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About the Author  

 

Esther Friedberg Karp is an internationally-renowned trainer, writer, business consultant and speaker 
who was named one of the Top 10 QuickBooks ProAdvisors in the world, with the title Top 
International ProAdvisor. 

Based in Toronto, Canada, Esther has the unique distinction of holding ProAdvisor certifications in 
the United States, Canada and the United Kingdom. She has authored materials and delivered 
educational and certification courses for Intuit in all those countries, as well as Australia where she 
conducted live QuickBooks Online training. She has spoken at Scaling New Heights, QuickBooks 
Connect and other conferences, as well as those of various accounting and professional 
organizations and written countless articles for Intuit Global. 

Esther counts among her clients’ companies from around the world, as well as accounting 
professionals who seek her out on behalf of their own clients for her expertise in various countries’ 
editions of QuickBooks Desktop and Online, and for her talent in customizing QuickBooks usage for 
different industries. 

Esther holds a BSc from the University of Toronto in Actuarial Science and Mathematics, and an MBA 
in Marketing and Finance from York University’s Schulich School of Business.  

She can be reached at esther@e-compubooks.com or 416-410-0750. 

 

 

Esther Friedberg Karp, MBA 

President, EFK CompuBooks Inc. 

esther@e-compubooks.com  
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Training at a Glance 

Use this as a guide to select specific workflows to be covered.  

  

TOPICS STEP BY STEP WORKFLOWS  

PRODUCT 
OVERVIEW 

• Benefits of using QuickBooks Online 

• Know the features of your QuickBooks Online subscription 

IMPORTING DATA • Export QuickBooks Desktop data to QuickBooks Online  

• Become familiar with importing lists into QuickBooks Online 

SETTING UP YOUR 
COMPANY 

• Explore how to add users to QuickBooks Online  

• Explore the Products and Services list  

• Print a transactions report for a selected account directly from the 
Chart of Accounts  

• Print the Chart of Accounts  

• Connect a bank account to the bank feed  

• Become familiar with the Company tab in global Company Settings  

• Enter contact information, employer ID and tax form in global 
Company Settings  

• Specify terminology for customers in global Company Settings  

• Become familiar with the Sales tab in global Company Settings  

• Become familiar with how to turn on inventory in global Company 
Settings  

• Become familiar with the Expenses tab in global Company Settings  

• Explore how to turn on purchase orders in global Company Settings  

• Become familiar with the Advanced tab in global Company Settings  

• Explore how to close the books in global Company Settings  

• Explore how to show account numbers in global Company Settings  

• Explore how to enable auto-recall on forms in global Company 
Settings  

• Change settings for automatic signing out after a period of inactivity  
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QUICKBOOKS ONLINE TEST DRIVE  

Exercises contained inside this handbook can be completed using a QuickBooks Online “test drive” 
file. The test drive uses a sample company file called Craig’s Design & Landscaping Services. It can 
be accessed through the following link:  

Craig's Design & Landscaping  

You don’t have to create an account or sign in to access the test drive file; just complete the security 
validation and click Continue.  

This test drive is designed for you to explore and try out new things without worrying you will break 
something or make a mistake. It is not designed to retain any changes you make. Once you close 
this QuickBooks Online test drive company it is completely refreshed, so remember to allow 
sufficient time to complete each task. 

 

https://qbo.intuit.com/redir/testdrive
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Topic 1: Product Overview  

QuickBooks Online has many features and advantages that QuickBooks Desktop does not offer. 
Once you make the change to QuickBooks Online, it is important to understand the features 
available to you by being in the cloud and the feature availability based upon your subscription 
level. Look at just some advantages that QuickBooks Online has: 

• Access data easily across multiple platforms, PC or Mac, browser or tablet 

• Mobile access included with QuickBooks Online subscriptions at no additional cost 

• No need to transfer data files since everyone logs in to the same account to access the same data 

• All the data is hosted, backed up and secured by Intuit’s servers 

• Automatically create invoices and send them to clients, including delayed customer charges for 
unbilled time and costs 

• Post to multiple accounts receivable and accounts payable lines in a single journal entry 

• Track inventory using the first in, first out (FIFO) method (the only QuickBooks Desktop edition 
that offers FIFO inventory costing is QuickBooks Desktop Enterprise with Advanced Inventory) 

• Track logins, third-party activity and list changes in the Audit Log 

• Reports can be emailed to anyone at a scheduled frequency, even if they do not have access to 
this QuickBooks Online company file 

• Further organize data with both class and location tracking; labels can be selected for locations 
(such as property, store, territory, etc.) 

• Bank transactions are automatically downloaded nightly 

• Invite unlimited “reports only” and “time tracking only” users 

• Sync third-party apps to QuickBooks Online without opening the QuickBooks Online company, 
since the apps sync to Intuit’s always-accessible server; no downloading and managing third-
party sync engines 

• QuickBooks Online developers are always releasing new functionality to QuickBooks Online (no 
need to install new versions of QuickBooks Online as you always get the latest and the greatest 
with new features users are requesting) 
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KNOW THE FEATURES OF YOUR QUICKBOOKS ONLINE SUBSCRIPTION 

QuickBooks Online is a great solution for many different types of businesses. Every company must 
assess their needs to find a financial accounting solution appropriate for their business. Use the 
QuickBooks Online subscription matrix to determine the features of your QuickBooks Online 
subscription: http://quickbooks.intuit.com/online/compare. You can upgrade your QuickBooks 
Online subscription at any time to accommodate changes in your business.  

QuickBooks Online Simple Start 

• QuickBooks Online account 

• Automatic data backup 

• Bank-level security and encryption 

• One full-access user 

• Invite up to two accountant users, no 
additional charge 

• Unlimited invoices and estimates 

• Charge sales tax to customers 

• Snap photos of receipts so you’re ready for 
tax time 

• Print checks and record transactions 

• Download bank and credit card transactions 

• Import from QuickBooks Desktop 

• Import/export lists from Microsoft Excel® 
(customers, vendors, Chart of Accounts) 

• Add payroll to pay W-2 employees and file 
payroll taxes 

• Prepare and print 1099-Misc 

• Integrate with available applications 

• 20+ built-in reports  
  

http://quickbooks.intuit.com/online/compare
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QuickBooks Online Essentials 

With QuickBooks Online Essentials you have access to all the Simple Start features as well as: 

• Access for three users with permission 
controls 

• Manage and pay bills, including schedule 
payments for later 

• Automatic invoice creation on recurring 
schedule 

• Track billable hours by customer 

• Unlimited time tracking-only users  

• Compare sales profitability with industry 
trends 

• Delayed charges and credits  

• Multicurrency 

• 40+ built-in reports  

QuickBooks Online Plus 

With QuickBooks Online Plus you have access to all the Simple Start and Essentials features  
as well as: 

• Access for five users with permission controls 
(up to 25 paid users total)  

• Unlimited reports-only users 

• Track billable hours by customer 

• Purchase orders 

• Class and location tracking 

• Track inventory using the FIFO method  

•  Prepare and print 1099-Misc 

•  Budgets 

• Two-sided items  

• Estimates 

• 65+ built-in reports  
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Topic 2: Import Data  

IDENTIFY STEPS TO IMPORT DATA INTO QUICKBOOKS ONLINE 

When you sign in to your company you can click the Help button (the question mark in the circle or 
the word Help next to it) in the top right corner for access to in-product self-help resources such as 
overviews and videos, as well as a Contact Us button with various options for ways to connect.  
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QuickBooks Online allows users to import data from QuickBooks Desktop within the first 60 days of 
creating the QuickBooks Online account. When this data is imported, it replaces (i.e., overwrites) any 
pre-existing data in the QuickBooks Online account.  

Most QuickBooks Desktop data can be imported, but there are some limitations. Because 
QuickBooks Online is being improved constantly, the import capabilities can change. Check the 
latest limitations by visiting The Visual Guide to Export. At the time of this publication, these 
guidelines are among those in effect: 

• While the size of the QuickBooks Desktop company file does not matter when importing to 
QuickBooks Online, the Desktop file must consist of no more than 350,000 targets 

• If the Desktop file consists of more than 350,000 targets, consult The Visual Guide to Export for 
alternatives regarding trimming the file or importing lists and/or balances only 

• Form templates (such as invoices, credit memos, statements, etc.) from QuickBooks Desktop 
cannot be brought into QuickBooks Online 

• Memorized reports from QuickBooks Desktop cannot be brought into QuickBooks Online 

• Reconciliation reports from QuickBooks Desktop cannot be brought into QuickBooks Online 

• Payroll data imports from QuickBooks Desktop to QuickBooks Online as checks, not paychecks; 
any desired payroll service will have to be newly set up in QuickBooks Online via an interview 
including calendar YTD fields for each employee 

• International versions of QuickBooks Desktop cannot be imported into QuickBooks Online’s U.S. 
version 

• You can import your QuickBooks Online data back to QuickBooks Desktop, with limitations, 
using Internet Explorer (in The Visual Guide to Export, enter Export data file from QuickBooks 
Online to Desktop in the search bar and follow those instructions) 

  

https://quickbooks.intuit.com/community/Getting-Started/Visual-Guide-to-Export/m-p/186187/thread-id/10
https://quickbooks.intuit.com/community/Getting-Started/Visual-Guide-to-Export/m-p/186187/thread-id/10
https://quickbooks.intuit.com/community/Getting-Started/Visual-Guide-to-Export/m-p/186187/thread-id/10
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 Step by Step: Export QuickBooks Desktop Data to QuickBooks Online 

These steps are for exporting a QuickBooks Desktop (Pro or Premier) company to QuickBooks 
Online. These steps can be followed using a QuickBooks Desktop sample company to try out the 
process. There are different steps for converting from QuickBooks Enterprise Solutions or 
QuickBooks for Mac to QuickBooks Online; visit The Visual Guide to Export for instructions.  

The QuickBooks Online file should be set up (by the client or by the accountant creating a 
QuickBooks Online file on behalf of the client) ahead of time. If it is not set up ahead of time, you will 
be prompted to do so when you find that there is no QuickBooks Online filename where the 
converted Desktop file’s records can reside.  

1. Open the QuickBooks Desktop company data file as the Admin user.  

2. The file cannot have more than 350,000 targets. To view the size of your file, press the F2 key. If 
the file has more than 350,000 targets, you can still import lists. 

3. Navigate to File  Utilities  Verify Data. Correct any errors in the QuickBooks data before 
proceeding to the next step and, if necessary, perform step 3 and repeat Verify. 

4. Navigate to File  Utilities  Rebuild data. A backup must be created before QuickBooks 
Desktop runs the Rebuild action. 

5. Navigate to Company  Export Company File to QuickBooks Online.  

 

https://quickbooks.intuit.com/community/Getting-Started/Visual-Guide-to-Export/m-p/186187/thread-id/10
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6. You will then see a window with a link to a guide about how to make the conversion from 
QuickBooks Desktop to QuickBooks Online as smooth as possible, and a link to a quick tour of 
the QuickBooks Online interface. Both are very useful, especially the guide, as there are 
embedded links and it is constantly being updated. When you are ready, click Start your export.  

 

The wizard will provide the steps to sign in with your pre-existing Intuit user ID.  
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7. When you click Sign in, you will see Your moving-day checklist which will guide you through 
your next steps. At this point you can click any step to get more info, click Cancel export or 
Continue to proceed.  

 

8. If you click Continue, you will be given the opportunity to overwrite any of the companies (60 
days old or newer) associated with that ID. Click Continue. 
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9. If you don’t see the company you want in the list, that’s because it hasn’t been created in 
QuickBooks Online first. You should have created the “empty” QuickBooks Online company first 
to ensure it appears on this list. Then you’ll be able to select it and click Continue. 
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10. You will be asked to confirm if you want QuickBooks to replace all the data in the existing 
QuickBooks Online company file you chose (even if it’s a brand new, empty one that you just 
created). Enter the word AGREE in the field below and click Replace. 
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Along the way, you will also see prompts to start tracking inventory in the QuickBooks Online 
company as of a date you specify, if the QuickBooks Desktop company had been tracking 
inventory. 

 WARNING: Be very careful with this step as it will overwrite all data in the QuickBooks Online company 
you select, if it has been created already and is 60 days old or newer. You will see a summary of what 
data will be overwritten and you will be prompted to confirm that you wish to “go ahead and replace 
the data.” If you are only practicing this process, create a new QuickBooks Online company that can be 
cancelled. 

11. Once complete, wait for confirmation that the QuickBooks Desktop file has been successfully 
imported.  

 

An email will be sent within 24 hours notifying you that your QuickBooks Online company is ready. 
Often the conversion is very quick and email confirmation is received almost immediately.  

Verify the data was imported correctly. Create a Balance Sheet and Profit & Loss report in both 
QuickBooks Online and Desktop. Customize the date range to All Dates. Set the accounting 
method to Accrual. Compare the balances, looking for any inconsistencies. (Inconsistencies may be 
addressed here, due to cash vs. accrual basis reporting, FIFO inventory vs. weighted average 
inventory, and certain types of multicurrency transactions.)  

You can re-import data into QuickBooks Online for 60 days from the creation date of the 
QuickBooks Online company. It is important to note that re-importing data will overwrite any existing 
data in the QuickBooks Online company.  

  

https://community.intuit.com/articles/1274215-what-to-do-after-completing-an-import-to-quickbooks-online-from-quickbooks-desktop-mac-windows-us
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 Step by Step: Import Lists into QuickBooks Online  

1. Open the QuickBooks Online test drive account. 

2. Navigate to the gear icon  Import Data (under the Tools section). 

 

List data may be imported at any time into QuickBooks Online, such as customers, vendors, 
accounts (i.e., general ledger accounts on the Chart of Accounts) or products and services. Each 
option has a downloadable template to ensure data is properly formatted before import. 

NOTE: When importing a Chart of Accounts, it does not replace the existing Chart of Accounts; it adds 
any accounts in your spreadsheet that are not already in QuickBooks Online to the existing accounts. 

In addition, bank and credit card statements can be manually uploaded and imported (in *.csv, *.qfx, 
*.qbo, or *.ofx format) into QuickBooks Online when a direct bank feed connection to online 
banking cannot be established. To establish a bank feed connection, you can connect an online 
bank or credit card account to the appropriate account on the Chart of Accounts by navigating to 
the left navigation bar, selecting Banking  Add account in the top right corner. Future bank and 
credit card statements can be uploaded manually either from the gear icon  Import Data gear 
icon  Import Data  Bank Data access point or select Banking on the left navigation bar then 
select File Upload (or, if the File Upload button is not displayed, select the drop-down next to 
Update then File Upload). 
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Topic 3: Set Up Your Company  

RECOGNIZE STEPS TO SET UP AND MODIFY LISTS AND USERS 

QuickBooks Online account lists and users can be managed from the gear icon in the top right. 
Managing lists is an important component of QuickBooks Online. From the gear icon, all lists should 
be reviewed to make sure they are appropriate for the company. This includes Chart of Accounts, 
Recurring Transactions, Products and Services, Product Categories, Custom Form Styles, Payment 
Methods, Terms, Attachments, and Classes and Locations. 

 Step by Step: Add Users to QuickBooks Online 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Manage Users (under the Your Company section). 

 

3. Ensure the Users tab is selected (the total number of existing users displays in the name of the 
tab). 

4. Click Add user. 

5. Choose a type of user. 

6. Click Next. 

7. Set the user’s access rights. 
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8. Click Next. 

9. Select the user’s settings. 

10. Click Next. 

11. Enter the user’s name and email address (the email address will be their user ID). 

12. Click Save. 

The invited user receives an email that contains a link to sign in to the QuickBooks Online company. 

 Step by Step: Add Accountant Users to QuickBooks Online 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Manage Users (under the Your Company section). 

3. Ensure the Accounting firms tab is selected (the total number of existing Accounting firm users 
displays in the name of the tab). 

4. Enter the accountant’s email address (your accountant/bookkeeper and members of their firm 
who have been granted permission will have access to your company data). 

5. Click Invite. 

The accountant receives an email that contains a link to sign in to the client’s company via 
QuickBooks Online Accountant as an Accountant user. 

 Step by Step: Products and Services List 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Products and Services (under the Lists section). 

3. The Products and Services list appears. Notice that it lists the name, SKU, type, sales description, 
sales price, cost, whether the item is taxable, the quantity on hand and the reorder point (if it’s set 
up as an inventory item). The items will be grouped by categories, if categories are used. 
Additionally, a picture of the product or service can accompany the name of the item. 
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4. To specify the columns which appear in the Products and Services list, click the grid gear icon at 
the top right of the list and add or remove the checkmark next to each column you want to see or 
not see. Click the grid gear icon again to have that list of columns disappear. 

5. To edit an item, locate the item to be changed, then click Edit in the far right column for that 
item. Make the necessary edits. Save and Close. 

6. To add an item, click New in the top right corner of the Products and Services window.  

a. Select a Type for this product/service (Inventory, Non-inventory, Service or Bundle). 

b. The Product/Service information window appears; if you selected the wrong type of 
product/service, select Change type and correct your selection. 

c. Enter the item Name, and, if applicable, the SKU and Category for the product/service. 

d. Upload a picture for this product/service if desired. 

e. For Inventory items in new companies that have no history of transactions in QuickBooks 
Online, specify the Initial quantity on hand (zero for new products) and the As of date for 
that initial quantity. (Ensure the As of date is dated far enough back in time that it pre-dates 
any live transactions you want to enter.) You can specify a Reorder point if desired. Also, for 
any Inventory items, you would select the Inventory asset account. 

f. Fill in the Sales information and Purchasing information for that product/service with the 
corresponding default sales description, sales price/rate, income account, taxable status, 
default purchase description, unit cost and expense account. Save and close or Save and 
new. 

7. To delete (deactivate) an item, locate the item, click the drop-down arrow next to Edit and click 
Make inactive.  

8. Click Yes to confirm. Notice that items are merely deactivated and not really deleted. 
Transactions for deactivated items are never deleted. 
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 Step by Step: Print a Transactions Report for a Selected Account  
Directly from the Chart of Accounts 

1. Open the QuickBooks Online company. 

2. Click the gear icon  Chart of Accounts (under Your Company). 

3. If prompted, click See your Chart of Accounts. 

4. Select an existing account that is a Balance Sheet type of account (i.e., the Type column has any 
of these in it: Bank, Accounts Receivable, Other Current Assets, Fixed Assets, Other Assets, 
Accounts Payable, Credit Card, Other Current Liabilities, Long Term Liabilities or Equity), and in 
the drop-down next to View Register for that account, click Run report.  

5. The Account QuickReport for that account will display. 

6. Change the Report period in the top left corner, if necessary, and click Run Report. 

 Step by Step: Print the Chart of Accounts 

1. Open the QuickBooks Online company. 

2. Click the gear icon  Chart of Accounts (under Your Company). 

3. If prompted, click See your Chart of Accounts. 

4. Click the Printer icon in the upper right-hand corner of the displayed Chart of Accounts.  

5. The Chart of Accounts will display in print preview format. In the left column, select your printer 
and print settings, if necessary, and select Print. 
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 Step by Step: Connect a Bank Account to the Bank Feed 

1. Open the QuickBooks Online company. 

2. From the left navigation bar, click Banking. 

 

3. Click Add Account in the top right-hand corner.  

4. Follow the wizard to connect an account to the bank feed. 
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RECOGNIZE STEPS TO MANAGE YOUR COMPANY ACCOUNT AND SETTINGS 

Your company Account and Settings control much of the functionality in the QuickBooks Online 
account. They are the foundation for a successful and efficient QuickBooks Online experience.  

The Account and Settings screen organizes the account’s global preferences into these sections: 

• Company 

• Billing & Subscription 

• Sales 

• Expenses 

• Payments 

• Advanced 

 

NOTE: Two of these Account and Settings sections — Billing & Subscription and Payments — do not 
appear in the test drive company file.  
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 Step by Step: Company Tab in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Company section on the left. 

4. Notice the settings can be updated by clicking Edit (the pencil icon) on the right. 

 Company name 

 Company type 
 Contact info 

 Address 

 Communications with Intuit 

 Step by Step: Enter Company Name, EIN, Industry, Contact Information 
and Tax Form in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Company section on the left. 

4. Find the Company name settings on the right and click Edit (the pencil icon) on the right to enter 
or edit the company name information. 

5. Enter the Company name, the Legal name, and the EIN. 

6. Click Save. 

7. Find the Company type settings on the right and click Edit (the pencil icon) to enter or edit the 
company type information. 

8. Choose a tax form from the list. 

9. Choose a Company type from the drop-down; start entering an industry and finish by selecting 
one from the list that appears. 

10. Click Save. 

11. Find the Contact info settings on the right and click Edit (the pencil icon) to enter or edit the 
company contact information. 
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12. Click Save. 

13. Click Done. 

 Step by Step: Specify Terminology for Customers in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Advanced section on the left. 

4. Find the Other preferences settings on the right and click Edit (the pencil icon) to enter or edit 
the Customer Label (Clients, Customers, Donors, Guests, Members, Patients, or Tenants). 

5. Click Save. 

6. Click Done. 

 Step by Step: Sales Tab in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Sales section on the left. 

4. Notice on the right that the settings can be updated by clicking Edit (the pencil icon). 

 Customize look and feel of forms for customers 

 Sales form content 

 Products and services 

 Messages 
 Reminders 

 Online delivery 

 Statements 
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 Step by Step: Turn on Inventory in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Sales section on the left. 

4. Find the Products and services area and click Edit (the pencil icon). 

5. Click the box next to Track quantity and price/rate (so these fields appear on sales forms). 

6. Click the box next to Track quantity on hand (so inventory is tracked). 

7. Click Save. 

8. Click Done. 

9. Click the gear icon in the upper right. 

10. Click Products and Services.  

11. Select New to create a new product or Edit to alter an existing product. 

12. If it’s an existing product, select Change Type and choose Inventory item. If it’s a new product, 
choose the type Inventory item.  

13. Enter or edit the item Name and, if applicable, the SKU and Category for the product/service. 

14. Upload a picture for this product/service if desired. 

15. For Inventory items in new companies that have no history of transactions in QuickBooks Online, 
specify the Initial quantity on hand (zero for new products) and the As of date for that initial 
quantity (again, remember to back-date that As of date sufficiently to pre-date any live 
transactions you will enter). You can also specify a Reorder point if desired. Also, for any 
Inventory items, you would select the Inventory asset account. 

16. Fill in the Sales information and Purchasing information for that product/service with the 
corresponding default sales description, sales price/rate, income account, taxable status, default 
purchase description, unit cost and expense account. 

17. Click Save and close or Save and new. 



QuickBooks Online 2019 Client Training Topic 3: Set Up Your Company 

Course 1 – Get Started 26 

 Step by Step: Expenses Tab in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Expenses section on the left. 

4. Notice the settings can be updated by clicking Edit (the pencil icon).  

 Bills and expenses 

 Purchase orders 
 Messages 

 Step by Step: Explore Purchase Orders in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Expenses section on the left. 

4. Find the Purchase Orders area and click Edit (the pencil icon).  

5. Click the box next to Use Purchase Orders. 

6. Fill out remaining fields as needed. 

7. Click Save. 

8. Click Done. 
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 Step by Step: Advanced Tab in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Advanced section on the left. 

4. Notice the settings can be updated by clicking Edit (the pencil icon) on the right. 

 Accounting – to change the fiscal year or close the books 

 Company type – sole proprietorship, etc. (also accessible on the Company page) 
 Chart of Accounts – to turn account numbers on or off, specify a discount account and specify 

a billable expense markup income account if required 

 Categories – tracking classes, locations or both 

 Automation 
 Projects 

 Time tracking 

 Currency 

 Other preferences 

 Step by Step: Closing the Books in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Advanced section on the left. 

4. Find the Accounting setting on the right. Click Edit (the pencil icon) on the right. 

5. Check the box to Close the books.  

6. Enter a Closing Date. 

7. Select one of these from the drop-down menu: Allow changes after viewing a warning or 
Allow changes after viewing a warning and entering a password.  

8. Enter a password and confirm the password (if the password option was selected). 

9. Click Save. 

10. Click Done. 
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 Step by Step: Show Account Numbers in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Advanced section on the left. 

4. Find the Chart of Accounts setting on the right. Click Edit (pencil icon) on the right. 

5. Check the box next to Enable account numbers.  

6. Click the box next to Show account numbers. 

7. Click Save. 

8. Click Done. 

9. Click the gear icon  Chart of Accounts (under Your Company). 

10. If you are prompted, click See your Chart of Accounts. 

11. Select the Checking account. Select the drop-down arrow next to View Register for that account 
and select Edit. 

12. Edit the Checking account. In the Number field, enter account number 10100. Save and Close. 

13. View the account number now showing in the Chart of Accounts list. 

14. Navigate to Reports  Balance Sheet. 

15. View the account number for the Checking account appearing on the Balance Sheet. 
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 Step by Step: Enable Auto-recall on Forms in Account and Settings 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Advanced section on the left. 

4. Find the Automation setting on the right. Click Edit (the pencil icon) on the right. 

5. Check the box to Pre-fill forms with previously entered content.  

6. Click Save. 

7. Click Done. 

 Step by Step: Enter/Edit Many Account Numbers at Once in  
Chart of Accounts  

1. Now that Account Numbers have been enabled, open the Chart of Accounts. 

2. Click Edit (the pencil icon) in the top right corner. 

3. The Chart of Accounts becomes a grid you can edit, and you can add/edit account numbers in 
the Number column for many account numbers at once. 

4. When you are finished adding or editing your account numbers, click Save. (Tip: you can use this 
same method to edit the names of many accounts at once on the Chart of Accounts.) 
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 Step by Step: Change Settings for Automatic Sign Out  
after a Period of Inactivity 

1. Open the QuickBooks Online company. 

2. Navigate to the gear icon  Account and Settings. 

3. On the Account and Settings page, click the Advanced section on the left. 

4. Find the Other preferences setting on the right. Click Edit (the pencil icon) on the right. 

5. Select 1, 2 or 3 hours from the drop-down list next to Sign me out if inactive for.  

6. Click Save. 

7. Click Done. 
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Guide Conclusion 

You have just covered Course 1 – Get Started. This course has been developed to help you train your 
clients how to use QuickBooks Online successfully. 

By completing this module, your client should understand: 

• The benefits of QuickBooks Online 

• How to import data 

• The parameters of setting up their company 
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Training at a Glance 

Use this as a guide to select specific activities you want to cover. 

 

QUICKBOOKS ONLINE TEST DRIVE 

Exercises contained in this handbook can be completed using a QuickBooks Online “test drive” file. 
The test drive uses a sample company file called Craig’s Design & Landscaping Services. It can be 
accessed through the following link:  

Craig's Design & Landscaping  

You don’t have to create an account or sign in to access the test drive file; just complete the security 
validation and click Continue.  

This test drive is designed for you to explore and try out new things without worrying you will break 
something or make a mistake. It is not designed to retain any changes you make. Once you close 
this QuickBooks Online test drive company it is completely refreshed, so remember to allow 
sufficient time to complete each activity. But don’t worry if you have to close the test drive before you 
are finished! You can always begin again.  

TOPIC CONTENT 

BEST PRACTICES • Browser Functionality 

• Keyboard Shortcuts 

NAVIGATING  • Client Home 

• Various Left-hand Navigation Tabs 

• Quick Create 

https://qbo.intuit.com/redir/testdrive
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Topic 1: Best Practices 

IDENTIFY BEST PRACTICES WHEN USING QUICKBOOKS ONLINE 

Browser Tips  

The tips below are based on Google’s Chrome browser, but many of them work in other browsers:  

• Click a choice in the left navigation bar, Quick Create menu, gear icon or other access points and 
drag it up to access it in a new tab in the existing browser 

• Log in to a QuickBooks Online company (including the test drive company), right-click your 
browser tab, left-click Duplicate. (You can repeat this as many times as you like.) Now you have 
multiple tabs logged in to the same QuickBooks Online Company. You can then navigate to 
another access point in QuickBooks Online in one (or more) of the tabs so you have two (or 
more) tabs open to the same company showing different areas of QuickBooks Online. 

• Pull one tab out of the browser window and you can work in QuickBooks Online on two different 
screens side-by-side. You can work on these two windows independently of each other. Repeat, 
as needed! 

• Chrome allows you to create different users (Customize  Settings  People). If you have 
two or more different QuickBooks Online companies, you can log in to each of them using a 
different Chrome user and operate each account simultaneously. (Or you can log in using two or 
more different browsers, such as Chrome, Firefox and Safari, or log in as an incognito user.)  

• Log in as a separate Chrome user for your QuickBooks Online companies. Open the screens you 
use most often and bookmark them (click ) to create a QuickBooks Online icon bar to be used 
with multiple QuickBooks companies. 

• If a company has special screens you use regularly, create a folder on the Chrome bookmark bar, 
bookmark those screens and save in the folder 

 

• Right-click the back arrow of the browser to display a recent history of the screens you were on 
previously; left-click the one you want to return to and resume working 
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• Left-click and drag your selection up to where a new browser tab can be positioned and release 
it to open a new tab with that selection 

 

• If you are getting unexpected results when working in QuickBooks Online or are having 
problems logging in, make sure to clear your cache and cookies in Chrome (Customize  
History  History  Clear browsing data) 

• CTRL+ and CTRL – allow you to zoom in and out quickly 

NOTE: This browser functionality works best in a Chrome browser and is useful because many 
accounting professionals use two (and sometimes three) monitors. (Internet Explorer and Edge also 
allow the user to right-click a tab and select Duplicate. Other browsers, namely Firefox and Safari, do 
not necessarily have the ability to select Duplicate by right-clicking a tab. However, it is possible to 
highlight the entire URL of the tab, right-click and select Copy, then open a new tab in the same 
browser window, right-click and select either Paste or Paste & Go, depending on the browser being 
used.) All the browsers mentioned do feature the ability to drag a tab off to open in a separate 
browser window. 
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Keyboard Shortcut Tips  

You may be used to working with keyboard shortcuts when using desktop programs, whether 
QuickBooks Desktop, Microsoft Word®, Excel® or other programs. There are also keyboard 
shortcuts when working in QuickBooks Online. Some common keyboard shortcuts can be found by 
clicking Ctrl + Alt + /. If you’re on a Mac, use Option + Ctrl + /. Notice that the same shortcut key 
acts differently depending on the screen you are in. 

For example, Ctrl + Alt + c opens the Customer Center, if you are not in the middle of creating a 
transaction. If you are in the middle of creating a transaction, it cancels that transaction.  

These shortcuts indicate what function you can fulfill quickly in a Windows environment by clicking 
on Ctrl + Alt + letter (the list of letters is in the chart below). If you’re using a Mac, substitute 
Command + Option + letter. 

 

This screen is also one place you can find your Company ID, which you might need if you have to call 
technical support. 
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Other keyboard shortcuts you may be interested in are the date shortcuts. When you are in a date 
field, you can move forward and back a day at a time by using your + and – keys. To go to today, use 
the letter t. Here are some other date shortcuts: 

• w for first day of the week 

• k for the last day of the week 

• m for the first day of the month 

• h for the last day of the month 

• y for the first day of the year 

• r for the last day of the year 

Do you see the pattern? Use the first letter to go to the beginning and the last letter to go to the end 
of the time period related to the date that is currently displayed. 

Also, the ESC key will cancel the current transaction being entered/edited. 

Calculations 

There’s a simple calculator available directly on the rate or amount field of a transaction. Enter your 
first number then use your keyboard to add (+), subtract (–), multiply (*) or divide (/). The beauty of 
this feature is the results are entered directly into the transaction by moving to the next field, either 
with your mouse or the Tab key; no retyping of numbers is necessary. 
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Topic 2: Navigate 

In this topic, we discuss how to navigate around QuickBooks Online. It’s important to understand the 
interface and to know the options for entering information so you can figure out the correct workflow 
for your business. 

COMPANY HOME PAGE 

When you log in to QuickBooks Online, the Home page is the first screen that appears. The top of 
the screen shows the name of the QuickBooks Online company (helpful when you are running more 
than one company in QuickBooks Online).  

You'll see a Setup guide at the top of the Home page which can guide you through such steps as 
invoicing and connecting with an accountant. Clicking Hide will collapse this guide so you have 
more screen real estate available on this Home page. 

 

Once it’s collapsed you can click Resume setup to expand the setup guide again. 
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Below the Setup guide, you’ll see several bar charts and graphs related to the performance of your 
company. You’ll see Invoices receivable, including those that are overdue. You’ll also see invoices 
that were paid in the last 30 days, including those that were not yet deposited. You’ll also see a 
breakdown of major expense categories, income and expenses on the Profit and Loss, as well as a 
Sales graph. The time frames on these last three graphs start out at Last month but can be changed 
by clicking the drop-down arrow to choose another date range. As you hover over any of the 
sections of these graphics, you will get more information about that section. You can drill down to 
get either a detail report related to totals or continue to get to an actual transaction. 
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On the right side of the Home page is a list of bank and credit card balances and, if those accounts 
are connected with the banks, you get information as to current bank or credit card balance versus 
the QuickBooks Online balance for each account, and how many transactions have been 
downloaded and not matched or entered into QuickBooks Online. There is also a direct link to 
connect a bank or credit card account to its QuickBooks Online counterpart, as well as a drop-down 
to take you directly to the register for the bank or credit card account of your choice. 

This section of the Home page acts as a reminder to review the bank feeds on a timely basis. You’ll 
learn more about the Banking Center later in this training.  
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At the top right corner of the Home screen is a switch called Privacy. When you activate it, 
QuickBooks hides all the financial numbers on the screen to protect this sensitive information from 
anyone walking by your computer. This is very helpful if you’re working in a public place such as an 
airport or a coffee shop. 

 

On the left side of any QuickBooks Online company you’ll find the navigation bar. You will learn 
more about this as you go through this module. 
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Because the Home page automatically opens when you open QuickBooks Online, it directs the small 
business owner to review key metrics about their business. This is a good thing. Too often, small 
business owners and staff enter transactions but don’t really look at their results until tax time. And 
that could be too late. 

CUSTOMER CENTER 

Click the Sales tab in the navigation bar, then the Customers sub-tab (either in the horizontal list of 
tabs or in the pop-up list of tabs) to open the Customer Center. 

 

• The colorful money bar at the top of this center is a visual representation of potential revenue in 
the form of unbilled estimates and time and expenses, plus receivables (including overdue 
invoices), as well as invoices paid in the last 30 days. You can drill down on any color block of the 
money bar to get to the underlying list and, ultimately, to transactions to review, edit or delete. 

• The New Customer button in the top right corner creates a new customer in the Customer 
Center, as opposed to creating one on the fly in the Customer field of a transaction, which you 
can always do 

• You can also click the drop-down next to New Customer and choose to Import customers here 

• The visible columns of the Customer Center can be set by selecting the grid gear icon (in the top 
right corner of the customer list, above the Action column) to show the address, email and/or 
attachments column, as well as how many rows of the Center to display on a page and whether 
to include inactive customers. This setting is “sticky,” which means the next time you open the 
Customer Center, QuickBooks Online will remember your preference. 

• Click the customer name to view or edit the customer details (i.e., profile) for them, see a list of 
transactions or create new transactions 
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• Click the envelope icon next to a customer name in the Customer Center to launch your native 
email client to send them an email 

• Above the Customer list, you can easily find a customer or filter the list by typing part of the 
name in the search box 

• You can sort the customer list (or a transaction list for a customer, if you’ve clicked on the 
customer name or a color block of the money bar) forward and backward by several parameters 
simply by clicking the column header for that parameter, either once or twice, to specify sorting 
forward or backward 

• Once in the transaction list for a customer (or if you’ve clicked Open Invoices or Overdue 
Invoices in the money bar), you can create invoices, receive payments, send a reminder or an 
invoice link, print a packing slip, print a statement or copy a sales transaction for an individual 
customer under the Actions column 

• Clicking the Start invoice hyperlink next to an entry (any entry which can lead to invoices such as 
an estimate, a delayed charge or a time activity) will open an invoice populated with that entry; 
any additional entries available to be added to the invoice will be in the drawer to the right of the 
invoice.  

 

• You can perform batch actions related to statements and email for more than one customer by 
placing checkmarks in the boxes next to the appropriate customers in the Customer Center and 
choosing from the Batch Actions drop-down menu 
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VENDOR CENTER 

Click the Expenses tab in the navigation bar then the Vendors sub-tab (either in the horizontal list of 
tabs or in the pop-up list of tabs) to open the Vendor Center. 

 

The Vendor Center is like the Customer Center, except it’s related to vendors, not customers. 

• The colorful money bar at the top of this center relates to potential expenses (open purchase 
orders), unpaid and overdue bills and what has been paid in the last 30 days 

• If you click any of these color blocks, QuickBooks will display the underlying list of transactions 
that pertain to that section; if you keep drilling down, you can ultimately drill down into individual 
transactions to review, edit or deletie 

• Although you can always create a new vendor on the fly in transactions by simply typing a new 
vendor name in the Vendor field, the New Vendor button in the Vendor Center also allows you to 
create a new vendor 

• If you click the drop-down next to New Vendor, you can import vendors here 

• The Prepare 1099s button allows you to prepare 1099s 

• The editing columns, individual transactions, batch transactions, emailing and viewing the 
vendor in the Vendor Center work the same as in the Customer Center 
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VARIOUS TRANSACTIONS TABS 

There are four main ways to enter transactions in the Transactions tab of the left navigation bar: 
Banking, Sales, Expenses and Accounting. (And for those who have enabled Projects, there is a fifth 
way. You can enter transactions via the Projects tab.) 

 

• Banking – This opens the Banking Center. If you have connected your bank and/or credit card 
accounts to QuickBooks, you’ll see those accounts listed across the top of the page, as well as a 
list of transactions that need to be either matched or added to QuickBooks. You will learn about 
that in Topic 4 of this training. 
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• Sales – Click Sales in the left navigation bar, then All Sales to open the Sales Center where there 
is a Sales money bar that shows potential revenue, unpaid/overdue invoices and what has been 
paid in the last 30 days 
 As opposed to the Customer Center which shows a Customer list, the Sales Center shows a 

list of transactions that can be filtered 
 New transactions can be easily added from the top right corner of the screen by clicking New 

transaction 
 Next to the New transaction button there is an Import Transactions button which allows you 

to import sales transactions from Square, if you have that set up 

 The Action column shows suggested next steps, as well as other choices related to that 
transaction in the drop-down menu 

 As in the other centers, you can check multiple transactions and perform batch actions of 
printing or sending  
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• Expenses – Click Expenses in the left navigation bar, then Expenses to see a list of recent 
expense transactions which, like other centers, can be easily filtered 

 Click a transaction in the list to open the original transaction 
 The types of transactions that can be entered from here are: bills, expenses, checks, purchase 

orders or vendor credits 

 You can also print checks from this screen 
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• Chart of Accounts – Click Accounting in the left navigation bar, then Chart of Accounts (you 
may also have to click See your Chart of Accounts), to see a list of your general ledger accounts 

 You can double-click the account or select View register to open the register for any balance 
sheet account (except Retained Earnings) 

 If you click the drop-down next to Add check in the top left corner of a bank account register 
you’ve opened, you can add many types of transactions that affect a bank account: 

• Check 

• Deposit 

• Sales Receipt 

• Receive Payment 

• Bill Payment 

• Refund 

• Expense 

• Transfer 

• Journal Entry 

 The types of transactions available from the drop-down will vary depending on the type of 
balance sheet account being viewed in the register 
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 Back in the Chart of Accounts, if you click the drop-down next to View register you can: 

• Edit the account 

• Make the account inactive 

• Run a report (an Account QuickReport)  

 

 You can select Run report to view an Account QuickReport for any Profit and Loss account  

To summarize, the Navigation bar, in general, and the various Transactions tabs specifically, 
(Banking, Sales, Expenses and Accounting, and Projects, if this feature is enabled) are places to go to 
enter transactions. 

However, there is one other place to launch all transactions and we will cover it next. 
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• Projects – If the Projects feature in QuickBooks Online Plus has been enabled, you can launch 
transactions related to a project from the Projects area of the left navigation bar. (You will not see 
the Projects tab in the left navigation bar unless this feature is enabled by clicking the gear icon 
 Account and Settings  Advanced  Projects.)  

 Click Projects in the left navigation bar. If there are no pre-existing projects, click Add your 
first project.  

 

 If there are pre-existing projects and you wish to add one, click New project in the top right 
corner 
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 If you wish to add a transaction to a pre-existing project, click the project name in the list of 
projects, then click Add to project. You can add any of the following transactions to the 
chosen  project: Invoice, Receive payment, Expense, Estimate, Time entry, Bill, and Purchase 
order. 
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QUICK CREATE 

The Quick Create icon is at the top right of the QuickBooks Online page. It’s the + key that spins into 

an X when you click it. This is your one-stop shop for creating new transactions. 

There are two views of Quick Create. There’s a condensed view that just shows the common 
transactions of Invoice, Estimate, Expense and Check, and a Show More view that lists all 
transactions in QuickBooks sorted by the different areas of the company: Customers, Vendors, 
Employees and Other. The choice of view is sticky; QuickBooks Online remembers which view you 
prefer and offers it to you the next time you click the Quick Create button. 
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Course Conclusion 

You have just covered Course 2 – Navigate QuickBooks Online. This course has been developed to 
help you train your clients on how to use QuickBooks Online successfully. 

By completing this module, your client should understand: 

• Best practices in QuickBooks Online 

• How to navigate around QuickBooks Online 
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Lesson Objectives 

• Gain an overview of the course and the topics to be covered 

• Understand how QuickBooks Desktop (aka QuickBooks) works and how to get around in it 

• Learn common business terms used by QuickBooks 

• Practice using the QuickBooks Help tools 

• See how to exit QuickBooks 
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Forms 

You record most of your daily business transactions in QuickBooks Desktop on a QuickBooks form, 
which looks just like a paper form. Here’s an example of the form you use when you want to record a 
bill from one of your vendors. 

 

NOTES 
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Lists 

The list is another basic QuickBooks feature. You fill out most QuickBooks forms by selecting entries 
from a list. 

Note: In the Enter Bills window above, the information in the Vendor, Terms, Account and 
Customer/Job fields are pulled from lists. 

QuickBooks uses lists to store information about customers, vendors, employees, items or services 
you sell, and so on. Lists save time and help you enter information consistently and correctly. 

When you’re filling out an invoice form and you select a customer name from the Customer/Job list, 
QuickBooks not only fills in the name, but also the address, payment terms and customer’s sales tax, 
based on the information previously entered in the customer’s record in the Customer Center. 

Here’s an example of the Customers & Jobs list in the Customer Center. You can customize columns 
in the list by right- clicking a column header and choosing Customize Columns. 

 

NOTES 
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Registers 

In addition to forms and lists, you’ll also work with registers in QuickBooks. Just as you use your 
paper checkbook register to see a record of all the transactions in your checking account — checks 
you’ve written, other withdrawals you’ve made, as well as deposits — a QuickBooks register is a 
record of all the activity in that one account. (Some people use registers for entering transactions, 
although the preferred method is to use forms.) Almost every QuickBooks account on the balance 
sheet (all assets, liabilities and equity accounts) has its own register. (The exception is Retained 
Earnings.) See the next section All the Accounting You Need to Know for more information. 

Accounts Receivable is the record of money owed to that business; that is, the outstanding invoices 
for which a business has not yet received payment from customers. 

Here’s an example of the register for an Accounts Receivable account. 

 

NOTES 
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Get Around in QuickBooks 

QuickBooks provides access to information to help you get started.  

 Step-by-Step: Get Started 

1. Select F1 on your keyboard or, in the Help menu, select QuickBooks Desktop Help. Scroll 
down the window that appears. 
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2. Click the link Download the QuickBooks User Guide and Quick Start Guide. 
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3. Click the link(s) to download the guide(s). 

 

4. By looking under User Manuals for QuickBooks Desktop for Windows, you can open, or 
download and save as PDF various resources from QuickBooks Desktop for Windows, version 
years 2016 through 2018. (It also includes the QuickBooks for Mac 2016 official eBook.) All these 
version-years offer the two-page QuickBooks Quick Start Guide and the 22-page QuickBooks 
User Guide, which includes a visual guide. QuickBooks 2016 also offers QuickBooks 2016: The 
Missing Manual – The Official Intuit Guide to QuickBooks, also available at https://http-
download.intuit.com/http.intuit/CMO/quickbooks/2016/docs/QuickBooks_2016_The_Missing_
Manual.pdf , which will help guide you through many tasks, including the following. 

• Manage your open windows – QuickBooks can be set to display one window at a time or 
several windows (organized side-by-side or cascaded) 

• Use the menu bar – You can find all commands on the menu bar 

 

https://http-download.intuit.com/http.intuit/CMO/quickbooks/2016/docs/QuickBooks_2016_The_Missing_Manual.pdf
https://http-download.intuit.com/http.intuit/CMO/quickbooks/2016/docs/QuickBooks_2016_The_Missing_Manual.pdf
https://http-download.intuit.com/http.intuit/CMO/quickbooks/2016/docs/QuickBooks_2016_The_Missing_Manual.pdf
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• Use the top icon bar – The top icon bar allows you to manage your business more quickly and 
provides quick access to the centers 

 

• Use the left side navigation – The left side navigation acts like the top icon bar, allowing you 
access to quick and easy shortcuts. Use the top icon bar, the left side navigation or neither. You 
cannot use both the top icon bar and the left side navigation at the same time. 
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• QuickBooks Centers – For Customers, Vendors, Employees, Reports and Bank Feeds, these 
Centers offer quick access to common tasks 

• Make the Home page your starting point – The Home page provides a graphical 
representation of the workflow, organized into logical groups. You can click any of these icons on 
the Home page to launch a window or transaction represented by the icon. 
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• Get an overview of your company – The Insights tab of the Home page gives you real-time 
information about how your company is doing and provides a location where you can keep track 
of the tasks you need to perform. You can also get more detailed information from the Company 
Snapshot found in both the Reports and the Company drop-down menus. 

 

NOTES 
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All the Accounting You Need to Know 

ABOUT THE CHART OF ACCOUNTS 

• Chart of Accounts 

 The Chart of Accounts is a complete list of your business accounts and their balances 
 An account is a tracking category for your business’s assets, liabilities, equity, income and 

expenses 

• When you keep books for a company, you want to track: 

 Where the income comes from 

 Where you put it 
 What the expenses are for 

 What you use to pay them 

• You track this flow of money through the Chart of Accounts 
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ABOUT ASSETS, LIABILITIES AND EQUITY 

• Assets 

 Include both what you have or own and what others owe you 

 The money people owe you from outstanding invoices is called your accounts receivable or 
A/R for short. QuickBooks uses an accounts receivable account to track the money owed to 
you by customers from invoices. You may have additional notes receivable if the business has 
issued loans that are due for repayment. These additional notes receivable would not be 
classified as A/R as they’re not related to sales and so they’d be classified either as an Other 
Current asset (if the money is owed within a year) or an Other asset (if it’s owed for a longer 
period than a year). 

 The rest of your company’s assets may include checking accounts, savings accounts, petty 
cash, fixed assets (such as equipment or trucks), inventory and undeposited funds (money 
you’ve received from customers but haven’t yet deposited in the bank) 

• Liabilities 

 What your company owes to others 
 The money you owe for unpaid bills is your accounts payable or A/P for short. QuickBooks 

uses an accounts payable account to track the money you owe to vendors or suppliers for 
bills 

 A liability can be a formal loan, an unpaid bill, or sales and payroll taxes you owe to the 
government. When setting up your company file in QuickBooks, note that even though 
unpaid bills are liabilities, they will be set up as accounts payable type accounts in 
QuickBooks. 

• Equity 

 Equity is the difference between what you have (your assets) and what you owe (your 
liabilities): Equity = Assets – Liabilities 
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CASH VERSUS ACCRUAL BOOKKEEPING 

• Cash basis 

 Income is recorded when money (from sales) is received; expenses are recorded when 
money (from bills) is paid. In other words, income and expenses are recognized based on the 
date money changes hands. 

• Accrual basis 

 Income is recorded at the time of the sale; expenses are recorded when you receive the bill. 
In other words, income and expenses are recognized based on the date of the paperwork. 

 TIP: You can change or set the default reporting basis (accrual or cash) for summary reports 

in the preferences of the company, based on the bookkeeping method you have chosen for 

tax purposes. You can change the reporting basis of individual reports (except transaction 

detail reports) by customizing the reports. 

MEASURE BUSINESS PROFITABILITY 

• The Balance Sheet – A snapshot of your company on one date. It shows: 
 What your business has, including what others owe your business (assets and accounts 

receivable) 

 What your business owes to others, including to vendors/suppliers (liabilities and accounts 
payable) 

 The net worth of your business (equity) 

• The Profit & Loss Statement – Also known as the Income Statement, it covers activity over a 
particular date range (with a start date and an end date). It shows: 

 Income  
 Expenses 

 Net profit or loss (income less expenses) 

• The Statement of Cash Flows – This also covers activity over a particular date range (with a start 
date and an end date). It shows: 

 Receipts 
 Payments 
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GENERAL JOURNAL TRANSACTIONS 

• Traditional accounting method 

• Known as double-entry accounting 

• Total amount in the Debit column equals the total amount in the Credit column 

• Each amount is assigned to an account in the Chart of Accounts 

• To view the journal entry for a transaction, open the transaction and press Ctrl+y or, from the 
Reports tab in the transaction window, click Transaction Journal 

• If necessary, click Customize Report and choose to display the Credit and Debit columns 
(rather than the Amount column) 

 

NOTES 
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Get Help while Using QuickBooks 

QuickBooks provides extensive help in various formats. When you have questions,  
QuickBooks provides: 

• Onscreen QuickBooks Desktop Help to provide conceptual information and step-by-step 
instructions, which includes links to The QuickBooks Quick Start Guide and the QuickBooks User 
Guide as described in the section Get Around in QuickBooks. 

• New Features section highlights new and improved features in the current version year  
of QuickBooks 

• The Year-End Guide  

• Support and Ask Intuit links for answers to specific questions  

The onscreen Help provides several different types of information: 

• Conceptual explanations of how to apply QuickBooks to your particular business situation 

• Step-by-step instructions 

• A search engine that provides a list of topics related to the word or phrase you enter 

• Information relevant to the task you are currently performing 

• Access to community forums where you can exchange information with QuickBooks experts 
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 Step-by-Step: Find a Topic in Onscreen Help 

1. Press F1 or from the Help menu choose QuickBooks Desktop Help. This brings up the Have a 
Question? window.  

2. In the Have a Question? window, use the search box to type in a full question or one or more 
keywords. QuickBooks displays a list of help articles and community forum answers.  

  

NOTES 
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Exit QuickBooks 

Unlike most other Windows programs, QuickBooks doesn’t require you to save your data before 
exiting. It does an automatic save while you’re working (after every transaction is created, changed 
or deleted) and every time you leave the program. 

• To exit QuickBooks, from the File menu, choose Exit 

To prevent or minimize data loss, you should make regular backup copies of your QuickBooks 
company data. In the event of data loss, you can restore your data from the backup copy.  

• To make a backup copy, from the File menu, choose Back Up Company. A copy is a 
compressed complete copy of your data file used to restore your working file in case it is 
compromised. It is a best practice to store your backups on a different drive from your working 
file. 

NOTES 
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Move between Company Files 

If you work with several companies, you’ll work with multiple QuickBooks company files. You can 
switch from one company file to another at any time, but you can have only one company file open 
at a time. (Two exceptions are QuickBooks Accountant Desktop and QuickBooks Desktop Enterprise 
Solutions, which allow you to open two company files at one time.) 

QuickBooks provides an easy way to find and open a company file you’ve worked with before. 

 Step-by-Step: Open a Previously Opened File 

1. From the File menu choose Open Previous Company. 

2. From the submenu select the company file you want to open. 

 Step-by-Step: Change the Number of Company Files Displayed  
in the Submenu 

1. Make sure you’re logged into a QuickBooks company file as the Admin user. 

2. From the File menu choose Open Previous Company. 

3. Choose Set number of previous companies. 

4. Enter the number of company files you want QuickBooks to display (up to 20). 

5. Click OK. 

Alternately: 

1. From the File menu choose Close Company/Logoff. 

The No Company Open screen will appear. 

2. Click Edit List to hide companies you no longer wish to see in this list or in the Open Previous 
Company list. 

3. Click a checkmark in the Hide column next to each company you no longer wish to appear in the 
list. 

4. Click OK.
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Get Started — Review Questions 

1. List the three main ways you enter data in QuickBooks. 

________________________, ________________________, ________________________ 

2. List three ways to access features in QuickBooks. 

________________________, ________________________, ________________________ 

3. What bookkeeping methods can you use to create reports in QuickBooks? 

_____________________________ 

4. Which of the following would you not include in the Chart of Accounts? 

a. Checking account 

b. Vendor record 

c. Depreciation expense 

d. Accounts payable 

5. Which of the following is an asset? 

a. Accounts payable 

b. Accounts receivable 

c. Company delivery van 

d. Both a and b 

e. Both b and c 
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6. Checking, savings and petty cash should be set up as which of the following account types in 
QuickBooks? 

a. Expense 

b. Other current asset 

c. Bank 

d. Equity 

7. Which of the following best describes a balance sheet? 

a. A summary of a company’s finances over the past year 

b. A financial snapshot of a company at a specific point in time 

c. A summary of a company’s revenue and expenses for a fiscal year 

d. None of the above
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Answers to Review Questions 

1. List the three main ways you enter data in QuickBooks. 

Forms, lists, register 

2. List three ways to access features in QuickBooks. 

Menu bar, Icon bar (top or left), Centers, Home page 

3. What bookkeeping methods can you use to create reports in QuickBooks? 

Accrual basis and cash basis are the two bookkeeping methods. You can change or set the default 
reporting basis for summary reports in the preferences of the company. You can change the 
reporting basis of individual reports (except transaction detail reports) by customizing the reports. 

4. Which of the following would you not include in the Chart of Accounts? 

a. Checking account 

b.  Vendor record 

c. Depreciation expense 

d. Accounts payable 

5. Which of the following is an asset? 

a. Accounts payable 

b. Accounts receivable 

c. Company delivery van 

d. Both a and b 

e.  Both b and c 
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6. Checking, savings and petty cash should be set up as which of the following account types in 
QuickBooks? 

a. Expense 

b. Other current asset 

c.  Bank 

d. Equity 

7. Which of the following best describes a balance sheet? 

a. A summary of a company’s finances over the past year 

b.  A financial snapshot of a company at a specific point in time 

c. A summary of a company’s revenue and expenses for a fiscal year 

d. None of the above 
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Lesson Objectives 

• Edit the company Chart of Accounts 

• Add a new customer to the Customers & Jobs list 

• Add a new vendor to the Vendor list 

• Learn about custom fields and practice adding custom fields 

• See how to manage lists in QuickBooks 
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Use QuickBooks Desktop Lists 

QuickBooks Desktop lists organize a wide variety of information including data on customers, 
vendors, inventory items and more. Lists save time by helping you enter information consistently and 
correctly, such as: 

• Names, addresses and other information about customers 

• Contact information for vendors 

• Descriptions and prices for products and services 

NOTES
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Edit 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 is coming in and how much is being spent. It is the backbone 
of any accounting system. 

 Step-by-Step: Display the Chart of Accounts 

1. From the Lists menu, choose Chart of Accounts or press CTRL+a. 

 

2. Scroll through the list.  

The Chart of Accounts’ default display is by account type: balance sheet accounts first, followed by 
income and expense accounts. You can click on the column headings to sort by name or balance 
instead of by type.  

NOTES
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Edit an Account 

 Step-by-Step: Edit an Account 

1. In the Chart of Accounts, find the account you want to edit, then click on it (once — not a double-
click) to highlight the row. 

2. Right-click on the row then click Edit Account or click the Account menu button then select Edit 
Account. 

3. Edit the information accordingly. 

 

4. Click Save & Close. 

 IMPORTANT: Some information, like Account Type, is not easily changed. If you set up an account in 
error and want to modify it but QuickBooks won’t let you make the change, you can delete the account 
and start over, assuming no transactions have been posted to it. 

NOTES
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Add a Subaccount 

A subaccount is a way to break an account down into subcategories for reporting purposes. 
Subaccounts appear on reports as indented lines under the main or parent account. This hierarchy 
enables you to expand reports to show all subaccounts under a parent, or to collapse all 
subaccounts into a parent account for a one-line view. 

 Step-by-Step: Add a Subaccount 

1. In the Chart of Accounts, click the Account menu button then choose New. 

2. Select the appropriate account type (this must be the same account type as the parent account). 

3. Click Continue. 

4. Assign an appropriate account name and number if applicable. 

5. Select the Subaccount of checkbox then select the parent account from the drop-down list. 

 

6. Click Save & Close. 



QuickBooks Online 2019 Client Training Add a Subaccount 

Lesson 3 — Work with Lists  11 

QuickBooks displays the new subaccount in the Chart of Accounts list. 

 

7. Close the Chart of Accounts by clicking the x in the top right of the Chart of Accounts window 
(not the x in the top right of the QuickBooks window as this will close the program!) or hit the  
Esc key. 

NOTES
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Customer, Vendor and Employee Centers  

The Customer, Vendor and Employee Centers consolidate and organize important information. The 
centers contain names, addresses and other information about the items on these lists. They also 
hold more specific information, Contacts, To Do’s, Notes, Sent Email, custom fields and other details 
you may want to track for each customer, vendor or employee.  
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Custom Contact Fields 

Each name listed on the Customer, Vendor and Employee Centers includes eight fields for contact 
information. All eight of these contact fields for phone numbers, email addresses and URLs can be 
customized per the drop-down list of available contact descriptions (mobile phones, social media 
information, etc.). 
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Work with the Customer Center and the 
Customers & Jobs List 

The Customer Center’s Customers & Jobs list 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. 

The Customer Center is the dashboard that can launch sales forms (sales orders, estimates, invoices, 
sales receipts, statement charges, receive payments and credit memos/refunds) and display 
accounts receivable.  

ADD CUSTOMERS 

 Step-by-Step: Add a Customer 

1. There are multiple ways to do almost anything in QuickBooks. To access the Customer Center, 
you have four options: 

 Click Customers from the left-hand or top icon bar (depending on your View settings) 

 Choose Customer Center from the Customers drop-down in the menu bar 

 From the Home page, click the blue Customers tab in the Customers section 

 Press CTRL+j 

2. Click the New Customer & Job menu button then choose New Customer. 

3. In the Customer Name field, enter the name of the customer as you'd like it to appear on your 
Customers & Jobs list.  

4. Press Tab past the Opening Balance field to leave this field blank. 

The Opening Balance field tells you how much each customer owes you on your start date, so 
when you enter the rest of your transactions from the day after your start date to today, all 
balances since your start date will be accurate. 

It is recommended to enter individual outstanding invoices one by one whenever possible rather 
than enter the outstanding balance owed in the Opening Balance field. 

5. Complete the customer contact information appropriately. 
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You can have and use more than one Ship To address per customer or job. Add them with the 

Ship To drop-down or by clicking the + sign in the bottom right corner. 
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6. Click OK to add this customer. The Customer Center appears with the Customers & Jobs list 
along the left side. (New names appear in the correct alphabetical order in the list. Customer 
names can be moved around in this list, so they are no longer alphabetical. Right-click the list 
then choose Re-sort List to return the names to alphabetical order.) 

 

 IMPORTANT: The Customers & Jobs list is the same as the Customer/Job list. It is called Customers & 
Jobs on the Customer Center and Customer:Job on forms. It is sometimes also referred to as simply the 
Customer list. 

PROVIDE ADDITIONAL CUSTOMER INFORMATION 

There are additional tabs for Payment Settings, Sales Tax Settings, Additional Info and Job Info 
where you can provide other important information. 

NOTES 
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Sales Tax Settings 

There are multiple levels of taxability in QuickBooks. Taxability can be assigned by the item, the 
customer and each individual sale for: 

• Item default taxability – This determines whether the item is displayed as taxable or nontaxable 
each time it is used on a sales form. This is a default setting that can be overridden on the 
individual form when the item is used. 

• Customer default taxability  

 Tax Code – Here you can set a customer to be taxable or nontaxable. If the customer is set up 
as nontaxable, this overrides the item setup when taxable items are used on a sales form. This 
can be changed on a sales form. 

 Tax Item – This is the line tax item to which the customer’s sales will default on the Sales Tax 
Report. If the customer’s tax code is Tax, the rate from the Tax Item drop-down will be 
assigned. If the customer’s tax code is Non, the rate will not be applied but the sale will still 
be grouped with that rate in the Sales Tax Report. This can also be changed on a sales form. 
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The Payment Settings tab is where you enter customer account numbers and credit limits. You can 
also record information about each customer’s payment terms, preferred delivery method of 
invoices and preferred payment method. For customers who pay by credit card, you can enter credit 
card numbers and expiration dates. 

 

NOTES
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Transactions from the Customers 
& Jobs List 

Right-clicking on any customer or job in the Customers & Jobs list will bring up a menu which 
includes access points for launching various customer-related transactions and features, such as: 

• Create Invoices  

• Create Credit Memos / Refunds 

• Create Estimates 

• Create Statements 

• Enter Sales Receipts 

• Enter Statement Charges 

• Create Sales Orders 

• Receive Payments 

• Make Deposits 
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Work with the Employee Center 

 Step-by-Step: Add a New Employee 

1. Just like the Customer Center, there are multiple ways to access the Employee Center in 
QuickBooks: 

 Click Employees from the left-hand or top icon bar (depending on your View settings) 
 Choose Employee Center from the Employees drop-down in the menu bar 

 From the Home page, click the blue Employees tab in the Employees section 

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

 

3. Complete all employee information. 

4. Click OK. 

5. Close the Employee Center by clicking on the x in the top right corner of the Center (not the top 
right corner of QuickBooks, which will close the program!) or by hitting the Esc key. 

 IMPORTANT: Payroll requires additional setup to be ready for processing inside of QuickBooks. 
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Work with the Vendor Center 

The Vendor Center’s Vendor list is where you record information about the companies or people 
from whom you buy goods or services.  

ADD VENDORS 

To pay your bills with QuickBooks, you need to add your vendors (sometimes referred to as 
suppliers). Nearly everyone you pay, other than employees, is a vendor. Your vendor list supplies the 
names available on purchase forms like purchase orders, bills, checks, vendor credits, sales tax 
payments, payroll tax payments and bills. 

 Step-by-Step: Add a Vendor 

1. Just like the Customer Center and Employee Center, there are multiple ways to access the 
Vendor Center in QuickBooks. 

 Click on Vendors from the left side or top icon bar (depending on your View settings) 

 Choose Vendor Center from the Vendors drop-down in the menu bar 

 From the Home page, click the Vendors tab in the Vendors section 

2. Click the New Vendor button then choose New Vendor. 

3. In the Vendor Name field, enter the name of the vendor as you'd like it to appear on your Vendor 
list.  

4. The Opening Balance field is treated the same as the Customer Center entries. You can enter a 
balance owed to the vendor as of the start date of the file, but it is best practice to enter 
individual open bills whenever possible. 

5. Enter the remaining vendor information appropriately. 
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6. Click OK to add this vendor. 

The new vendor appears on the Vendor list. (New vendors appear automatically in their correct 
alphabetical order in the Vendor list.) 

 

7. Close the Vendor Center by clicking on the x in the top right corner of the Center (not the top 
right corner of QuickBooks, which will close the program!) or by hitting the Esc key. 

 IMPORTANT: Notice there are additional tabs in the vendor setup window. Feel free to utilize these 
features as they apply to your business. Pay special attention to the Tax Settings tab if you would like to 
run 1099 reports from QuickBooks. 
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Transactions from the Vendor List 

Right-clicking on any vendor in the Vendor list will bring up a menu which includes access points for 
launching various vendor-related transactions and features, such as: 

• Write Checks 

• Enter Bills 

• Pay Bills 

• Enter Credit Card Charges 

• Create Purchase Orders 
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Add Custom Fields 

QuickBooks lets you add even more information to names on lists by having custom fields in the 
Customers & Jobs, Vendor, Employee and Item lists. Custom fields allow you to track additional 
information specific to your business. 

 Step-by-Step: Add Custom Fields 

1. Open the Customer Center (or the Vendor Center or the Employee Center). 

2. Click on a customer (or vendor or employee, depending on the center you’ve opened). 

3. Click the Edit (pencil) button (alternately, right-click on the customer name and choose the Edit 
option for this type of list name). 

4. Click the Additional Info tab. 

5. In the bottom right corner of this window, click Define Fields. This opens the Set Up Custom 
Fields for Names window, which corresponds to your Customer, Vendor and Employee lists. 
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6. Use the Label column to name your custom field. 

7. Place a checkmark in the column for each name list to which you would like the custom field to 
apply. QuickBooks Pro and Premier allow up to seven custom fields for each of the Customer, 
Vendor and Employee lists, but with no more than an aggregate limit of 15 custom fields on all 
lists together. 

8. Click OK. 

9. If you see an informational message, click OK. 

10. Click OK to close the Edit Customer (or Edit Vendor or Edit Employee) window.  

11. Close the Customer (or Vendor or Employee) Center. 

NOTES 
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 Step-by-Step: Add Custom Fields for Items 

1. From the Lists menu, choose Item List. 

 

2. In the Item List, select the item you wish to edit. 

3. Right-click on the item and choose Edit Item or click the Item menu button then choose Edit 
Item. 

4. Click Custom Fields. 

5. Click Define Fields. 

6. Enter the custom field name you would like to use in the Label column.  

7. Place a checkmark in the Use column for the field to show in the item setup. QuickBooks Pro and 
Premier allow up to five custom fields for items. 
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8. Click OK to close the window.  

9. If you see an additional Information window about activating custom fields for this list, click OK to 
close this window as well. 

10. In the Custom Fields for this (or any) item window, you can now enter information for your new 
custom field. 

 

11. Click OK to close the Custom Fields window for that item, and then click OK to close the Edit 
Item window. 

12. Close the Item List. 

NOTES
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Manage Lists 

Sometimes you may want to re-order the way your accounts appear in the different sections of your 
financial reports. You can re-order each section of your Chart of Accounts (within its account type) by 
following the instructions below. 

 Step-by-Step: Sort a List Manually 

1. From the Lists menu, choose Chart of Accounts. Scroll to the account you would like to move.  

2. Hover the mouse pointer over the diamond to the left of the account name. 

3. Click and hold the left mouse button, and then drag the pointer upward until you see a dotted 
line directly above the account name (or downward until you see a dotted line directly below the 
account name). The mouse button can also be dragged to the right to make it a subaccount of 
the account above it (assuming it is the same account type), or it can be dragged to the left to 
move it out of being a subaccount. 
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4. Release the left mouse button to drop the account into the new position. 

 

5. To re-sort the list (within each account type), click the Account menu button in the bottom left 
corner of the Chart of Accounts screen and select Re-sort List. 

6. Click OK. 

7. Close the Chart of Accounts. 

You can sort lists in QuickBooks by clicking on column headers in the lists like the Name and Balance 
Total. The example below uses the Customer Center, but this also applies in the Vendor Center, Item 
list and Chart of Accounts. 
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 Step-by-Step: Sort a List in Descending Order 

1. Open the Customer Center (using any of the access methods described above) and Customers & 
Jobs list. 

2. Click the expand arrow to the right of the View drop-down list to expand the width of the 
Customers & Jobs list. 
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The full list view of the Customers & Jobs list displays. 

 

3. Click the Balance Total column heading. This sorts the list in ascending order by balance total. 

4. Click the column heading again. This sorts the list in descending order by balance total. 

5. To return to the original order, click the large diamond that will now appear to the left of the 
Name column heading. (Alternately, right-click anywhere in the list and choose Re-sort List, then 
click OK.) 
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6. Click the collapse arrow to the right of the window to collapse the Customers & Jobs list. 

 

7. Close the Customer Center. 

NOTES 
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In most lists, you can combine two names into one. This is called merging. For example, you may 
find that you’ve been using two customer names (because of different spellings) when you really 
need only one on your Customers & Jobs list. You can merge list names in the Chart of Accounts, 
Item, Customers & Jobs, Vendor, Employee and Other Names lists. This example uses the Vendor 
list, but the concept is the same regardless of list type. (Accounts on the Chart of Accounts that you 
wish to merge must have the same account type and should not have subaccounts.) 

 Step-by-Step: Merge Items on a List 

1. Open the Vendor Center. 

2. Double-click the entry you wish to merge (this entry will be merged into the other entry and any 
informational fields associated with this list entry will be lost, so make sure you have all the 
informational fields you need in the surviving entry). 

 

3. In the Vendor Name field, change the name to match the name of another vendor record with 
which you wish to merge. This should be an exact match in terms of spelling, spacing and 
punctuation. 

4. Click OK. 
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5. You will get a warning dialogue telling you there is another record with this name and asking if 
you would like to merge. (Remember, you can never un-merge so be very sure this is what you 
want to do. Also, the Audit Trail report will not report on renamed or merged names, so be sure 
that this is what you want to do, and for good measure, make sure you have a backup of the file 
before you do the merge.) Click Yes. 

6. Close the Vendor Center. 

 IMPORTANT: You cannot merge two names from different lists such as a Vendor and Customer record or 
Other Names list record. All transactions containing the original list name will now appear as if they 
were entered using the renamed, merged list name. 

RENAME A LIST ITEM 

You can rename any list name. When you make the change, QuickBooks automatically modifies all 
existing transactions containing the list name. (This is very similar to the concept of merging, but 
without renaming to be exactly the same as another name on the same list.) This example 
demonstrates renaming in the Chart of Accounts. 

 Step-by-Step: 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. In the Chart of Accounts, select the account you would like to rename. 

3. Right-click on the account and choose Edit Account or click the Account menu button and 
choose Edit Account. 

4. Make your changes in the Account Name field. 

5. Click Save & Close. 

6. Close the Chart of Accounts. 

NOTES 
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You can delete list items if you have not used them in any transactions, preferences or customized 
report filters. If you try to delete a list item that has been used, 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. Here is an example from the Customer Center. 

 Step-by-Step: Make a List Item Inactive 

1. Navigate to the Customer Center. 

2. Select the customer or job from the list that you wish to make inactive. 

3. Right-click the name and choose Make Customer:Job Inactive. 

4. To see inactive list items, choose All Customers from the View drop-down list. 

 

5. Close the Customer Center. 

NOTES
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Print 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 program. 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. 

 Step-by-Step: Print the Customers & Jobs List 

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

2. Click OK to bypass the List Reports message. 

3. Confirm your choice of printer and click Print. 

 

 Step-by-Step: Print Information on One Customer 

1. In the Customers & Jobs list, select the customer whose details you want to print. 

2. Click the Print menu button then choose Customer & Job Information. 

3. Confirm your choice of printer and click Print. 
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If you want to print information for selected customers only, you can generate and filter the 
Customer Contact List report for those customers. You can also modify the report to include any 
extra columns you want. 

 Step-by-Step: Print Information for Selected Customers 

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

2. Click Customize Report. 

3. Click the Filters tab. 

4. Select Customer in the Filter list. 

5. In the Customer field, choose Multiple customers/jobs. 

6. Place a checkmark next to those customers whose contact information you want to print. 

7. Click OK to close the Select Customer:Job window. 

8. Click OK to close the Modify Report window and display the customized report on the screen. 

9. Print the report. 

10. Close the Report window. 

11. Close the Customer Center. 

NOTES
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Add or Edit Multiple Items at One Time 

If you have existing list information in Microsoft Excel® that you want to add to QuickBooks, or if you 
want to make changes to multiple items, you can do so for items in the following lists: Customers, 
Vendors, Service Items and Non-inventory Parts. (Multiple items may also be added to or edited in 
the list of Inventory Parts, if the inventory preference is turned on.) 

 Step-by-Step: Edit or Add Multiple List Names at Once 

1. Go to the Lists menu and choose Add/Edit Multiple List Entries. 

2. Choose the list you would like to edit from the List drop-down. 

3. Use the Customize Columns button in the top right corner to customize the information you 
would like to see. (This means not only adding and taking away columns, but also changing their 
order.) 
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4. Use the Find field if needed.  

5. Utilize copying tools by right-clicking in a cell on the grid. 

6. To add any new list names, scroll to the bottom of the list and start entering or pasting 
information into the first empty row. Alternately, you can change the View drop-down choice to 
display unsaved list names (in the example above, that would be unsaved customers), and you 
will be able to enter or paste information into an empty grid using the column headers as your 
guide. 

7. When your changes are complete, click Save Changes. 

8. Click Close. 

 

NOTES 
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Work with the Lead Center 

The Lead Center tracks data about your sales prospects (who are not yet customers) in one place 
inside QuickBooks. The Lead Center has three panes: 

• Use the Leads pane on the left to view and sort your leads 

• Use the Lead Information pane on the right to review or edit information about a selected lead 

• Use the Tabs at the bottom of the window to access lists and notes for individual leads 

To access the Lead Center, click Company on the menu bar and select Lead Center. QuickBooks 
displays the Lead Center as shown:  
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 Step-by-Step: Add a New Lead 

1. Choose Company  Lead Center. 

2. Click the New Lead icon. 

3. Enter the lead name in the Lead field. 

4. Set the lead status. Click the Status drop-down arrow and select Hot/Warm/Cold. 

5. Use the Company and Contacts tabs to enter information about the prospect.  

 

6. Enter additional information as desired.  

7. Click OK. 
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THINGS TO NOTE ABOUT THE LEAD CENTER 

• Each lead must have a unique name. If you've already used the name, change it slightly by 
adding a character or number. 

• The Contacts tab provides the ability to enter details about contacts at the company. You can 
have multiple contacts as needed. 

• You can enter one or more locations in the Locations field. If you have multiple locations, you can 
click the Main Address drop-down arrow and select from the locations you've entered. 

• You can import multiple leads to enter multiple prospects into the Lead Center at the same time 
by using the Import Multiple Leads button at the top of the Lead Center then copying and 
pasting from an Excel spreadsheet. 

 Step-by-Step: Convert a Lead to a Customer 

You can convert a lead into a customer when needed. This will move the prospect from the Lead 
Center to the Customers & Jobs List. Converting a lead to a customer cannot be undone.  

 

 IMPORTANT: You cannot enter a transaction for a lead; it must first be converted to a customer. 

NOTES 
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Work with Lists — Review Questions 

1. How many custom fields can you set up for items? 

a. 4 

b. 5 

c. 7 

d. 20 

2. Which of the following forms and windows could potentially be populated with information from 
the Vendor list? 

a. Purchase Orders 

b. Bills 

c. Write Checks 

d. All of the above 

3. Which of the following activities cannot be accessed from the Customers & Jobs list in the 
Customer Center? 

a. Create statements 

b. Assess finance charges 

c. Enter credit card charges 

d. Receive payments 

4. On which tab of the Edit Customer window would you enter a customer’s payment terms (for 
example, net 30 days)? 

a. Address Info 

b. Additional Info 

c. Payment Settings 

d. Job Info 
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5. A customer has three warehouses and you are installing an overhead door at each location. The 
best way to track this in QuickBooks would be to: 

a. Set up each location as a separate customer 

b. Set up a separate job for each location under the customer 

c. Enter all work as one order under the customer 

d. Use a custom field to track each location 

6. Products you sell would appear on which of the following lists? 

a. Vendor list 

b. Employee list 

c. Chart of Accounts 

d. Item list 

7. A subcontractor would appear on which of the following lists? 

a. Vendor list 

b. Employee list 

c. Customers & Jobs list 

d. Item list 

8. Name three of the lists on which you can merge names. 

a. ________________________________________ 

b. ________________________________________ 

c. ________________________________________ 

9. True or false: You can delete list items that are used in transactions. 

a. True 

b. False 
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Review Activities 

1. Add the following customer using the data below: 

 Customer Name: Alla Rozenvasser 

 Opening Balance: $234.00 

 Company Name: Rozenvasser Advertising 

 Contact: Alla Rozenvasser 

 Bill to: 300 Main Street, Suite #3, Middlefield, CA 94432 

 Phone: 415-555-6767 

 Fax: 415-555-9090 

 Alt. Contact: Shannon Stubo 

 Type: Commercial 

 Credit Limit: $2500 

 Terms: Net 15 

 Tax Item: San Domingo 

2. Add a new vendor using the data below: 

 Vendor: Martin Drywall 

 Contact: Sean D. Martin 

 Address: P.O. Box 76, Middlefield, CA 94432 

 Phone: 555-5432 

 Fax: 555-6565 

 Account: 082-4343 

 Type: Subcontractors 

 Terms: Net 30 

 Credit Limit: 1,000.00 
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3. In the Customers & Jobs list select Ecker Designs. Answer the following questions: 

 What is the job status for Ecker Designs’ office repairs? 

 What is the number of the most recent invoice and how much was it? 

 What happened on December 15? 

4. In the Vendor Center locate sales tax payment transactions. Answer the following questions: 

 Who is the vendor? 

 How many payments have been made? 
 What is the total amount of payments that have been made? 

5. In the Employee Center find Gregg Schneider’s information. Answer the following questions: 

 What is the name of his spouse? 

 When was Gregg hired? 
 What is Gregg’s overtime pay rate? 

6. In the Vendor Center find C.U. Electric. Answer the following questions: 

 What is the open balance for this vendor? 

 How many bills are outstanding and what are the amounts? 

 What are the payment terms for this vendor? 

7. Open the Item list and answer the following questions: 

 How many brass hinges are on hand? 

 What is the price of a patio door? 

 What is the finance charge percentage on overdue balances? 
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Answers to Review Questions 

1. How many custom fields can you set up for items? 

a. 4 

b.  5 

c. 7 

d. 20 

2. Which of the following forms and windows could potentially be populated with information from 
the Vendor list? 

a. Purchase Orders 

b. Bills 

c. Write Checks 

d.  All of the above 

3. Which of the following activities cannot be accessed from the Customers & Jobs list in the 
Customer Center? 

a. Create statements 

b. Assess finance charges 

c.  Enter credit card charges 

d. Receive payments 

4. On which tab of the Edit Customer window would you enter a customer’s payment terms (for 
example, net 30 days)? 

e. Address Info 

f. Additional Info 

g.  Payment Settings 

h. Job Info 
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5. A customer has three warehouses and you are installing an overhead door at each location. The 
best way to track this in QuickBooks would be to: 

a. Set up each location as a separate customer 

b.  Set up a separate job for each location under the customer 

c. Enter all work as one order under the customer 

d. Use a custom field to track each location 

6. Products you sell would appear on which of the following lists? 

a. Vendor list 

b. Employee list 

c. Chart of Accounts 

d.  Item list 

7. A subcontractor would appear on which of the following lists? 

a.  Vendor list 

b. Employee list 

c. Customers & Jobs list 

d. Item list 

8. Name three of the lists on which you can merge names. (Any 3 of these will do.) 

a.  Chart of Accounts  

b.  Item 

c.  Customer & Jobs 

d.  Vendor 

e.  Employee 

f.  Other Names 

9. True or false: You can delete list items that are used in transactions. 

a. True 

b.  False 
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Lesson Objectives 

• Learn how to work with registers for QuickBooks bank accounts 

• Demonstrate how to open a register 

• Learn the features common to all registers 

• Learn when and how to make entries directly in the register 

• Demonstrate how to reconcile a QuickBooks bank account 
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Write a QuickBooks Check 

 Step-by-Step: Write a Check 

1. In the Banking area of the Home page, click Write Checks (or press CTRL+w). 

 

2. In the Pay to the Order of field, choose the name of the vendor you wish to pay. 

If the Check for Bills window (indicating that there are unpaid bills outstanding for this vendor) 
pops up, you may choose the option to Go to Pay Bills instead. 

3. Complete the remaining information on the check. 

4. Click Save & Close. 

NOTES
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Use Bank Account Registers 

 Step-by-Step: Open a Register (when no form is open) 

1. From the Lists menu, choose Chart of Accounts. 
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2. In the Chart of Accounts, double-click the balance sheet account whose register you wish to view 
(this will work for all balance sheet accounts except for Retained Earnings). 

 

3. Review features common to all registers: 

 The register displays every transaction that affects an account’s balance and lists them in 
chronological order (unless another order is chosen in the Sort by drop-down box in the 
lower left corner of the register window) 

 The columns in the register give specific information about the transaction 

 On every transaction line, QuickBooks displays the account’s running balance 
 The Ending Balance for a register is the account’s running balance for all dates after all 

transactions have been entered, including checks, whether or not they have been printed 
 The register may be changed from a 2-line-per-transaction display, as in the example shown, 

to a 1-line-per-transaction display by putting a checkmark next to 1-Line in the bottom left 
corner of the register window. The 1-line display is easier on the eyes but provides less 
detailed information. 

 A horizontal blue line separates all transactions entered for this register up to and including 
today (today is recognized according to your calendar in Windows) from transactions that are 
post-dated 

4. Close the register window. 

5. Close the Chart of Accounts. 

NOTES 
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Enter a Handwritten Check 

Sometimes you need to write a check by hand on the spot for items or services you did not plan to 
purchase. QuickBooks lets you write the check then enter it later in the checking account register or 
on the check form. 

 Step-by-Step: Enter a Handwritten Check in the Checking Account Register 

1. From the Banking drop-down menu choose Write Checks.  

2. Ensure the proper account is selected in the Bank Account drop-down at the top of the check. 

3. Click in the No. (check number) field in the blank transaction and enter the number from the 
handwritten check. (If the No. field says To Print, uncheck the Print Later box on the toolbar at 
the top of the check in the Main tab of the ribbon.) 

4. Enter the information from the handwritten check and assign it to the corresponding expense 
account. 

5. Save & Close. 

NOTES 
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Transfer Money Between Accounts 

The Transfer Funds feature in QuickBooks allows you to move money from one balance sheet 
account to another. These transactions may reflect funds transfers from one bank account to 
another, movement of money from a bank to an asset account, or even payment against a credit 
card or liability account. (This feature is especially useful in a multicurrency environment when 
transferring funds between accounts of different currencies and the bank has assigned a specific 
exchange rate to the transfer.)  

 Step-by-Step: Transfer Money 

1. From the Banking menu, choose Transfer Funds. 

 

2. In the Transfer Funds From field, choose the account from which you are transferring the money. 

3. In the Transfer Funds To field, choose the account to which the money is being transferred. 

4. Enter the amount you wish to transfer in the Transfer Amount field. 

5. If this were a multicurrency situation, you would also choose the currency of the Transfer Amount 
and the exchange rate given to you by the bank. (The example here is not a multicurrency 
situation and therefore you do not see those fields in this screen capture.) 
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6. In the Memo field, enter the alphanumeric confirmation code given to you by the financial 
institution to reference this transfer transaction. 

7. Click Save & Close. 

NOTES 
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Reconcile Bank Accounts 

Your bank sends you a statement for each of your accounts each month (or you can view it online 
using your online banking credentials). The statement shows all the activity in your account since the 
previous statement: 

• Opening balance 

• Ending balance 

• Amount of interest earned 

• Service charges 

• Checks and other withdrawals that have cleared the bank 

• Deposits made 

• Other transactions affecting the balance of the account 
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 Step-by-Step: Reconcile a Checking or Savings Account Statement 

1. From the Banking drop-down, choose Reconcile. 

2. In the Account drop-down, choose the appropriate bank account from the list. 

 

3. In the Statement Date field, enter the closing date of the statement you wish to reconcile. 

4. In the Ending Balance field, enter the ending balance on the statement you wish to reconcile. 

5. Click Continue. Proceed to next exercise. 

NOTES 
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Mark Cleared Transactions 

 Step-by-Step: Mark Transactions as Cleared 

1. Place a checkmark in the box next to Hide transactions after statement’s end date to show only 
transactions dated up to and including the statement end date. 

2. In the Checks and Payments section of the window on the left side, match the transactions with 
the checks and payments on your statement. Place a checkmark next to each transaction in 
QuickBooks that appears on your statement. This marks the transaction as cleared in your 
QuickBooks register. 

3. In the Deposits and Other Credits section of the window on the right side, place a checkmark 
next to each transaction that matches your statement to mark the deposits as cleared in the 
register. 

You can open a transaction to view it and make changes, if necessary, by double-clicking on the 
transaction in the reconciliation window. 

4. When you are done with this process, the Difference in the bottom right corner should be zero. 
When this difference is zero, and only when this difference is zero, click Reconcile Now. 
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In the Select Reconciliation Report window, you can choose to display or print your reconciliation 
reports. It is important to print both the Summary and Detail reports, and a best practice to save 
them as PDFs for future reference. 

 

NOTES 
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View Cleared Checks in the Register 

 Step-by-Step: View Cleared Checks in the Register 

1. From the Banking menu, choose Use Register. 

2. Choose the account register you wish to view from the list. (An alternate way to view the register is to 
open the Chart of Accounts and double-click on the balance sheet account whose register you wish 
to see.) 

3. Scroll through the register to view the cleared items: 

 Checkmark = cleared on a completed reconciliation 

 Asterisk = cleared on a pending reconciliation 
 No mark = not cleared 

 WARNING: You are able to change the reconciliation status of a transaction from within the register. Do 
not do it! Manually changing reconciliation status in the register has a negative impact on future 
reconciliations. 

 

4. If you open a check that has cleared via a reconciliation, you will see a green checkmark along 
with the word Cleared stamped on the face of the check. 

5. Close the account register. 
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Locate Specific Transactions 

You can use the QuickBooks Find command to search for specific checks you’ve written (and other 
transactions as well). For example, suppose you want to find all checks between $500 and $750 that 
you’ve written during the current month. 

 Step-by-Step: Use the Find Feature 

1. From the Edit menu, choose Find (or press CTRL+f) then select the Advanced tab. 

2. Choose the filter(s) you would like to use. You can choose multiple filters by setting one, 
choosing another from the list, setting that one and so on. In the example below, the Amount 
filter is set to include transactions with amounts between $500 and $750, and dates for this 
month (which, being a sample company, QuickBooks sets from December 1, 2023, through 
December 31, 2023, but we could have chosen the custom “from” and “to” dates). No filter was 
used for Transaction Types, so all Transaction Types have been included. However, you could 
have used a Transaction Type filter for one particular transaction type (e.g., Bill) or Multiple 
Transaction Types (e.g., Check, Bill, Bill Payment, Sales Tax Payment, and Paycheck). 
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3. Click the blue Find button to search. To clear your filters and start fresh with a new Find, click the 
Reset button. 

4. From the results grid, double-click on the transaction you would like to view to open it. 

You can also create a Find Report or export the results of the grid to Microsoft Excel® by 
selecting the Report or Export buttons. 

5. Close the Find window. 

NOTES 
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Use Bank Feeds 

Bank feeds allow users to download bank and credit card transactions directly into their QuickBooks 
file. 

 Step-by-Step: Use the Bank Feed Feature 

1. From the menu bar, select Banking  Bank Feeds  Bank Feeds Center. If this is your first 
time using the Bank Feeds Center, click on the Add Account button in the top left corner and 
follow the prompts to set up your account information. 

 

2. From the Bank Feeds window, click the Transaction List button to view and process transactions. 
If this button says Download Transactions, this means all previously downloaded transactions 
have already been posted to QuickBooks. Press the Download Transactions button to 
download available transactions from the bank. 

3. Use the grid to enter additional information about the downloaded transaction (payee, account 
the expense or deposit should be mapped to, transaction number, etc.). This is how the 
transaction will appear in your QuickBooks register. 
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4. To process transactions individually, use the drop-down menu in the Select column. 
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5. To process multiple transactions at once, place a checkmark in the far left column and use the 
Batch Actions drop-down in the bottom left corner of the window. 

 

6. Close the window when you are finished. After the transactions have been accepted, they will 
appear in the appropriate register.

NOTES 
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Work with Bank Accounts — Review Questions 

1. What does the ending balance in a QuickBooks bank account register represent? 

a. Only transactions that have been printed 

b. All transactions entered in the register, including checks that haven’t yet been printed 

2. True or false: All income and expense accounts have a register associated with them in 
QuickBooks. 

a. True 

b. False 

3. ________________________ is the process of making sure your checking account record matches 
the bank’s records. 

4. How can you determine whether or not a check has been cleared in QuickBooks? 

a. A checkmark displays in the bank account register 

b. The word Cleared is stamped on the check in QuickBooks 

c. Both of the above 

d. Neither of the above 

5. True or false: If you are tracking bills with Accounts Payable and have already entered a bill, you 
should pay the bill by writing a check from the Write Checks window. 

a. True 

b. False 

6. Which of the following might affect a bank account reconciliation? 

a. Interest 

b. Depreciation 

c. Service charges 

d. Both a and c 

e. All of the above 
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Review Activities 

• Use the checking account register to enter a handwritten check for $76.95. Use the next available 
check number and make the check payable to Express Delivery Service for delivery of a new sign. 
Assign the check to the Freight & Delivery expense account. 

• Write a QuickBooks check to Bayshore Water for $143.87 to pay this month’s water bill. Assign 
the check to the Utilities:Water expense account. 

• Find all the checks in the sample file that were written for amounts between $3000 and $4,000. 
How many checks are there? 
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Answers to Review Questions 

1. What does the ending balance in a QuickBooks bank account register represent? 

a. Only transactions that have been printed  

b.  All transactions entered in the register, including checks that haven’t yet been printed 

2. True or false: All income and expense accounts have a register associated with them in 
QuickBooks. 

a. True 

b.  False. Only balance sheet accounts (excluding Retained Earnings) have registers associated 
with them. 

3. Reconciling is the process of making sure your checking account record matches the bank’s 
records. 

4. How can you determine whether or not a check has been cleared in QuickBooks? 

a. A checkmark displays in the bank account register 

b. The word Cleared is stamped on the check in QuickBooks 

c.  Both of the above 

d. Neither of the above 

5. True or false: If you are tracking bills with Accounts Payable and have already entered a bill, you 
should pay the bill by writing a check from the Write Checks window. 

a. True 

b.  False. You should use the Pay Bills window to write the check. 

6. Which of the following might affect a bank account reconciliation? 

a. Interest 

b. Depreciation 

c. Service charges 

d.  Both a and c 

e. All of the above 
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Lesson Objectives 

• Learn how to record customer payments in QuickBooks 

• Learn how to handle customer discounts, partial payments, overpayments or down payments 

• Learn how to handle customer bounced checks 

• See how to record a deposit in QuickBooks and how QuickBooks treats the deposit behind the 
scenes 

• Learn how to enter cash back from a deposit in QuickBooks 
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Record Payment in Full for a Single Job 

If you receive payment at the time of a sale and fill out a sales receipt, the customer payment is part 
of that sales receipt transaction. When you invoice a customer and receive payment later, you must 
enter the payment in the QuickBooks Receive Payments window as a transaction that is separate 
from the sale. 

 Step-by-Step: Record a Payment in Full 

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview 
window displays, close it.) 

2. In the Received From field, select the Customer:Job from whom you are receiving the payment. 
Press Tab. 

3. In the Amount field, type the amount of the payment. Press Tab. 

4. In the Date field, enter the date the payment was received. Press Tab. 

5. Select the payment method from the payment icons. Press Tab. 

6. Enter the reference number for the payment, if applicable. 
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7. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If 
Automatically apply payments has been chosen in Edit  Preferences  Payments  
Company Preferences, you can remove checkmarks and add your own if the automatic 
application of payment doesn’t suit your needs.) 

 

8. Click Save & Close. 

NOTES 
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Enter a Partial Payment 

 Step-by-Step: Enter a Partial Payment 

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview 
window displays, close it.) 

2. In the Received From field, select the Customer:Job from whom you are receiving the payment. 
Press Tab. 

3. In the Amount field, type the amount of the payment. Press Tab. 

4. In the Date field, enter the date the payment was received. Press Tab. 

5. Select the payment method from the payment icons. Press Tab. 

6. Enter the reference number for the payment, if applicable. 

7. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If 
Automatically apply payments has been chosen in Edit  Preferences  Payments  
Company Preferences, you can remove checkmarks and add your own if the automatic 
application of payment doesn’t suit your needs.) 
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8. Enter the amount of the payment to be applied to each invoice in the Payment column in the far 
right. 

 

9. In the Underpayment section at the bottom, ensure the When finished: Leave this as an 
underpayment option is selected. 

10. Click Save & Close to record the partial payment. 

NOTES 
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Apply One Payment to Multiple Jobs 
of the Same Customer 

 Step-by-Step: Apply One Payment to Multiple Jobs of the Same Customer 

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview 
window displays, close it.) 

2. In the Received From field, select the parent customer name for the jobs against which you are 
receiving payment. This will enable QuickBooks to show all open invoices for the parent 
customer and all its jobs. Press Tab. 

3. In the Amount field, type the amount of the payment. Press Tab. 

4. In the Date field, enter the date the payment was received. Press Tab. 

5. Select the payment method from the payment icons. Press Tab. 

6. Enter the reference number for the payment, if applicable. 
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7. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If 
Automatically apply payments has been chosen in Edit  Preferences  Payments  
Company Preferences, you can remove checkmarks and add your own if the automatic 
application of payment doesn’t suit your needs.) You will be able to identify the invoice number 
as well as the job to which it relates. 

 

8. Click Save & Close. 

NOTES 
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Enter Overpayments 

If a customer sends you an overpayment, you simply enter the amount in the Receive Payments 
window and QuickBooks keeps track of the additional payment. When the customer has future 
invoices, you can apply the overpayment to those amounts — you can even apply the credit directly 
to the invoice. 

 Step-by-Step: Enter the Payment 

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview 
window displays, close it.) 

2. In the Received From field, select the Customer:Job from whom you are receiving the payment. 
Press Tab. 

3. In the Amount field, type in the amount of the payment. Press Tab. 

4. Select the payment method from the payment icons. Press Tab. 

5. Enter the reference number for the payment, if applicable. 

6. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If 
Automatically apply payments has been chosen in Edit  Preferences  Payments  
Company Preferences, you can remove checkmarks and add your own if the automatic 
application of payment doesn’t suit your needs.) The total in the Payment column may not add 
up to the total payment amount at the top of the Customer Payment window if you don’t know 
how to apply all the money. 

7. In the Overpayment section at the bottom, you may choose Leave the credit to be used later to 
leave the overpayment on the customer account or Refund the amount to customer to issue a 
refund. 
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8. Click Save & Close. 

a. If you chose to refund the amount to your customer, the Issue a Refund window will appear. 
Complete the form appropriately (including a memo, if desired). 

b. Click OK. 

 

NOTES 
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Handle Down Payments & Prepayments 

If a customer makes a payment before you’ve invoiced him for services (for example, he may be 
making a down payment or paying a retainer fee), you can still record the payment in the Receive 
Payments window. However, because you don’t have any invoices against which to apply the 
payment, QuickBooks records it as an unused payment (just like an overpayment for which you have 
not issued a refund). 

QuickBooks holds the unapplied amount in Accounts Receivable with the customer’s name (as a 
negative amount). The next time you enter that customer in the Receive Payments window, 
QuickBooks displays the credit amount in the Available Credits area. The customer’s balance also 
reflects the credit amount. 

 Step-by-Step: Enter the Down Payment 

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview 
window displays, close it.) 

2. In the Received From field, select the Customer:Job from whom you are receiving the down 
payment. Press Tab. 

3. In the Amount field, type in the amount of the down payment. Press Tab. 
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4. Select the payment method from the payment icons. Press Tab. 

5. Enter the reference number for the payment, if applicable. 

6. Ensure that no invoices are selected for applying the payment. 

7. Ensure the Leave the credit to be used later option is selected. 

8. Enter a memo indicating that it’s a down payment, if desired. 

9. Click Save & Close. 

10. In the Payment Credit window that appears, click OK. 

 Step-by-Step: Create an Invoice for a Customer Who Made  
a Down Payment 

1. From the Customers menu, choose Create Invoices. 

2. In the Customer:Job field, select the customer for whom you are creating the invoice. 

3. Add any billable time/costs, if applicable.  

4. If you use custom invoice templates, select the appropriate template from the Template drop-
down.  

5. Complete the invoice form appropriately.  

6. Click Save in the Main tab of the ribbon at the top of the invoice to save your invoice but keep it 
open. 
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7. Click Apply Credits to apply the down payment amount toward this invoice. 

 

8. Choose the credits you wish to apply to the invoice (if they’re not chosen for you already) and 
click Done. In this case, only part of a credit is being used and there is a remaining credit 
balance. 
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9. You will see the invoice is now changed to reflect the application of a credit and the balance due 
is also affected. 

 

10. Click Save & Close. 

NOTES 
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Make Deposits 

When you use the Enter Sales Receipts window (for a sale where you receive payment on the spot), 
the Receive Payments window (for payments on invoices), or a payment item in the body of an 
invoice, QuickBooks keeps track of the money you’ve received until you deposit it in the bank. When 
you receive payments from customers, you can either deposit each payment directly into a 
QuickBooks bank account or you can accumulate those payments in an account called Undeposited 
Funds to be moved to a bank account at a later time. (This makes reconciling the bank accounts 
much easier to do; you don’t need to use a calculator to add up individual payments to match the 
total deposit for the day when comparing the amounts in QuickBooks to the bank statement. 
QuickBooks allows you to choose the method you prefer for depositing payments in the Company 
Preferences for Payments.) 

 Step-by-Step: Select Payments to Deposit 

1. From the Banking menu, choose Make Deposits. 
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2. Click to select the payments you want to bring to the bank in one batch (e.g., a deposit slip). 

 

3. Click OK. 

QuickBooks displays the Make Deposits window, which shows the payments you just selected. 

4. In the Deposit To field, make sure the proper bank account is selected. 

5. Ensure you enter the correct date and a memo, if desired. 
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6. Add any information, such as missing check numbers and extra memo information, for a 
particular line, etc. 

 

If you have money to deposit that is not the result of a payment you received for a sale, you can 
enter it in the detail area of the window in the next vacant row. For example, if you are also 
depositing a premium refund from your insurance company or funds from a shareholder loan, 
you would enter it here. 

7. If any funds are deducted from the deposit because, for example, they’re diverted to Petty Cash, 
fill out the area in Cash back goes to, the Cash back memo and the Cash back amount. 

8. You can print the deposit slip by selecting the Print icon at the top of the Make Deposits window 
and take that to your bank to accompany the deposit. You also have the choice of printing a 
summary. 

9. Click Save & Close to record the deposit. 

NOTES 
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How QuickBooks Handles the Deposit 

 Step-by-Step: View the Undeposited Funds Account 

1. From the Lists menu, choose Chart of Accounts. 

2. In the Chart of Accounts, double-click the Undeposited Funds account. 

When receiving payment on an Invoice or use a Sales Receipt and Undeposited Funds is chosen 
as the account, the balance in Undeposited Funds is increased. When creating a Make Deposit 
transaction and selecting payments from Undeposited Funds to deposit into a bank account, the 
balance in Undeposited Funds is reduced. If there is nothing left in Undeposited Funds to 
deposit into the bank, the balance in the account will be zero. (In the screen capture below it 
shows a non-zero balance in Undeposited Funds. Therefore, choosing Make Deposits would show 
payments left to deposit into the bank.) 

 

NOTES 
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How to Handle a Customer Bounced Check 

 Step-by-Step: When a Customer Payment Check is Returned by the Bank 

1. Open the Customer Center from the Customers drop-down menu (or press CTRL+j). 

2. Highlight the Customer:Job from the list, then double-click on the payment transaction from the 
transaction list to open it. 

3. Select the Record Bounced Check icon. 
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4. Enter any bank fees charged by your bank for the NSF transaction. 

5. If you charge your customer a fee for NSF checks, you can enter that as well. 

 

6. Click Next. 

7. In the Bounced Check Summary, select Finish. 
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8. Notice the Customer Payment screen indicates this check bounced. 

 

9. Save & Close. 

To see the effect of the bounced check, open the bank register by double-clicking the bank account 
from your Chart of Accounts (CTRL+a). 

NOTES 
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Receive Payments & Make Deposits — Review 
Questions 

1. A company has set up three different jobs for a single customer. The customer writes one check 
to make a partial payment on open balances for all three jobs. In QuickBooks, that payment... 

a. must be applied to the first invoice for the first job for the customer. 

b. must be applied to the most recent invoice for the customer. 

c. can be applied to any combination of invoices and jobs for the customer. 

d. cannot be applied to any invoices or jobs for the customer until full payment is received. 

2. QuickBooks supports which of the following types of payment scenarios? 

a. Down payments for products or services 

b. Overpayments from customers 

c. Partial payments from customers 

d. All of the above 

3. True or false: You can enter a customer payment directly in the customer register. 

a. True 

b. False 

4. The ____________________ ___________________ account acts like a cash drawer and is used to 
hold funds until you deposit them into a bank account. 

5. True or false: QuickBooks allows you to print deposit slips you can take to the bank. 

a. True 

b. False 
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Review Activities 

1. Create an invoice for Bryan Ruff’s utility shed job. Add names to Rock Castle Construction’s Item 
list as needed. 

2. After you invoice Bryan, record a payment from him in the Receive Payments window. 

3. Record Rock Castle Construction’s deposit of the payment. 
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Answers to Review Questions 

1. A company has set up three different jobs for a single customer. The customer writes one check 
to make a partial payment on open balances for all three jobs. In QuickBooks, that payment... 

a. must be applied to the first invoice for the first job for the customer. 

b. must be applied to the most recent invoice for the customer. 

c.  can be applied to any combination of invoices and jobs for the customer. 

d. cannot be applied to any invoices or jobs for the customer until full payment is received. 

2. QuickBooks supports which of the following types of payment scenarios? 

a. Down payments for products or services 

b. Overpayments from customers 

c. Partial payments from customers 

d.  All of the above 

3. True or false: You can enter a customer payment directly in the customer register. 

a. True 

b.  False; you must enter payments in the Receive Payments window. 

4. The Undeposited Funds account acts like a cash drawer and is used to hold funds until you 
deposit them into a bank account. 

5. True or false: QuickBooks allows you to print deposit slips that you can take to the bank. 

a.  True 

b. False 
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Lesson Objectives 

• Discuss the different ways you can handle bills in QuickBooks 

• Learn how to enter a bill in QuickBooks 

• Use the Pay Bills window to pay a bill in QuickBooks 
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Use QuickBooks for Accounts Payable 

Some business owners, especially if they own smaller, home-based businesses, pay their bills when 
they receive them. Most business owners, however, find it more convenient to pay bills less often. 
(They also like keeping the cash in the company for as long as possible.) If you don’t plan on paying 
your bills right away, QuickBooks can help you keep track of what you owe and when you owe it. 

The money you owe for unpaid bills is called accounts payable. QuickBooks uses the Accounts 
Payable account to track all the money you owe to suppliers/vendors. Like any QuickBooks balance 
sheet account, the Accounts Payable account has a register where you can view all your bills at once. 

 Step-by-Step: See the Accounts Payable Register 

1. From the Lists menu, choose Chart of Accounts. 

2. Double-click 20000 Accounts Payable in the list to open the register. 
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The register keeps track of each bill you have entered, shows you the due date and keeps a 
running balance of all the bills you owe. As a business owner, this helps you forecast your cash 
flow, and the QuickBooks reminder system helps you pay your bills on time. 

3. Press Esc twice to close the open windows.
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Enter Bills 

When you receive a bill from a vendor, you should enter it into QuickBooks as soon as you can. This 
keeps your cash flow forecast reports up to date and doesn’t give you the chance to set the bill aside 
and forget it. 

 Step-by-Step: Enter a Bill 

1. From the Vendors menu, choose Enter Bills (or choose Enter Bills from the Home page). 

 

2. In the Vendor field, enter the vendor name. 

3. In the Date field, enter the date of the bill. 

4. In the Ref. No. field, enter the bill number. 

5. In the Amount Due field, type 1500. 

6. Enter the appropriate terms as well as any necessary memo information. 
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7. Use the Expenses tab to enter expenses from the bill and post them directly to expense 
accounts (you can use more than one line to refer to different types of expenses) and specify the 
dollar amount of each expense. The amounts should add up to the total amount due on the bill.  

 

8. Click Save & Close to record the bill. (Note, if this were a vendor credit instead of a bill, you 
could click on the radio button next to Credit in the top right corner instead of Bill. This would 
issue a vendor credit, which, although all the numbers would appear positive as in the bill 
example above, would function as a “negative” bill.) 

 IMPORTANT: You can also enter bills and vendor credits directly in the Accounts Payable register, which 
may allow for faster data entry. However, this does not provide as much room for memos or allow for 
multiple expense accounts, job costing, or making the expenses billable to customers. 

NOTES 
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Pay Bills 

When you start QuickBooks or open a QuickBooks company file, a Reminders window appears to 
tell you whether you have transactions to complete, such as bills to pay or money to deposit. (If you 
don’t see the Reminders window, turn it on by choosing Preferences from the Edit menu, and then 
choosing Reminders.) 

When QuickBooks tells you that there are bills due, you can display the Pay Bills window and select 
the bills you want to pay. 

 Step-by-Step: Pay a Bill 

1. From the Vendors menu, choose Pay Bills (or click on Pay Bills from the Home page). 

2. Ensure the Sort By order is by Vendor. 

3. Check the boxes next to the bills you wish to pay. 
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4. Ensure you have the proper payment method settings selected, as well as the bank account (or 
credit card account, if you’re paying by credit card) from which you want the bills to be paid. 

5. Click Pay Selected Bills. 

In the next window, you can choose to pay more bills, print checks for the selected bills, or click 
Done to exit the module and print checks later (if you’re paying by check). 

 IMPORTANT: You can also click the Print Checks icon from the Home page to access your checks 
marked Print Later. 

NOTES 
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How QuickBooks Records Your Bill Payment 

When you pay $1,500 on a bill through the Pay Bills window, QuickBooks makes an entry in the 
Accounts Payable register showing a decrease (debit) of $1,500 in total payables. It also creates a 
check (credit) from your chosen bank account to pay the bill. This is a special type of check called a 
Bill Payment Check. Similarly, if you are paying a bill using a credit card, it creates a payment (credit) 
from your credit card account to pay the bill. This is a special type of credit card charge called a Bill 
Payment Credit Card. 

 Step-by-Step: See the Entry in the Accounts Payable Register 

1. From the Company menu, choose Chart of Accounts. 

2. In the Chart of Accounts, double-click the Accounts Payable account. 

 

3. Close the Accounts Payable register.  
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 Step-by-Step: See the Bill Payment Entry 

1. In the Chart of Accounts, double-click 10100 Checking. 

 

2. Select the Bill Payment (BILLPMT) transaction you wish to view. 

3. Double-click on the transaction or on the toolbar, click Edit Transaction. 
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4. You can edit the transaction or click Save & Close. 

 

 IMPORTANT: You can also open, view or edit this transaction by opening it in the same fashion from the 
Accounts Payable register. 

NOTES 
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Enter and Pay Bills — Review Questions 

1. You use the ____________________________ account to track money you owe to vendors. 

2. List the two steps involved in using the accounts payable features in QuickBooks: 

a. ________________________________________________________________ 

b. ________________________________________________________________ 

3. When you make a payment (from the checking account) in the Pay Bills window, you can see the 
transactions in the __________________ and ____________________________ registers. 

4. True or false: When tracking accounts payable in QuickBooks, the Enter Bills window is the only 
place you can enter bills and vendor credits. 

a. True 

b. False 

5. You paid a vendor $1,000 through the Pay Bills window (using the Checking account). 
QuickBooks automatically creates a journal entry that: 

a. Deletes the bill 

b. Shows $1,000 as a credit in Accounts Payable and $1,000 as a debit in the Checking account 

c. Shows $1,000 as a debit in Accounts Payable and $1,000 as a credit in the Checking account 

d. Shows $1,000 as a debit in Accounts Payable and $1,000 as a credit in Accounts Receivable 
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Review Activities 

1. Write a check to a vendor assigning the amount to more than one expense account. 

2. Enter a bill in the Enter Bills window then view the bill transaction in the Accounts Payable 
register. 

3. Pay the bill using the Pay Bills window.
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Answers to Review Questions 

1. You use the Accounts Payable account to track money you owe to vendors. 

2. List the two steps involved in using the accounts payable features in QuickBooks: 

a.  Enter bills 

b.  Pay bills 

3. When you make a payment (from the checking account) in the Pay Bills window, you can see the 
transactions in the Checking and Accounts Payable registers. 

4. True or false: When tracking accounts payable in QuickBooks, the Enter Bills window is the only 
place you can enter bills and vendor credits. 

a. True 

b.  False; you can also enter bills and vendor credits directly in the Accounts Payable register, 
which may allow for faster data entry. 

5. You paid a vendor $1,000 through the Pay Bills window (using the Checking account). 
QuickBooks automatically creates a journal entry that: 

a. Deletes the bill. 

b. Shows $1,000 as a credit in Accounts Payable and $1,000 as a debit in the Checking account. 

c.  Shows $1,000 as a debit in Accounts Payable and $1,000 as a credit in the Checking 
account. 

d. Shows $1,000 as a debit in Accounts Payable and $1,000 as a credit in Accounts Receivable. 
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