info tab of the New Customer window.

=TT

Customer Name |Godwin Manufacturing

How do I determine 0K

CrEmiTaE I as Dfl 12/15/2007 B)| fhe opening balance?

Cancel

Address Info Imld_'rtionallnfol Payment Info I Job Info ]
MNext

dids

Categorizing and Defaults Price Level I ﬂ

Type Help
Custom Fields
|| ﬂ L Customer is
Confract # I inactive
Terms
I ﬂ B-Day I
Rep Spouse's Name I
I j‘
Preferred Send Method
INone ﬂ
Sales Tax Information
Tax Code Tax Item Define Fields |
|Ta>< ﬂ |San Tomas ﬂ
Resale Mumber %ﬁ
Go to Client
Manager

In the Type field, type Industrial.

The Type field lets you track customers in any way that is meaningful for your
business. For example, if you run ads on television, radio, and in print, and you want
to know which advertising method brings you the most customers, you can assign
customers a “type” (TV, Radio, or Print) and run reports that tell you which referral
source is most effective. Rock Castle Construction uses the Type field to categorize
customers by the type of service provided.

Press Tab.

QuickBooks tells you that Industrial is not currently on the Customer Type list and
asks if you wish to add it.

Click the Quick Add button to add the customer type to the list.

Quick Add lets you set up the item with a minimum amount of data. If you click Set
Up, you can enter more detailed information, but that interrupts the process of
creating a new customer.
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5 In the Terms field, type Net 30.
6 In the Tax Code field, select Non from the drop-down list.
7 In the Tax Item drop-down list, select Out of State.

Your screen should now look like this.

I

Customer Name |Godwin Manufacturing

. T How do I determine oK
|12/15/2007 B| e opening balance?

Opening Balance |
Cancel

Address Info IMd_itionaIInfoI Payment Info l Job Info ]
Mext

dids

Categorizing and Defaults Price Level | ﬂ Help

Type Custom Fields )

|Industria| j u Customer is
Contract # I TREns

Terms

[et 30 = | [FPe |

Rep Spouse's Name I

I jv

Preferred Send Method

INone ﬂ

Sales Tax Information

Tax Code Tax Item Define Fields |

Inon x| foutofstate =]
Fesale Mumber %ﬂ
I Go to Client
Manager

Providing customer payment information

The Payment Info tab is where you enter customer account numbers and credit limits.
QuickBooks remembers each customer’s credit limit and warns you when a customer is
about to exceed it. You can also record information about each customer’s preferred
payment method. For customers who pay by credit card, you can enter credit card
numbers and expiration dates.

To add payment and credit information to a customer record:
1 Click Payment Info.

2 Inthe Credit Limit field, type 2000.

3 In the Preferred Payment Method drop-down list, choose Check.
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When you finish, your window should look like this.

=]

Customer Name |Godwin Manufacturing
0K |
Opening Balance | as of[13/15/2007 | Howdoldetermine
the opening balance? Cancel |
Address Info I Additional Info I Payment Info I Job Info I Mext |
Account Mo, I H;Ipl

Customer is

Credit Limit |z,uuu,un [ inactive

Preferred Payment Method

ICheck hd
Credit Card Mo. I Exp. Date I_ II

Nameoncard |

Address |

Zip [ Postal Codel

Can I save the Card Security Code?

A

Go to Client
Manager

4 Click OK to add the customer and close the New Customer window.

QuickBooks displays the Customers & Jobs list with Godwin Manufacturing added
at the top of the list. You’ll learn how to sort the list later.

5 Close the Customer Center.

QuickBooks has several preset reports related to customers. Some reports you may find
useful are the sales by customer summary and the sales by customer detail reports (under
the Sales submenu in the Reports menu).

You may also find the A/R aging summary, A/R aging detail, customer balance summary,
customer balance detail, and open invoices reports useful. You’ll find them under the
Customers & Receivables submenu in the Reports menu.
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Working with the Employee Center

The Employee Center stores information about your employees such as name, address,

and social security number. It also stores information QuickBooks needs to calculate

your employee paychecks (if you are using QuickBooks for payroll). You’ll learn how to

enter employee payroll information later in this course. For now, enter only the basic

employee information.

QuickBooks uses the information you enter in the Employee list to track sales and fill in
information on checks and other forms.

Adding new employees

Suppose that Rock Castle Construction has hired a new employee and you want to add
her information to the Employee list.

To add a new employee:

1 Click Employee Center in the icon bar.

QuickBooks displays the Employee Center, including the Employee list.

Employees | Transactions

Wiew |Active Employees &2

Payroll

=0

Name

Elizabeth N. Mason
Gregg O. Schneider

# Employee Center: Dan T. Miller

’a HNew Employee... Q Manage Employee Information » -;", Print > ﬂj Enter Time » ﬂ Excel » :5 Word ~

Employee Information

ne DanT. Miller

ss Dan Miller
195 Spruce Ave, 3
Bayshore, CA 943

Map | Directions

=10 %]

Edit Employee. .. I Reports for this Employee

ne 555-2601

Edit Notes... |

uickRepart
Payroll Summary
Paid Time Off Report

Payroll Transaction Detail

Learn About Pavroll

Show |A\ITransach’Dns ﬂ Date |Th\sCaIendarYear j 01/01/2007 - 12/31/2007

Transaction Type | Date * | Paid Through | Account | Amount

Paycheck 12/10/2007 12/10/2007 Checking 1, 320.071L
Paycheck 11/27/2007 11/27/2007 Checking 1,297.76 —
Paycheck 11/13f2007 11/13f2007 Checking 1,297.75
Paycheck 10/30/2007 10/30/2007 Checking 1,297.74
¥TD Adjustment  10/15/2007 10/15/2007 Checking 1,272.75
YTD Adjustment  10/01/2007 10/01/2007 Checking 1,265.55
YTD Adjustment 09/17/2007 09/17/2007 1,264.78
¥TD Adjustment  09/03/2007 09/03/2007 1,264.78
YTD Adjustment  08/20/2007 08/20/2007 1,264.78
YTD Adjustment 08/06/2007 08/06/2007 1,264.76
YTD Adjustment  07/23/2007 07/23/2007 1,264.78
YTD Adjustment  07/09/2007 07/08/2007 1,264, mLI

The Employee Center is where you add a new employee, edit information for an
existing employee, or delete an employee name (as long as you have not used the

employee name in any transactions).

2 Click New Employee at the top of the Employee Center.
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QuickBooks displays the New Employee window.

New Employee =]
| Information for: | oK |
Change tabs: [N R ~ | Cancel |
Personal I Address and Contact l Additional Info I Next |
e | e |
Legal Mame u Employee is
First Name I M.I. I inactive
Last Name |
Pririt on I
Checks as EI
55 No. |
Order Business
Gender | [ Cards
Date of Birth | |

The Personal tab is where you enter basic information about the employee, such as
name, Social Security Number, and date of birth.

In the First Name field, type Marlene.
In the Last Name field, type Duncalf, and then press Tab.

Notice that QuickBooks fills in the “Print on Check as” field with the information
you entered in the name fields. You can enter a different name if you wish.

In the SS No. field, type 123-45-6789.

In the Gender field, select Female from the drop-down list.
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7 Inthe Date of Birth field, type 7/18/82.
The Personal tab should look like this.

New Employee 1Ol x|
| Information for:Marlene Duncalf | oK |
Change tabs: |personal Info =] Cancel |
Personal I Address and Contact I Additional Info ] Mext |
Mr. Ms. /... I Help |
Legal Name ul Employee is
First Mame IMarIene M.I. I inactive
Last Name |Duncalf
Print on
Chadks as |Marlene Duncalf EI
55 Mo. | 123-45-6739
Order Business
Gender |Female ﬂ Cards
Date of Birth [7/13/82 =

8 Click the Address and Contact tab.
9 In the Address field, type 195 Spruce Avenue, #202.
10 For the City, State, and Zip fields, type Bayshore, CA 94326.
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11 In the Phone field, type 415-555-1111.
When you finish, the window should look like this

Mew Employee

=101 x|

| Information for: Marlene Duncalf

Change tabs: |Personal Info

=

I Personal ] Address and Contact I Additional Info I
Home Address
Address 195 Spruce Avenue, $202
|
City |Bayshare
State ca  =]@p [34326
Phone  [415-555-1111]
Cellular |
Alt. Phone |
Fax |
E-mail |
Pager I PIN (Pager) |

=
_ s |
I
e |
=

Lo ]

Order Business
Cards

OK
Cancel
Mext

Help

Employee is
inactive

12 In the Change tabs field, select Employment Info from the drop-down list.

13 In the Hire Date, type 11/26/2007.
14 Click OK.

15 When QuickBooks asks if you want to set up payroll information, click Leave As Is.

You learn how to set up payroll in Lesson 12.

QuickBooks updates and displays the Employee list with the new employee’s name

added.

# Employee Center: Marlene Duncalf

=10l x|

“a New Employee... g HManage Employee Information » .23
Employees ITransachnns ] Payrol 1 Employee Information

& Marlene Duncalf

View IAcﬁ\«'E Employees it
Mame

Dan T. Miller
Elizabeth M. Mason

i | Emr
s Marlene Duncalf

195 Spruce Avenu
Bayshore, CA 943

Map | Directions

Gregg O. Schneider

Marlene Duncalf

Print » {fj Enter Time * ﬁ Excel "‘5 Word

Edjt Emplayee... | Reports for this Employee

e 415-555-1111

Edit Motes... |

QuickReport
Payroll Summary
Paid Time Off Report

Payroll Transaction Detail

Learn About Payroll

Show |A\I Transactions

=] Date [This Calendar Year =] 01/01/2007 - 12/31/2007

Transaction Type | Date * | Paid Through

| Account

| Amount

There are no transactions of type "All Transactions” in date range "This Calendar Year”.

16 Close the Employee Center.




Working with the Vendor Center

The Vendor Center is where you record information about the companies or people
from whom you buy goods or services. QuickBooks uses the data in the Vendor Center
to fill in purchase orders, receipts, bills, and checks as you receive and pay for goods and
services.

Adding new vendors

In this exercise, you'll add a new vendor to the Vendor Center. Suppose Rock Castle
Construction is working with a new subcontractor, and it needs to add information
about the new vendor to its QuickBooks Vendor list.

To add a new vendor:
1 Click Vendor Center in the icon bar.

QuickBooks displays the Vendor Center.

8 vendor Center: Bank of Anycity (All Transactions) =10 5[
(7 Mew Vendor... New Transactions~ (= Printv % Excel» ) word~
Vendors I Transactions Vendor Information Edit Vendor.... Reports for this Vendor
view [active vendors - 5 Ven e Bank of Anydty Lisa Holzhauser = QuickReport
Find l— Q pe 415-555-9135 = Open Balance
Co Bank of Anydty
MName Balance Total ess Bank of Anydty 415-555-9153
Lisa Holzhauser
= @ sampl
1935 Main Street lisahi@samplenarne:,
Bayshore CalOil Service 0.00 — Middlefield, CA 94482 =
Bayshore Water 0.00
C.U. Blectric 750.00 Map | Cirections Rl
% CuickBooks Checks &
Cal Gas & Electric L s Edit Motes... | E*"’ Supplies: Learn mare e
Cal Telephone 0.00 LI
CalCil Company L show [allTransa... =] Filter By [al =] Date [ThsFscal... =] 10/01/2007 - D2/30/2008
City of Bayshore 0.00 | | | | I
-

City of East Bayshore 69.97 ype B ek Sina i Bt

Check 297 11/28/2007 Checking -ssu.uu|
City of Middlefield 0,00

Check 299 11/22/2007 Checking 244.13
Custom Kitchens of Bayshore 0.00

Check 296 10/28/2007 Checking -550.00
Daigle Lighting 0.00

Check 298 10/22/2007 Checking -244.13
Davis Business Assodates 0.00
East Bayshore Auto Mall 0.00
East Bayshore Tool & Supply 0.00
Employment Development D... 0,00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0.00
Funds Transfer 0.00
Gallion Masonry 0.00
Great Statewide Bank 0.00
Hamlin Metal 670,00

-

2 Click New Vendor at the top of the Vendor Center.

QuickBooks displays the New Vendor window.

The New Vendor window is where you enter all of the information regarding a new
vendor, such as name, phone, contact, address, and opening balance. Just as when
you add a new customer, you start by providing basic information on the Address

Info tab.
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3 In the Vendor Name field, type Hughes Electric.

This is the name QuickBooks displays for this vendor in the Vendor list. If the
vendor is an individual, you may wish to enter the last name first, then the first
name.

4 Inthe Company Name field, type Hughes Electric, and then press Tab.

5 Clickin the Name and Address field, after the company name displayed on the first
line, and press Enter.

Notice that QuickBooks displays the company name on the first line of the Address
field.

6 On the second line of the Address field, type P.O. Box 2316.
7 DPress Enter to move to the next line.

8 Type Middlefield, CA 94432.

9 In the Contact field, type David Hughes.

10 In the Phone field, type 570-555-6666.

11 In the FAX field, type 510-555-6667.

When you finish, your window should look like this.

=10/ x|
Vendor Name |Hughes Electric

I How do I determine

CrEmiTaE as of [12/15/2007 | the opening balance?

Cancel

Address Info I Additional Info I Account Prefil I

MNext

s

Compary NamE|Hughes Electric Contact IDavid Hughes Help |
MrMs fon Phone  [510-555-6686 [~ Vendor is
First Name I M.I. I FAY |5 10-555-6657] inactive

Last Name | Alt, Phone I

Mame and Hughes Electric Alt, Contact I

Address P.O. Box 2316

Middlefield, CA 94432 E-mail |—
Cc I—

Print on Check as

Address Details | |Hughes Electric
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Providing additional vendor information

The Additional Info tab in the New Vendor window is where you can enter a vendor type
(if you want to categorize your vendors), payment terms, your credit limit, the vendor’s

tax identification number, whether this vendor is eligible for a 1099 form, and your

opening balance. You'll add this information now for Hughes Electric.

To add information to a vendor record:

1

Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Vendor window.

In the Account No. field, type 123-445.
In the Type field, type Subcontractors.

Notice that when you type “sub,” QuickBooks fills in the rest of the word.
In the Terms field, choose “2% 10 Net 30” from the drop-down list.

In the Credit Limit field, type 2000 and press Tab.

Your New Vendor window should resemble the figure below.

I
]

=101 x|

Vendor Name |Hughes Electric
. How do I determine
Opening Balance | as Ofl 12/15/2007 B| the opening balance?

Address Info IAdd_itionaI]nfoI Account Prefill I

Cancel

i

[~ vendor eligible for 1093 Define Fields I

Mext |

Account Mo, I 123-445 Biling Rate Level | =l Help |

. Custom Fields -
Categorizing and Defaults Discount Available I— u _\J'end_or is
Type inactive
ISubcontractors ﬂ
Terms
|2% 10 Net 30 [
Credit Limit |lznuu
Tax ID I
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6 Click OK.
QuickBooks adds the vendor and displays the updated Vendor list.

=
{7 New Vendor... New Iransactions> (= Print= ] Excel* ™ Word~
Vendors I Transactions Vendor Information Edit Vendor... I Reports for this Vendor ~ —
View W ll Ven e Hughes Electric ( David Hughes = QuickReport
= l—il e Subcontractors 510-555-6666 = Open Balance
Co e Hughes Electric Alt
Name Balance Total s Hughes Electric 510-555-6667
Hopkins Construction Rentals 700.00 & :Aidoﬂ\z?g:ltjz.ség 94432
cou 123-445
Kershaw Computer Services 0.00 N T 2% 10Net 30
Keswick Insulation 0.00 Map | Directions - e
Larson Flooring 40.00 lotes Edit Notes... Ez:- gﬁ—;m —
Lew Plumbing 1,330.00 — =l
MeClain Appliances 000 ) show [WiTransa... =] Fiter By [A1 1| Date [This Fiscal... =] 10/04/2007 - 09/30/2008
Mendoza Mechanical 0.00
viddiefield Drywall Lo | REE [ tm I pate ~ I Account I Amount I
There are no transactions of type "All Transactions™, filtered by "All", in date range "This Fiscal Year™
Patton Hardware Supplies 12,964.20
Perry Windows & Doors 9,985.00
QBCC - 4321 0.00
QBCC - 4322 0.00
QBCC - 4423 0.00
Revyes Properties 0.00
Sergeant Insurance 0.00
Sloan Roofing 1,047.00
State Board of Equalization 5,212.25
Thomas Kitchen & Bath 0.00
Timberloft Lumber 80.50
Washuta & Son Painting ©600.00
Wheeler's Tile Etc. 1,250.00
=

Notice that Hughes Electric has been added to the list.
7 Close the Vendor Center.

QuickBooks has several preset reports related to vendors. Some reports you may find
useful are the purchases by vendor summary and detail reports (under the Purchases
submenu in the Reports menu).

You may also find the A/P aging summary, A/P aging detail, unpaid bills, and the vendor
balance summary reports useful. You'll find them under the Vendors & Payables
submenu in the Reports menu.
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Adding custom fields

QuickBooks lets you add custom fields to the Customers & Jobs, Vendor, Employee, and
Item lists. Custom fields give you a way to track additional information specific to your
business. For example, you can add a field for pager numbers to your Vendor and
Employee lists, a field for customers’ birthdays to your Customers & Jobs list, and fields
for units of measurement, color, and size to your Item list.

When you add the custom fields to your sales forms or purchase orders, the fields are
prefilled with the information for that specific customer, employee, vendor, or item (if
you specified a value for the custom field when you added the customer, for example).
You don’t have to add the custom fields to your forms, however; you can also use custom
fields as a way to record information just for your use, such as a credit rating for each
customer. QuickBooks remembers the information you entered in the custom fields
when you import and export data and when you memorize transactions.

You can add up to seven custom fields to each Customers list, Vendors list, or Employees
list. Overlapping fields count as one field on each list. For example, if you add a custom
“Birthday” field for customers and vendors, you can still add six additional fields to each
list.For each of the names lists (customer, vendor, and employee), you can add up to
seven custom fields, including fields that are on more than one list. You can add up to
five custom fields for the Item list. (Custom fields for the Item list are tracked separately
from custom fields for the customer, vendor, and employee lists.)

After you add custom fields, you can use them on invoices, credit memos, sales receipts,
purchase orders, estimates, and sales orders (QuickBooks Premier and higher only).

Adding custom fields for customers, vendors, and employees

You can enter information in the custom fields only through the New or Edit windows
(for example, the New Customer or Edit Customer windows). You can display
information from the custom fields on forms as well as add custom fields to reports.

First, look at the custom fields that Rock Castle Construction has already added to its
Customers & Jobs, Vendor, and Employee lists. Then, you’ll add two new custom fields.

To add custom fields:
1 Click Customer Center in the icon bar.
QuickBooks displays the Customer Center.

2 Inthe Customers & Jobs list, select Cook, Brian.
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3 Click the Edit Customer button.
QuickBooks displays the Edit Customer window.

% Edit Customer o ] 4|
Customer Name I |
0K

Current Balance :  7,812.63 How do I adjust the current balance?
Cancel |

Address Info I Additional Info ] Payment Info I
MNotes |

Company Mame | Contact |Brian or Carol

Help |
Mr.Ms. /... Fhi -GG
r.Ms. ] M, one  [415-555-2248 Customer is
First Name IBrian M.I. IK' Fax | inactive
Last Name ICc-ok Alt. Phone |555_0220
Alt. Contact [Brian (work number)
E-mail |bc00k@samplename.com
Cc |
Addresses
Bill To Ship To I r
Brian K. Cock

345 Cherry Lane

Middlefield CA 24432 Copy => |
Edit | Add New | Edit | Delete |

I™ Default shipping address

g

Go to Client
Manager

4 Click the Additional Info tab.
QuickBooks displays the Additional Info tab in the Edit Customer window.

RET

Customer Name  [caok, Brian

0K
CurrentBalance :  7,812.63 How do I adjust the current balance? —I
Cancel |
Address Info I Additional Info I Payment Info I Notes |
. Erealic] Help |
Categorizing and Defaults rice Level | j
Type 3 Customer is
Custom Fields m
|Residenh’al ﬂ inactive

Confract # I
Terms
|net 30 = | PP [10/8/60

Rep Spouse’s Name ICaroI
I ]‘
Preferred Send Method

IE-maiI =]

Sales Tax Information

Tax Code Tax Item Define Fields |
|Tax j |5an Domingo j

Resale Mumber

Go to Client
Manager
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5 Click Define Fields.
QuickBooks displays the Define Fields window.

Define Fields

To be used for oK |

Label CustomersJobs  Wendors  Emplopess
Cancel

Help |

[Discount Avaiable |
.
[Date of last raise. |
[Spouse'sMame |

=
=
=
-
5
-
~
|
P
=
P
-
P
-
~

o
o

Notice that Rock Castle Construction has already set up custom fields in the
Customers & Jobs list for contract number, birthday, and spouse’s name. In the
Vendor list, they have set up a custom field for discount available. In the Employee
list, they have set up custom fields for the date of last raise and spouse’s name.

Now, you’ll add a custom field for pager numbers to the Customers & Jobs and
Vendor lists. You'll also add a custom field to the Employee list that tracks the date
of each employee’s last review.

In the first blank Label field, type Pager Number.
Click the Customers:Jobs checkbox to select it.

Click the Vendors checkbox to select it.

© 0 N O

In the next blank Label field, type Date of last review.
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10 Click the Employees checkbox to select it.

Your Define Fields window should now look like this.

To be used for
Label Customers:Jobs  Wendors Employvess

[contracce
[piscount Available
[boay
[oate of last raise
[spouse's Mame
[oate of st review

Cancel

Help

i

OO0

A o e o e e O AN o I I C
A e A e o A A o e O

=
=
=
F
=
F
=
F

11 Click OK.

12 Ifyou see an informational message about using the custom fields in transactions by
turning them on in your custom templates, click OK.

QuickBooks has added the Pager Number field to the Edit Customer window.

i

Customer MName ICQDk, Brian

0K |
CurrentBalance :  7,812.63 How do I adjust the current balance?
Cancel |
Address Info I Additional Info I Payment Info I Notes |
i7i i | Help
Categorizing and Defaults Price Leve | ﬂ |
Dpe Custom Fields I Customer is

|Residenh’al ﬂ En— I— inactive
Terms

[ruet 30 = ||[BoaY [10/z/60

Rep Spouse's Name Im—
I h Pager Number I—

Preferred Send Method

|E-rnai| |

Sales Tax Information
Tax Code Tax Item

ITax j ISan Domingo j

Resale Mumber

Go to Client
Manager

90



13 In the Pager Number field, type 415-555-9876.

If you customize your sales forms to display the Pager Number field, this number
displays whenever you create a form for this customer. It also displays on reports
modified to display the Pager Number column.

14 Click OK to close the Edit Customer window.
15 Close the Customer Center.

Adding custom fields for items

Now suppose that Rock Castle Construction wants to add another custom field to its
Item list. The company purchases several types of locking doorknobs. The Item list
already has custom fields for Color and Material, but now Rock Castle wants to add an
additional field to track Style.

To add custom fields for items:
1 From the Lists menu, choose Item List.

QuickBooks displays the Item list, as shown below.

=10 x|

Look for | in |AII fields ﬂ Search I Reset | [~ Search within results

Name Description Account On Hand | On Sales Order | Price

< Blueprint changes ‘ 0 io ous

+Concrete Slab Foundation slab - prep and pouring Construction: r 0.00

+Floor Plans Floor plans Service |Construction:Miscellaneous 0.00

+Framing Framing labor Service |Construction:Labor 55.00

+Installation Installation labor Service |Construction:Labor 35.00

+Labor Service |Construction:Labor 0.00

+Mieage Service |Mieage Income 0,365

+Removal Removal labor Service |Construction:Labor 35.00

+Repairs Repair work Service |Construction:Miscellaneous 35.00

+5ubs Subcontracted services Service |Construction:Subcontractors 0.00
+Carpet Install carpeting Service |Construction:Subcontractors 0.00
+Dirywall Install drywall Service |Construction:Subcontractors 0.00
+Duct Work Heating & Air Conditioning Duct Waork |Service |Construction:Subcontractors 0.00
4+ Electrical Electrical work Service |Construction:Subcontractors 0.00
+Insulating Install insulation Service |Construction:Subcontractors 0.00
«Metal Wrk Metal Work Service |Construction:Subcontractors 0.00 x|

Activities ~ | Reports ~ | Excel + II- Include inactive

2 In the Item list, select Lk Doorknobs (a sub item of Hardware).
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3 Click the Item menu button, and then choose Edit Item.

QuickBooks displays the Edit [tem window.

Edit Ttem 1Ol x|
Type oK |
Im Use for goods you purchase, track as inventory, and resell.
Cancel |
Custom Fields |
Item Name/Mumber ¥ Subitem of Manufacturer's Part Number R
ILk Doorknobs IHardware [ I &l

r Unit of Measure

Enable... | [ Item is inactive

r Purchase Information ——————— [~ Sales Information

Description on Sales Transactions
Description on Purchase Transactions £

Locking interior doorknobs Part # Locking interior doorknobs
DK415
Cost I 34.95 Sales Price I 33.00
COGS Account  [Costof Goods Sold = || | Tax Code Tax ™

Preferred Vendor [patton Hardware Su... || | Income Account  [Construction:Materials ¥ |

r Inventory Information
Asset Account Reorder Point  OnHand Avg. Cost OnP.O. On Sales Order
|1ventory Asset =] |50 110 35.26223 0 0

Note: Notice the Manufacturer’s Part Number field. This part number is a
unique number or code assigned by the manufacturer to each of their items.
Since purchase orders are usually sent to the manufacturer, using the
manufacturer’s part number will ensure that your vendor knows exactly
what is being ordered.

4 Click Custom Fields.

QuickBooks displays the custom fields already defined for this item.

5 Click Define Fields.

QuickBooks displays the Define Custom Fields for Items window.

6 Inthe “Use” column, click the first blank checkbox to select it. Then type Style in

the Label field.

Define Custom Fields for Itei

x|
Label 0K |
char Cancel |
IMateriaI Help |

[l
)
lad

ISter
I—
I—

OdO0x
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7 Click OK to close the window.

If you see an informational message about using the custom fields in transactions by
turning them on in your custom templates, click OK.

8 In the “Custom Fields for Lk Doorknobs” window, type Round in the Style field.

Custom Fields for Lk Doorknobs x|
Calor INaturaI 0K
Material W Cancel
Style IHound Help

Define Fields

LB

9 Click OK to close the Custom Fields for Lk Doorknobs window, and then click OK to
close the Edit Item window.

10 Close the Item list.

You can add custom fields you’ve set up for customers or items to any sales form.
Similarly, you can add customer fields you’ve set up for vendors or items to the purchase
order form. If you want to filter a report based on text in custom fields, you must add the
fields to the form used to generate the report. For example, if you want to filter the open
purchase orders report by style, you need to add the Style field to the purchase order
template you use.
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Managing lists

Lists are easy to manage in QuickBooks. You can sort lists, combine (merge) list items,
rename list items, delete list items, make list items inactive, and print lists.

Sorting lists

You can sort many QuickBooks lists manually or alphabetically. To sort a list manually,
simply use the mouse to drag a list item to its new location. Lists that you can sort this
way are the Chart of Accounts, Customers & Jobs, Class, Customer Type, Vendor Type,
Job Type, and Memorized Transaction lists.

If you have changed the order of a list by dragging items and then decide you’d rather
have an alphabetically sorted list, QuickBooks has a Re-sort List command. In the chart
of accounts, the Re-sort List command sorts alphabetically within account type; in the
Item list, the Re-sort List command sorts alphabetically within item type.
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Sorting lists manually

In this exercise, you’ll sort a list manually, and then re-sort it to put it back in

alphabetical order.

To sort a list manually:

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction.

T
Balance Total
1 48,

% |Bank 13,8 _I
»Accounts Receivable Accounts Receivable 62,041.94
< Tools & Equipment Other Current Asset 5,000.00
+Employee Loans Other Current Asset 0.00
<+Inventory Asset Other Current Asset 26,926.43
+Retainage Other Current Asset 2,4961.80
¢|Indeposited Funds Other Current Asset 2,124.00
»Trucks Fixed Asset 24,852.91
+Criginal Cost Fixed Asset 33,852.91
+Depreciation Fixed Asset -2,000,00
e Pre-paid Insurance Other Asset 1,041.85
<+ Accounts Payable Accounts Payable 30,739,358

¢ QuickBooks Credit Card Credit Card 70,00 j

| Account ~ l Activities  * | Reports  * |[T Includs inackive

2 Click the diamond to the left of the Owner’s Draw subaccount of Owner’s Equity.
The mouse pointer becomes a four-directional arrow.

3 Click and hold the mouse button, and drag the pointer upward until you see a
dotted line directly below Owner’s Equity.

4 Release the left mouse button to drop the account in the new position.

The Owner’s Draw account is now directly under the Owner’s Equity account.

+ Dwner's Equity E quity 19.000.00
+ Dwner's Draw E quity -6.000.00
+ Dwner's Contribution E quity 2500000

Now you can use the Re-sort List command to return the list to alphabetical order.

5 Tore-sort the list alphabetically, click the Account menu button, and select
Re-sort List.

QuickBooks asks you to confirm that you want to return the list to its original order.
6 Click OK.
QuickBooks re-sorts the chart of accounts alphabetically by account type.

7 Close the chart of accounts.

94



Sorting lists in ascending or descending order

Depending on the type of business you have, you may want to order your list entries in
a certain way. For example, perhaps you’d like to see people who owe you money at the
top of your Customers & Jobs list. In this exercise, you'll learn how to sort the Customers
& Jobs list in descending order by customer balance.

To sort a list in descending order:

1 Click Customer Center on the icon bar to display the Customer Center and
Customers & Jobs List.

— Click this button to expand (or collapse) the
Customers & Jobs list.

#= Customer Center: Godwin Manufacturing (All Transactions) -8 x|
%y New Customer & Job ~ New Transactions = .g, Print > ﬂ Excel » "5 Word »
Customers & Jobs I Transactions ] Customer Information Edit Customer... I Reports for this Customer

View [Active Customers = -+
Find q |

ne  Godwin Manufacturing

t John Godwin = QuickRepart

Industrial Ph 325-555-9841

= Open Balance
Godwin Manufacturing Alt Ph

= Show Estimates
IName Balance Total

55 Godwin Manufacturing ¢ 325-555-0012
[ 376 Pine Street

« Abercrombie, Kristy 0,00 — S e Net 30

«Family Room 0.00 Price Level

<Kitchen 0.00 e allboe % Learn about getting new

»Remodel Bathroom 0.00 Notes e | ostomers.
<Baker, Chris 1,040.00 -

+Family Room 1,040.00 Show |All Transa... | FiterBy [al ~| pate [ThisFiscal.. ] 10/01/2007 - 09/30/2008
»Balak, Mike 0.00 Type I Num I Date I Account I Amount

« Utility Shed 0.00 There are no transactions of type "All Transactions™, filtered by "All", in date range "This Fiscal Year™,
+Barley, Renee 0.00

<Repairs 0.00
+Bolinski, Rafal 0.00

+2nd story addition 0.00
+Bristol, Sonya 0.00

+Utility Shed 0.00

+Repairs 0.00
+Burch, Jason 0.00

+Room Addition 0.00
+Burney, Tony 0.00

<Repairs 0.00
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2 Click the arrow to the right of the View drop-down list to expand the Customers &
Jobs list.

The Customers & Jobs list now shows details about the customers and jobs.

=
<% MNew Customer & Job = New Iransactions» (= Print 7 Excel» [ Word~
Customers & Jobs I Transactions ]
Find l—&l
Name Balance Total | Notes Job Status Estimate Total
-
< Abercrombie, Kristy 0.00 # 15,582.13 —
+Family Room 0.00 Not awarded
+Kitchen 0.00 Pending 4,792.00
+Remodel Bathroom 0.00 In progress 10,790.13
+Baker, Chris 1,040.00
+Family Room 1,040.00 Closed
+Balak, Mike 0.00
+Utility Shed 0.00 Clozed
sBarley, Renee 0.00
+Repairs 0.00 Closed
+Bolinski, Rafal 0.00 13,136.67
+2nd story addition 0.00 Closed 13,136.67
+Bristol, Sonya 0.00
+Utility Shed 0.00
+Repairs 0.00 Closed
<Burch, Jason 0.00
+Room Addition 0.00 Closed
4Burney, Tony 0.00
«Repairs 0.00 Closed
-

3 Click the Balance Total column heading.

Notice that an arrow pointing up appears on the heading and the list is sorted in
ascending order by customer balance.

4 Click the column heading again.




Notice that the arrow now points down and the list is sorted in descending order
with the customers with the highest balances at the top of the list.

R
4£ MNew Customer &Job » New Transactions» (= Print ] Excel* [, word~
Customers & Jobs I Transactions ]
Find 3'
& | Mame | Balance... ™ | Motes | Job Status | Estimate Total
+Pretell Real Estate 17,438.68 r 18,409.93 =]
@75 Sunset Rd. 12,412.18 In progress 18,409.93 =
«155 Wiks Blvd. 5,026.50 In progress 0.00
+Robson, Dard 12,420.58 44 12,865.98
«Robson Clinic 12,420.98 In progress 12,865.98
+Cook, Brian 781263 35,594.54
¢ 2nd story addition 5,003.30 In progress 22,427.44
«Kitchen 2,809.33 In progress 13,167.10
+Change Order #1 0.00 Closed 4,225.41
+Ecker Designs 6,226.11 r 5,828.80
+Office Repairs 6,226.11 In progress 5,828.80
+Melton, Johnny 4,999.50 44 16,281.99
«Dental office 4,999.50 In progress 16,281.99
+Violette, Mike 4,735.73
e\Workshop 4,735.73 In progress
«Utility Room 0.00) 4# Closed
+Jacobsen, Doug 2,320.00 44 7,688.65
eKitchen 2,320.00 In progress 0.00
+Poolhouse 0.00 Pending 7,688.65
+Teschner, Anton 1,790.95 4 0.00
-

5 To return to the order you started with, click the large diamond to the left of the
Name column heading.

6 Click the Collapse arrow to collapse the Customers & Jobs list.

If you don’t collapse the Customers & Jobs list, the next time you open the
Customer Center, the center opens with the expanded Customers & Jobs list.

7 Close the Customer Center.

Merging list items

In most lists, you can combine two list items into one. For example, you may find that
you’ve been using two customers (because of different spellings) when you really need
only one on your Customers & Jobs list. You can merge list items in the Chart of
Accounts, Item, Customers & Jobs, Vendor, Employee, and Other Names lists.

Important:  After youmerge list items, you cannot separate them. When working
in your own company file, we recommend that you back up your data
before merging list items.

In this exercise, suppose you want to merge Hughes Electric (the vendor you added
earlier in the lesson) with C.U. Electric. To merge them, you edit the incorrect name to
match the spelling of the correct name.
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To merge items on a list:

1 TFrom the Vendors menu, choose Vendor Center.
QuickBooks displays the Vendor Center.

2 Double-click the entry for Hughes Electric.
QuickBooks displays the Edit Vendor window.

# Edit Vendor -0l x|
vendor Name
Current Balance :  0.00 How do I adiust the current balance? L |
Cancel |
Address Info I Additional Info ] Account Prefill ]
MNotes |
Company Name|Hughes Electric Contact IDavid Hughes Help |
MrMs. . Phone  |510-555-6665 [ Vendor is
First Mame I M.I. I FAX |510.555-555}' inactive
Last Name | Alt, Phone I

Mame and Hughes Electric Alt, Contact I
Address P.0. Box 2316 Bmadl [
Middlefield, CA 94432
Cc I

Print on Check as

Address Details | |Hughes Electric

3 Inthe Vendor Name field, type C.U. Electric. (This is the vendor name you want to
merge with.)

4 Click OK.
QuickBooks asks if you would like to merge the names.

5 Click Yes.
QuickBooks merges the two names, and you now have only C.U. Electric in the
Vendor list.

6 Close the Vendor Center.

Note: You cannot merge items on the Fixed Asset Item list. In addition, if you use
assembly items in QuickBooks Premier Edition products, you cannot merge
them with other assembly items or with any other type of item.
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Renaming list items

You can rename any list item. When you make the change, QuickBooks automatically
modifies all existing transactions containing the item.

Tip: If you don’t want to change existing transactions, add a new name or item
instead.

To rename a list item in the chart of accounts:

1 From the Lists menu, choose Chart of Accounts to display the chart of accounts for
Rock Castle Construction.

2 Inthe chart of accounts, select Checking.
3 Click the Account menu button, and choose Edit Account.

QuickBooks displays the Edit Account window.

loix]

ﬂ- Account Type  [Bank =]

General I Online Services ]

Account Name I
™ Subaccount of | ﬂ

— Optional

Description [Great Statewide Bank

Bank Acct. No. 0661001235 How do I change the account number?
Routing Mumber 112200042 How do I change the routing number?
Tax-line Mapping | <Unassigned = ﬂ How do I choose the right tax line?

You can change the opening balance in

Ch Opening Bal
ange Upening Baance the account register.

Remind me to order checks when I reach check number I—
- [~ Order checks I can print from QuickBooks Learn more

™ Account is inactive Save & Close | Cancel |

4 In the Account Name field, type Master Checking Account.
5 Click Save & Close.
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QuickBooks changes the account name in the chart of accounts.

oI
Balance Total

4 ter Checking Account ank 45, 3

+Savings Bank 13,868.42_‘
+Accounts Receivable Acrounts Receivable 62,041.94
+Emplayee Loans Other Current Asset 0.00
+Inventory Asset Other Current Asset 26,926.43
+Retainage Other Current Asset 2,451.80
+Tools & Equipment Other Current Asset 5,000.00
+Undeposited Funds Other Current Asset 2,124.00
+Trucks Fixed Asset 24,852.91
+Depreciation Fixed Asset -9,000.00
+Original Cost Fixed Asset 33,852.91
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Payable Accounts Payable 30,739.38

+Caloil Card Credit Card 7102 |

Activiies * | Reports |7 Include inactive

6 Close the chart of accounts.

Deleting items and making list items inactive

You can delete list items only if you have not used them in any transactions. If you try
to delete a listitem that is used in a transaction, QuickBooks displays a warning that the
item can’t be deleted. If you don’t want to use a list item but you can’t delete it, you can
make it inactive.

To make a list item inactive:

1 Onthe Home page, click the Customers button (along the left side of the Home
page).
QuickBooks displays the Customers Center, including the Customers & Jobs list.

2 Select Milner, Eloyse in the list. (Select her name, not the job.)

3 Right-click the name and choose Make Customer:Job Inactive. (You can also click
Edit Customer and then select the “Customer is inactive” checkbox.)
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Notice that Eloyse Milner (and the job for her room addition) no longer appears on
the Customers & Jobs list. (The customer and job item is only removed from the
list—transactions associated with this customer and job will still show in reports.)

Customers & Jobs I Transactions
View IW ll
Find I—il
MName I Balance To%
«tility Shed 0.00 =
+Johnson, Gordon 0.00
«Utility Shed 0.00
+Keenan, Bridget 0.00
+5torage Shed 0.00
+5un Room 0.00
+Lamb, Brad 0.00
+Room Addition 0.00
+Lew Plumbing - C 175.00
+Luke, Noelani 0.00
+Kitchen 0.00
+Remodel Bathroom 0.00 _I
+Melton, Johnny 4,999,50
+Dental office 4,999.50
+Memeo, Jeanette 0.00
+2nd story addition 0.00
«Utility Shed 0.00
+Room Addition 0.00
+Matiello, Ernesto 622,25
-
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4 To see inactive list items, choose “All Customers” from the View drop-down list.
QuickBooks displays all the list items again, but the Xs signify that this customer is
still inactive. (You make the customer active again by right-clicking the name and
choosing Make Customer:Job Active.)

Customers & Jobs I Transactions
Find I—il
% I Mame I Balance Total

+Utility Shed 0.00 =]
+Johnson, Gordon 0.00
<tility Shed 0.00
+Keenan, Bridget 0.00
+5torage Shed 0.00
+5un Room 0.00
+Lamb, Brad 0.00
+Room Addition 0.00
+Lew Plumbing - C 175.00
+Luke, Noelani 0.00
+Kitchen 0.00
+Remodel Bathroom 0.00
+Melton, Johnny 4,999,50
«Dental office 4,993.50
+Memeo, Jeanette 0.00
+2nd story addition 0.00
<Utility Shed 0.00
$  +Miner, Eloyse 0.00
b4 »Room addition 0.00
+Morgenthaler, Jenny 271,53 |

:l

5 Leave the Customer Center open to use in the next exercise.

Printing a list

You can print a QuickBooks list for reference, or you may print a list to a file to use in
your word processor or spreadsheet. QuickBooks prints the Customers & Jobs list as it
appears on the screen. For example, if the Customers & Jobs list is expanded and sorted
by balance total, QuickBooks prints the expanded list sorted by balance total; if the list
is collapsed, QuickBooks prints just the customer name, the balance total, and active
status.

To print the Customers & Jobs list:

1 Inthe Customer Center, click the Print menu button, and then choose Customer &
Job List.

QuickBooks displays a message telling you that you can also print list information
from the Reports menu.
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2 Click OK to bypass the List Reports message.

QuickBooks displays the Print Reports window, which displays the name of your
printer and printer port.

You can select to print to a printer or to a file.
Click Print.

Note: Thisis a fairly long list, so if you don’t want to print it now, click Cancel.

To print information on one customer:

1
2

3

In the Customers & Jobs list, select the customer whose details you want to print.
Click the Print menu button, and then choose Customer & Job Information.

QuickBooks displays the Print Customer Information window, which displays the
name of your printer and printer port.

You can select to print to a printer or to a file.
Click Print.

If you want to print information for selected customers only, you can generate and filter
the Customer Contact report for those customers. You can also modify the report to
include the columns that you want.

To print information for selected customers:

1

oG A WN

0 N

=
'_
€
5]
e
(%2}
h
2
=]
d

From the Reports menu, choose List, and then choose Customer Contact List from
the submenu.

Click Modify Report.

Click the Filters tab.

Select Customer in the Filter list.

In the Customer field, choose Multiple customers/jobs.

Make sure Manual is selected and then click to put a checkmark next to those
customers for which you want to print contact information.

Click OK to close the Select Customer:Job window.
Click OK to close the Modify Report window.
Print the report.

QuickBooks has preset reports that let you report on the information in your
QuickBooks lists. For example, you can create a phone list and a contact list for your
customers, employees, and vendors. You can also create a price list for the items stored on
your QuickBooks Item list.

To create a list report, from the Reports menu, choose List, and then choose the list
report you want to generate.

Let students know that if they want to print the list to a file (so they can use it in their
word processing, spreadsheet, or database program), they can select File and choose the
appropriate file format from the drop-down list.
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