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A Word from the Authors:

In most businesses with departmental employees and banks down the street, there
is an accepted standard for doing things. In accounting, this standard is set by the
Generally Accepted Accounted Principles (GAAP). The situation in rural Alaska is
quite different. The city office is often their bank and commercial banks are
usually days away. In addition, there is usually only one person doing all of the
accounting in these busy city offices. This unique environment often leads to a
natural breakdown in the segregation of duties and as a result, some lack of
accounting controls. This manual presents a few unorthodox approaches designed
specifically to accommodate these unique situations. The authors do not
recommend using these techniques in any other situation and they always
recommend adherence to GAAP whenever possible.

Pati Crofut crofutp@aol.com
Joanna Knapp jknapp @gci.net
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ou are amazing. Every day at work you wear many hats. Sometimes you are a
Ycustomer service representative, sometimes you are a bank teller, and sometimes you

are a payroll master. You answer phones, coordinate community events and make
preparations for Council meetings. You are at the center of your community’s finances,
and your job is both complex and important.

City offices are often an important hub in a community. As the bookkeeper for your
community, you have access to a lot of information. You know what customers pay,
who cannot pay, and who can pay but does not. You are often caught between a
customer’s needs and the directives of your Council. Every day at work, you make many
decisions as to how to handle one situation or another.

Now, more than ever, your utility’s and community’s financial future depend upon the
use of an efficient financial system. State and Federal agencies now want financial
information from you before they will invest in your community. They want to know if
customers are paying for their services, if the utility is paying its bills and how healthy the
utility is financially. A good financial system will help you get all that information in
minutes.

You are about to launch into an exciting project that will help you develop an efficient,
easy-to-use system that will keep track of your utility’s finances. This manual will guide
you every step of the way. It will also give you some tips and tricks to use in maintaining
the system day-to-day. You will start with installing and registering QuickBooks on your
computer and finish with a complete accounting system for your utility. You will do all
this with a company file created especially for your community or your utility.

What’s a QuickBooks Company File?

QuickBooks organizes all the finances for a business into a file called a company file.
Your water/sewer finances may be in a stand-alone utility with its own Federal Employer
Identification Number, or you may have a water/sewer department within your city
operating underneath the city’s Federal Employer ldentification Number. Your Federal
Employer ldentification Number—referred to as your EIN is the number that identifies
your entity to the Internal Revenue Service (IRS). You can locate this number on past
quarterly payroll reports, correspondence you have received from the IRS or the original
notice the IRS sent you when they assigned you the EIN number.

If your community operates under one Federal Tax ldentification number, you will set
up your community’s finances into one QuickBooks company file, and you will set up the
Water and Sewer Utility as a department within your company file. This will allow you
to keep track of the finances for other community services such as Garbage, Washeteria,
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Cable TV, Electric and others. If you have a Water/Sewer Utility with its own EIN
number, your QuickBooks company file will contain only the Water/Sewer Utility
finances.

« Write your EIN Number here:

There’s a lot your QuickBooks company file will do.

e It will keep track of the balances in your bank accounts and safe.

e It will automatically create invoices for you each month.

e It will tell you how much your customers owe you and keep track of their
payments.

¢ [t will tell you how much your community owes in bills and create checks to pay
those bills with just a few clicks of the mouse.

¢ [t will tell you how much money each one of your community’s departments is
making or losing.

e [t will save you time.

When Do You Get Started?

Before diving into this project, you must pick a starting date. The Starting Date is the
date you will begin tracking your finances in QuickBooks. This will be the beginning date
that QuickBooks will have your complete financial information—payrolls, invoices, checks
written and deposits received. No matter what date you choose to start your
computerized accounting system, you will be using two systems—your manual system
and your QuickBooks system—the first year.

What Date Should You Pick?

There are many things to consider when choosing a starting date. Whatever date you
choose, you will need to devote a lot of time to the project. The more interruptions you
have, the more time it will take, and the more likely that you will make errors. It would
be best if you could shut down your office for several days. If that is impossible, could
someone else in your office answer the phones and handle the customers? Pick a date
where you will not feel pressured. Don’t pick a July date if you will be in the middle of
your fishing season. If December is crazy in your office, January 1 might not be the best
choice. Also, consider the size of your community or utility. How many customers do
you have? How many customer services do you offer? How many employees are on
your payroll? The larger the community, the more time it will take you to set up your
system.
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Keeping all of this in mind, pick one of the following dates to start your new system.
JULY 1 — (BEGINNING OF FISCAL YEAR)

Advantages of a July 1 (Beginning of a Fiscal Year) Starting Date
e Your entire budget year would be in this file

Disadvantages of a July 1 (Beginning of a Fiscal Year) Starting Date

e Only one half of your payroll year will be in this file. You will have to combine
information from both systems to produce W2, W3, 1099 & 1096 forms at year-
end.

JANUARY 1 — (BEGINNING OF TAX YEAR)

Advantages of a January 1 (Beginning of Tax Year) Starting Date
¢ Your entire payroll year would be in this file

Disadvantages of a January 1 (Beginning of Tax Year) Starting Date

¢ Half of your budget year would be in this file. You would have to look at your
old system and your new system together to get the full financial picture for your
first fiscal year.

THE BEGINNING OF THE MONTH YOU ARE CURRENTLY IN OR THE BEGINNING
DATE OF THE NEXT QUARTER

Advantages of using the beginning of the month you are in or the beginning date of
the next quarter as a Starting Date

¢ You would be able to get your new system up and running soon.

Disadvantages of using the beginning of the current month or quarter as a Starting
Date

¢ You would have to look at your old system and your new system together to get
the full financial picture for your first fiscal year.

¢ Your payroll year would be incomplete. Therefore, at year-end, you would have
to look at the old and the new system to create W-2s and other payroll reports.

Make Your Decision

Your Starting Date:

Whether your starting date is in the future, or it is today, take the time to gather the
materials you will need for setting up your system:

e EIN Number
e Starting Date
e Your budget
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Customer List

List of services your community offers
Any customer records

List of employees with their W-4s
Bank Statements

If today is the day, then move on to the next chapter which will lead you through the
process of installing and registering QuickBooks.

Good luck! You are on your way to creating a new financial system for your utility or
your community.
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INSTALLING AND
REGISTERING
QUICKBOOKS

B efore you can create your QuickBooks Company you have to install and register the
software. It also helps if you sign up for any payroll services well before you need to

do a payroll in case there are any delays.

Installing QuickBooks

Put your QuickBooks CD-ROM in and let’s get going!

The first screen you will see is the Welcome Screen
e Select Guided Install.

@3 QuickBooks Installation Imerview

QuickBooks

Welcome to QuickBooks Installation

Holp me understand my options,

Expart frutall 1 know whach installotion I wast, so takn me to Installstion Optices.
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Chances are that you have purchased a One Computer copy of QuickBooks
e Select One Computer.
e Click Next.

3 Quickideoks Instatiatien Intarview

QuickBooks

How wil pou tse QuickBooks?
= Owe Computer

Nous el v QachBiocks onky o0 T comguber, and 650 have your Guickfinals conpany e on thie comgater

7 Mern Thas One Computar

Tor It you choose “Oem Congetar”, yoni can shagys acd mare comgudars later and tharge settings as reeded n
Cancifionks.

The computer will whir for a while, and then bring you to the following screen.
If you have access to the Internet,
e Click Yes.
If you don’t have access to the Internet,
e Click No.

e C(Click Next.

7 QuickBooks Installation

For the best possible install experience, it is recommended that you
QuickBooks choose to check online for latest installation updates,

Do wou want to check and download updates From Intuit
support ?

(* Yes (Recommended)
" No

To minimize download time, only critical updates if required wil
be downloaded,

Cancel
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QuickBooks will either give you the following screen, or tell you that there are updates
available. If there are updates, go ahead and install them now.

e C(Click Next.

i& QuickBooks Installation @

Mo critical updates are available For this installation at present.
QuickBooks
Click 'Next' to continue with the rest of the installation
process.
TR
Cancel I

QuickBooks will give you the following screen to let you know that the installation
process is about to start.

Windows Installer

| Preparing to install...

Cancel

e You must select | accept the terms in the license agreements to continue the install.
e Click Next.
i QuickBooks Installation rz|

License Agreement

Please read the following license agreements carefully
{which includes a license ko Google Deskbop).

(i Single User License and Single User Add On Pack Purchasers. “ou may. {a) &
install the Software on ane computer for access and use by only one specific
person; and {b) install the Software on one additional portahle computer {e.g., a
laptop that you own and use in your business), so long as only the same specific
person accesses and uses the Software. Ifyou purchased a valid license far the
Software and received an Authentic Intuit CODROM, such CDROM is vour backup
copy ofthe Software. Ifyou purchased avalid license and received the Software
pre-installed on a new computer or through an electranic download, you may make
one backup copy of the Software, but only for the purpose of reinstalling the
Software, if needed, on the single computer or portable computer referenced in (a)
and {hy above. You are not allowed to make copies ofthe printed materials w

(1 accept the terms in the license agreements:

(01 do not accept the terms in the license agreements

< Back, ][ Mext = ] [ Cancel ]
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e Get out the envelope that your QuickBooks CD came in and type in the numbers
from that envelope.
o Click Next.
DO NOT TYPE IN THE NUMBERS YOU SEE ON THE SCREEN BELOW.

TYPE IN THE NUMBERS ON YOUR OWN CD!!!

s QuickBooks Installation

X

License Mumber and Product Number

Enter wour License Mumber and Product Mumber,

1779-6123-9437-269 (Previous License Mumber)

License Mumber: — — -

171-745 Pro (Previous Product Mumber)

Product Murnber: -

¥ou'll find the License and Product numbers on a sticker with the QuickBooks
D, If vou downloaded QuickBooks, the License and Product numbers are
in wour confirmation e-mail,

[ < Back, ” Mext > ] [ Cancel

e Select the option to Install QuickBooks Pro 2007.
e Click Next.

x)

i QuickBooks Installation

Select Installation Folder

Click Mext to install QuickBooks to this folder, or choose a different installation Folder,

Installation Faolder

(3) Install QuickBooks Pro 2007

To Folder: C:\Program Files\IntuitiQuickBooks 2007,

() Select an existing version to upgrade:

Add other service and support shorkcuts o yvour deskbop.,
(The shortcut bo open QuickBooks is always added ko vour desktop.)

< Back ]| Mestk = [ Cancel
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If you have a previous version of QuickBooks on your computer you can copy the
settings from that version to 2007.

Use the drop-down menu to select any existing version of QuickBooks on your computer.
e Click Next.

i& QuickBooks Installation le

Copy QuickBooks settings

‘fou can copy the settings vou specified in a previous installation of QuickBooks to the
version vou're installing now,

\ Select the version of QuickBooks From which wou want to copy settings:

Ay settings wou want to transfer will be copied From the above installation to the version
of QuickBooks wou are currently installing,

Copy User Preferences and Printer Settings

g_[ Printer settings and preferences that are not company-wide preferences

[Jcopy QuickBooks Letters

Er Any letters created using Write Letters

[ < Back " Mext = ] [ Cancel ]

e Select No to the Google Desktop. It could slow your computer down.
e Click Next.

i& QuickBooks Installation E|

Optional QuickBooks Search Feature

IJse @oogle Deskiop ko search QuickBaaks,

CuickBooks Search uses Google Desktop to easily find wour QuickBooks information by

typing in a few simple keywords,

- CuwickBooks Search may result in slovwer computer performance,

- We do nok recommend using this Feature in mulki-user mode,

- Google Desktop creates a search index on wour computer that is continually updated to
give vou the best search results,

- WWe recammend at lzast 1 GE additional free hard disk space Far this Feature.

Google Deskkop is customized ko pratect the privacy of wour QuickBooks data, Existing
users of Google Deskiop may wank bo adjust vour preferences ko prokect wvour data,

More About Privacy

Do you want to use Google Desktop in QuickBooks?

< Back “ ek = I l Zancel
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You are ready to install the QuickBooks program now!
e Click Install.

& QuickBooks Installation

Ready to install QuickBooks

Review the installation summaty below, and then click Install to begin installing QuickBooks.,

Installation Summary
Installing QuickBooks Pro 2007

Destination Folder: C:\Program Files\IntuithQuickBooks 2007

License; 1779-6123-9437-269 Product: 171-745

Copy preferences From QuickBooks Pro 2006

Time ko Install: It will kake about 10 to 15 minukes ko complete this installation on a machine
with a 1GHz Processor and 512MB RAM,

< Back. ]| Install q [ Cancel

The QuickBooks Installation program will launch.

5 QuickBooks Installation

QuickBooks
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While QuickBooks is installing, it will show you a series of screens with information about
QuickBooks. Just relax until your computer completes the installation process.

i QuickBooks Installation

QuickBooks

What’s New for 2007

New and improved tools make it faster & easier

= Create custom invoices,
purchase orders, and other
business forms

* Enter business expenses
« Manage multi-parcel shipments

* Download timesheets
into QuickBooks*

* 60 days free trial included. Online subscription fees apply after trial period.

(I )

Updating component registration Back Next > | Cancel

Finally, you will get a screen that tells you that your installation was successful!
e Click Finish.

& QuickBooks Installation

QuickBooks Installation Complete

The Installation Wizard has completed successFully,

The Installation Wizard has successfully installed QuickBooks
Pro 2007 on your computer,

Recommended:

Install this version of QuickBooks on every computer that
will be used to open or contain your QuickBooks company
files,

InTun

InistallShield

< Bark E|n|sh Cancel
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Registering QuickBooks

e Double Click on the QuickBooks Pro 2007 icon on your Desktop.

You will see this window on your screen. QuickBooks 2007 takes a long time to load.

Loading QuickBooks ....

This window may also pop up.
e Click Close.

754010

Overviem @ Ogoos  Locats low

Cucmionady, bt provdes wodetes 13 QuckSucbs Pt yo (o Sowelngd sver To Dteret
An upSete st De & nartararcs einate, b bow laature, 8 e v, sl tealy
of trnation Tal & teddevart 13 your dusiiess.

At vt \pehat e s O

Select the Cotars Lab 1o s off Automatc Lpdates

Select Be Lipdate Now tab to 9ot the wpcates that you sart ta domrioed
mmedat=ly from the Fetu server. The wpdate festure Yaromits tachricel

beey
rirnton 0vg an updete Under re croumslantes Gu IOt servary
wowss o reat Wy e efcraiton o0 s g le  Durvg o wpdete,
Qutochs Soweioads wiy Bw recesiary s 16 your #C

QuickBooks will prompt you to Register when you first use it.
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Go to the Help menu and click Register QuickBooks. If you don’t see the Register
QuickBooks option in the Help Menu, you have already registered. (See
Have You Registered? on the next page).

e Choose your registration method: Online or by Phone.

e To let QuickBooks check for the best method, click Begin Registration. You
will be directed to either online or phone registration.

e To call Intuit to register, click Skip online check and register by phone.

¢ QuickBooks will display the phone number to use to register.

e Follow the prompts to complete the registration process.

NOTE: MAKE A NOTE OF THE ADDRESS AND PHONE NUMBER YOU USE FOR
REGISTRATION. YOU WILL NEED THIS INFORMATION AGAIN IF YOU
EVER NEED TO RE-REGISTER YOUR COPY OF QUICKBOOKS. KEEP IT
WITH YOUR PASSWORD.

To update your registration information, call 1-888-246-8848 (1-888-2INTUIT) and select
the option for Customer Service.
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Checking Your Registration

e Press the F2 key when QuickBooks is open.
e The Product Information window displays either REGISTERED or
UNREGISTERED based on the registration status.

Clean Up Information

Product Infermation &|
froduct  QuckBocks Pro 2007 Release RSP
Licerge rumioer 1779-6123-9437-26% GISTERED Services Information
Product rasber 171-745 - AuthiD
User Licereas 1 Ordw filing Token
Inetaded oLf31c07 Shoppng Jource Token
Irtagrated Appicaton information

Usage Information 2 of spps 0

Date Frst Usad 0113172006 Murrber of Uses 9 Last aoossend

Aude Trad Eratled snce D6{1 572007 164152

Fiw Yformation Lowt 1in None
Locabion ;MCJ&:- Fies U\ G Books 2007YChy of Salrson tax o o dke
R Last payeoll debsted None
Vieryions Lised on Fle Last nvertory Geleted  fore
Fle Ste 096K V17,00 85 06J15/2007
Page Son 400 L o
Total Transachions 10 gad Accourts: 50 -~
ot Naes: 19
Totsl Targets X Customers: 12
Total Links : Verdors: 6
Dictonary Entries 2z Erphormes:
¥ Ceree Names: O
SR oo s {Total Items: 7
Schema verson a5 | !
Server Port 1 2 N | = S
Server 192,148.1,101 Free Memors 2092 X
Server Name Q& data engre L7
# of Users Logoed In ]
Local Server Information
Mosting: Off Server P D8 Engne yerson 9.0.2,3267
Indial Cache R Server Port [1]
Cache 84 Server Nave
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) CREATING A
QUICKBOOKS
COMPANY FILE

here are a few things you need to gather before launching into the software and
creating your company file. If you have not gathered them already, get them now
before you start.

EIN Number

Starting Date

Your budget

Customer List

List of services your community offers
Any customer records

List of employees with their W-4s
Bank Statements

Creating Your Company in QuickBooks

When you installed QuickBooks on your computer, an icon was placed on your desktop

%

that looks like this:

QuickBooks Pro
2007

e Double Click this icon to open QuickBooks and you will see the window below.
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e Select Create a new company.

No Company Open

fnaver sattler-smith llc,

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

Open

Location: E:Y

4 |[_“

new company existing company

Create a Open or restore an

Open a
sample file

g

e Select Start Interview.

F_K v ,':.n;.‘ lm_.'l i
¥ Sl ensenrs
QuickBooks " o1 RYSt
EasvStep Intarview Welcams 10 the QuckBcaks FanySten
I
Intnrymm Progress
WeT sl you theough settng L the bascs by 56 you Questons and g you gudance slng
B pay. Inabost 30 rinstes poul be ready Lo shart using ¢ g g just foe you!
thet (iption
Have you used Quicken or Peachires Are you an sccountant or
for your business? QuickBooks expert?
Ok Corwert Dta # you woukd e to Tk Shp Inbervien 10 S6€ up oy
tranfer pour financal infornaton to OOy IfOrTaton on your own
QSO
Yool hadgern L0 e Coremitod SataT
[ Cormewt Dats - g irteraew
Wand Belp from & QuickBooks expert?
Gt ore-orrone advice & braining from 4 Certfed Qucdiacks Profddvisor Aum Mors
Need help sotting up? iaam Mo
Eedokenl
DAAECChS guert

|
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e On this screen, you will enter:
Your Company Name
Your Legal name is the same as your company name
Your EIN Number
Your Address
Your Telephone, Fax and E-mail address (if you have one)
e Click Next.

§ GEL answers

Enter your company information

QuickBooks uses this information on your tax forms and forms vou use to communicake with your
cuskomers and vendors,

*
Comparty name City of Salmion River

Legal name City of Salmon River
The narne you use on your tax and legal forrns, Unless wou use a DBA narne,
this will probably be the same a5 the company narme, Explain

Tax ID

9z2-1234567

Your Federal Employer Identification Murber (EIM) or Social Security Mumnber,
Uszed anly on tax Forms,

Skreet address

PO Box 45
Ciy Salmon River State [y P [ 9399
Country us
Phore 907-555-6576 Fax  [ag7.555-8977

Uze the farmat you would like displayed on your Formz, e.g. (E55) 555-1212

E-mail address cityoffice@hotmail comn

Web site

* required Field What if T have more than one business?

=

IMPORTANT! Do nothing to this screen except
e Click Next.

a|

QuickBocns sdact youn bntuetry
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o Select Other/None.
e Click Next.

QuickBooks How is yuur sompany oigesissd

Sbe Prmpeirion g
ot 10w

Pt w1
oy 1)

et s s s . P o © € g o b |
(EETE ]

8 Compow wtoms

P8}
o Prede
(rowes v}

¢ Select the starting month of your FISCAL year. A fiscal year is the 12 month period
which begins and ends your budgeting year. Your Fiscal year probably starts on
July 1 of each year. If you do not know, ask someone in your office.

e Select July or the first month of your fiscal year from the drop-down menu.

e Click Next.

i Get answers

Select the first month of your fiscal year

‘four fiscal year is bypically the same as your income kax year, Explain

MMy fiscal year starts in

T
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It is a good idea to password-protect your file. Think of a password that you can
remember easily and WRITE IT DOWN SOMEWHERE!! Make sure that you let someone
else in your office know where the QuickBooks password is located. If you are the only
one to know the password, and you were unavailable, your financial system would be
useless. The QuickBooks software company can unlock a password in a file, but it is
costly, so write down the password and tell someone else where you keep it.

e Type in the password you choose.
e Type it again.
e Click Next.

l |
QuickBooks Set up your administiator password
; W recouTeend you st L5 % panemord be protect your company Sle. S vl be roegned
For thes pasencrd whanever you open Bar Hie. It u aptiond 13 wet WD s psseward.
I ernes Frogpess Achwretratss pasmeset (oo
Noed belp wettiog up?
Celab e D =
e Click Next on this screen to create your company file.
dier x|
QuichBooks Create your company file
A ks Wicamaon K aed 1 A M ool the comguy B
T Mot 43 EBccn & W e h KCABH 13 v v OO0y Pl
Vedrrven g res
e Selp wtteg
> 4 @ L, | »
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QuickBooks will create your company file and ask you to save it.

e Click Save.
% I

J Comgpary Fine

mSCoes o m demgatars

o
o)
..... —~
Tocwr

My Docas

R
‘¢ Lo oy TactBocks *e [* GIW LW ~..
e Do nothing to this screen.
o Click Next.
- --v:‘n—-.-.- . e bew b rens fescse e

e o8 e ey bam—rre b e e e
ST — s e, T

1

e Check the Both services and products button.
e Click Next.
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e Check the | don’t sell online and | am not interested in doing so button.
e Click Next.

|

QuickBooks Do you sell products online?

e

- =

EVEN IF YOUR COMMUNITY CHARGES SALES TAX, click the No button!! This screen is
for setting up a state sales tax, which doesn’t exist in Alaska.

e Click Next.
|
QuickBioo
h.l'-fu.'"-ﬂd'@
e Click No for creating estimates.
e Click Next.

)

B g e, G o -

d belp ey -
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e Click Yes to use sales receipts.

e Click Next.
P —
¥ Staman
QuickBooks Using sales recoipts i QuickBoaks
Some et weghny -
T | d b e bt |
T
| Nt belp sattng ot
., | e CE

e Click Yes to use statements.
o Click Next.

m Using stoternents in QuichBooks

- swtdd

-e.
P s Aa

enkaia

BP0 1101 b by bt
Ome

ol huty oty et

e Click Yes to use invoices.

e Click Next.
¥ Sty
Using isvolces in QuickBooks
EassSiug nasvow whon @ b tww o e yw D)
O 0TRR. UG e o bl VI e of WA VI CUBINen e o
% - o am—
N e Setat wek bt o
. " .
Sdacn P
g\p}; 11— | ot baar |
el
~e P
St ee
e
. | ) o) e




e Click No to using progress invoicing.
e Click Next.

QuichBooks Using progress Mmvoicing
. 00 B een rvens g ¢ (s Lo | v s o 0t | b T ke o
secont
——=== ——re—
. 8 PN o o o S o it gl s s g, | b e
Dok, el o e ik 4 i
A Caredant Wi ¥ Comi wleatinss 1 4 o
B s 16 e st o g
.
.
| Nl hey oty ot
el s
T B o e | (o

e Click Yes to keep track of bills you owe.
e Click Next.

| QuickBooks
» -
Tdrreem Peapeie
o pon mant b bewy bk of by pons e
o
~
| o el it g
adalaa
st o | o O

e Click | print checks to use that feature in QuickBooks. Click the last option if you
handwrite your checks.
e Click Next.

, a
cxas
QuichBooks
CLLLLla] o
Mrveen Pogew .
[P A R S——T -

| A Sty settn v !

. D o T TS |

CREATING A QUICKBOOKS COMPANY FILE 37




e Click No to tell QuickBooks that you don’t track inventory.
e Click Next.

QuickBooks
e ey
B pon et 1 Wk mvveanory @ Quich ok b
Ve
[
"
| ol el ot g
E— W) [Chess

Click the last option to tell QuickBooks that you don’t accept credit cards
e Click Next.

QuickBooks A
>
I v A g
B ot et e g e 1 B B, Qe Bn
> PR SarviiEe oo el TIORE O Rt eat ot
..... -
evdbedy ety v

Click No to skip the time-tracking feature in QuickBooks.
e Click Next.

- |
OvicABashs e QeickBeaks

- s

St by g vt

38

QUICKBOOKS FOR SANITATION UTILITIES




e Click Yes to tell QuickBooks that you do process payroll.
e Check the We have W-2 employees box so that QuickBooks will automatically

create your W-2s at the end of the year for all of the employees on your

payroll.

e Check the We have 1099 contractors box if you have any contract laborers that

work for your community and do not get paid through your payroll.

e Click Next.

l‘ paldl i

X

oy
QuickBooks Do you have employees?
< Yes
T il313131] — [7] e v -2 evskrvees
1 W Bavas 1095 contractons,
~e
:q QuxkBooks Payroll naras your ool Tanas free. Quddy
gererale prpdwds ard dowrdosd the latest te taddes. Ou payrdd
__J cakcudations and i out formes mtceskcaly, (Sbucpbion requred. )
Neod help setting up?
Frdokxal
DiSBocks o s rer? [ < Bach Jiest
¢ Do nothing with this screen.
e Click Next.
a wum
QuickBooks Using accounts in QuickBooks
a Prert, vl by o st 0 e Ohvart of Accousts, wheh e ctegones of rowe, Bomres
ared ottt pou ¥ ue b3 beack pour buores
Irtervwom Frograss L XX,
10 36 0 Your (Nt of s caunnts, peas peed tin
Dot 3 S D urie 86 1 SL 0N CON 10 1ach e D ess P @ "
T e o e R
Uincisertand Som ou e 1o CARGEITI § o W €. - —are
10 chooues thic with pous sccortane, # you faws we
Need hedp weating wprd
L. = == @] s
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e The Starting Date which you decided upon on page 17 is entered on this screen.

e Click the Beginning of the Fiscal Year box if you have decided to start your
company at the beginning of your fiscal year, OR

e Click the second button and enter the QuickBooks starting date you selected.

e Click Next.

; e aner e, 3

X
QuickBooks Select a date to start tracking your finances
cant il adabns b The date vou saiect wil te your start date n Quickfooks
NESNSRNREEN Beginming of this fiscal year: 07/01,2007
Intorviom Progress I order to comphbete thes year's tac raturms, youl need t soesr transsctions
from the begrning of th fecel yaar o bodey
< Use today’s dote or the st day of the quarter or month,
Yol reed to anter travsaduone fron ths dgs formyd,
L}
ol date Dokl § Pre]
| Seod help setbing wp?
Ood kel ———e s
atbiads gt Angee, Sk | | Net>

e C(lick Yes to enter in a bank account.
e C(Click Next.

FE Alefmeels 3

e
QuickBooks Add your bank account
- . Tou Shodd 58 tre bork actosd 13 the CudBocks it of aoasts fir eech thedkivg,
savings, or meney merket acceunt por corgany hes . We recorrene you add & Bet one
RERTASARENS Bk wOoUNE v, 1o EAn ST A Ore accounts 1 QuehBocks e
Winaht peus Bhe ta wdd an madeting Sand sccont?
e
TIno, TV 8] Abark scomank e
X K A ' | o
| Meod help settag up?
Dol ks = -
LR enfesl A, = S gt
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e Enter a name for your bank account (for example, Wells Fargo Checking).
e Type in the account number.

e Select Before.

e Click Next.

Enter your bank account information

This information will help you identify your bank account while using QuickB

* Bank account name |Checking

Bank account number |385-1QSD

* When did you open this bank account?
¥ Before 01/01/2008

" Onorafter 01/01/2008

e What Starting Date did you select?

e What is the date of the last bank statement prior to your Starting Date? For
example, our Starting Date is January 1. We want the bank statement dated
December 31. If your Starting Date is July 1 then the June 30 bank statement is
the one you want.

¢ Enter the ending date of the bank statement just prior to your Starting Date

e Enter the ending balance from that bank statement. This will become the
beginning balance for your QuickBooks company file.

e Click Next.

Enter your bank statement information

Find the last bank statement you've received with an endin
01/01/2008 [your start date).

Enter the ending date of this bank statement:

* Statement ending date a0 B

Enter the ending balance on this bank statement:

Statement ending balance 30000.00)
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e If you have no other bank accounts, click Next.

e |If you have other bank accounts to add, you may do so now. Make sure that you
enter in balances from bank statements with the same ending date as above. All
your bank balances must be as of the same date.

e Click Next.

3
QuickBooks Review Dank accounts
axost e Accourt ke
TITITS o P et Jarr
Werraem Peoapere

e o i 1 i e Sk et !
e

L T

T e =0 s w ) o]

QuickBooks will give you a sample set of the income and expense accounts. YOU DO
NOT WANT THESE ACCOUNTS.

e Uncheck all the accounts that have been checked. You do this by placing your
mouse on the check mark and clicking once.

e Click the check mark in front of each account to uncheck it. Remember to go all
the way to the bottom of the list and uncheck all the accounts.

e Click Next.

Review Income dlld expense accounts
QuickBooks k

[rcrree wrel experes accounts catngorios money wour businem sems froe, or spends on, normd
— buvnass sper stene

A LAl ldl il / for pour ndastey we Lypscaly ol you nosd
Inberview Progress Tar ncome Lix prerposes. Baplain

Deprecition L apanss
Cues and Sbeaotions
T apact Recky

s e Eparas

Fmtore Rcorsrendatons

Wior ahxiadul Lo U cocotasctinusccart

You can odlly your chart o sccourds anytinee dfter carphetng e elerees

Noed help setting up?

os ke - S —
Qs focta Lpet Weou s LIt
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You’ve done it! You now have a company file in QuickBooks.

e Click Finish.

QuickBooks

T rrem Pepeie M T s Vo Qe s Limaemens Combey, s shoos samy s s th

N PIR MTer d o b T @ W T aver e onoried |5 ot
wereducnen to (oah fusbx b Conas Aar 2e im trgy
e N PG e (e

el lek iy wr

QuickBooks now gives you a screen that offers you tutorials in QuickBooks. You can
always come back and view these tutorials at a later date, but right now you want to
start entering information into your company file.

e Click Begin Using QuickBooks.

| Overview & Setup

I [ | Bstosmidsdag e 53 raioot)
© e e

| - Lo harw 10wt wp the burse
] e e e e T L L
| i Nosbet b Dywrnes. e
* Qevrsew of Ovshboohs wcieedy
o * Mol o s ASwts st »
| '{_' B TP i
? + Captarmss ne
(Bl * Yook e
| -  Menwets .
| ' D S T L i (o on Sacete 11

L.
B M 150 O S b Ak

il A L AL L0 A 1L 0 B Wl | T e e
L g @
T
Bewm Uswey Ot ek

Dot -y

NOTE: If you think you are interested in the QuickBooks tutorials at a later date, you
can check the box in the lower left corner to show this screen whenever you start
QuickBooks.
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Check Your Work!

You are now in the Home screen. Do you see your correct bank balance at the top right
corner?

R Gty of Satwwn Raws - (Qabchdiochs Pro J00)

e OF dew Ui Jompewy Qucosms Sencoet Dasbivess Brdng Smats Wrdow el

2 S o> - " , YN, YIOR - ¥y o *
e Astomey Ot et Corme Dagimen Coder  Sgpurt e Samdyy Mo fooded  Snom bard Owk s

<2 r 2 Lwwn Mt Servv

: L DR E T

o
o0 S Cek e

,J 4 'J"J . ﬁ ! W e lele wussing
r— . Pound ¢ e
K " i) | £
i alx & o
: ’

[ Sy 3 o) OTATNG Y 3 2 Sy

Check your company information by doing the following:

¢ Click Company---the fifth menu choice at the top of the screen.
e Select Company Information.

i City of Salmon River - QuickBooks Pro 2007

File Edit Wiew Lists Esllyatlis

@ @ Home Page

Hame Customer C

Customers  Wendogf Emplovees E:

Company Information. ..

advanced Service Administration. ..
Set Up Users...

Change Your Password. ..

Set Clnsinn Date. ..
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This screen will show you much of the information you entered. Check to make sure the

information is correct. Even if the information is perfect, DO NOT click OK, because you
have one change to make.

Company Information Type 4 help guestion V How Do I?

x)

Conkack Information
Company Mame | City of Salmaon River
fddress | po poy 45 Phone # |907-555-8976
Salmon River, Ak 99999 Fax # 0070550077
E-mail | cityoffice@hotmail,com
Courtry S w Web Site
Legal Information (Appears on payroll tax Forms) Company Identification
Legal Name | City of Salmaon River Federal Emplover Identification No. [g5_1 534567
(FEIM is required For Payroll)
Leqgal Address |PO Box 23
Social Security Murmber
(35N is used on 1099's if
nio FEIM is entered
City/State/ZIF | Salmon River AK w | |99999 !
Legal Country LS v Payroll Tax Form Information
) Contack
et I i {Mame of person prepating and signing payroll tax Forms)
First month in vo
Title
Fiscal e July v Tax Year |July -
hone #
Income TaljForm Used | <OtherMone = v one

Look in the box labeled Report Information. Is your fiscal year correct? If your fiscal year
starts in any month other than January, QuickBooks assumes that your tax year starts
there too. That is not the case. The tax year for all of us is the calendar year, January
through December. You need to change this option.

e Click on the drop-down menu and select January for the beginning month in the
Tax Year box.

Company Information Tipe & help question "' How Do 1?7
Contact Information

Cancel ]

Company Mame | City of Salman River

Phone # | 907-555-5976 l

Help

brldress | b oy 45

Salmon River, 4K 99999 Fax # |G07-555-0977

E-mall | cityoffica@hotmall,com

Repatt Infarmation

First manth in your!

Fiscal Year | uly “ A ear |EETTE

Income Tax Form Used | <Cfferfones Fabruary
March
it

Country |Us “ Wb Site
Legal Information {appears on payroll tax Forms) Company Identification
Legal Mafme | Ciky of Salmon River Faderal Employar Tdentilication Na, Q2.1 294567

({PEIM is required for Payroll)

Legal Address | P Box 23
Social Security Number
(550 s used on 1099's |F
no FEIM |5 entered

Clky/State(ZIP | Salmon River AE s | |999g9 )

Legal Country | LS W Payroll Tax Form Inlarmation

Contack

{Mame of person preparing and signing payrall ks Forms)
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Your completed screen should look like this.

e Click OK.

Company Information Type a help question | Ask

* How Do I?
Contact Information
[ oK
Company Mame |Cit-,a af Salmon River |
dddress | pe o ag Phone # |9E|?—555—89?6 | l Cancel
Salmon River, Ak 99999 Fax # |9EI?-555-89?? | ’ Help
E-mail |cityoFFice@hotmaiI.cnm |
. |
Legal Information {Appears on payroll tax Farms) Cormpary Identification
Legal Mame |Cit-,a of Salmon River | Federal Employer Identification No. [oo (234567
{FEIN is required for Payroll)
Legal Address |PO Biox 23 |
Social Security Mumber I:I
| | {55M is used on 1099's iF
' no FEIM is entered
City/State/ZIP |Salmon River | |aK  » | 99999 )
Legal Counkry Payroll Tax Form Information
) Conkact |
Report Information {Mame of person preparing and signing payroll tax Forms)
First mankh in your;
Fiscal Year Tl vear w | |
Income Tax Form Used ::Other,chune}> b I:I

Now you are back in the Home Screen.

2 Cay of Sakvor Aiver - Dassdiontas Pea J00T

T ME Ve Uikl Coan Cataes) Mdil Bapeee: SetNy AR Whdker
P ) o
& . Yy 2 <

I i R e T Pt eah Manlad S Pl Dt
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Changing Your QuickBooks Preferences

When you were creating your company file, you described what type of accounting
system you wanted. You told QuickBooks you wanted to be able to prepare invoices,
enter in bills, and do a payroll. These setups are called Preferences. There are many
more Preferences that you can add, delete or change in the setup features of your file.
In this section, you are going to add a few.

o Click Edit.
e Click Preferences.

VA City of Sadmon River - Quickioo
View Usts Covpery  Custon

1 |

i' of Cack

Lice Regster  Criedl
Use Calodyor

Search. "
Fod oieF oS

Click Accounting.

Click the Company Preferences tab.
Click Use Class Tracking.

Leave the other boxes as they are.

rreferences

/0= = help question Askl % How Do I?|
B4 Accounting [) My Preferences I Company Preferences ] K

% Bills ", Accounts
=2 [ Use account numbers v Requir

%

Cancel

Pk

eyl Hel
¥l Desktop View [ show lowest subaccount only Turn on =
%, Finance Charge Class
¥ General ¥ Use dass trackin T i =
= g racking.

il Integrated Applicati
;i nitegrated Applications v Prompt to assian classes

i Items & Inventory o . I I . Also See:
- : ' .
- Jobs & Estimates Automatically assign general journal entry number General
q Payroll & Employees ¥ warn when posting a transaction to Retained Earnings
: s Payroll and
‘@ Reminders Date Warnings Emypln\,n'ees
Wi Reports & Graphs W wWarn if transactions are %0 day(s) in the past
i Sales & Customers - .
T Sales Tax W Wiarn if transactions are I-':' day(s) in the future
\ SE'-":! Farms ) Closing Date
€8 Service Connection Date through which books are dosed: (not set)
& Speling
T Tax: 1099 Set Date/Password

Time Tracking
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Click on Payroll & Employees at the left side of the screen.

QuickBooks will ask you if you want to save the change you made in Accounting

preferences.
Click Yes.

Save Changes

"j You made changes in Accounting preferences. Do wou wish to save them?

ues { [ Mo ] [Cancel

Now click on the Company Preferences tab at the top of the screen.

B accounting

g Bils

E Checking

=49 Deskbop View

% Finance Charge

P General

'.’E'i Integrated Applications
. Items & Inventory

.

. ¥
Cﬁ‘q Reminders

W REpOTEE oS
3 Sales & Custamers
|5 Sales Tax

Send Forms

% Service Connaction
|721 Spelling

[4] Tax: 1099

T Time Tracking

!

My Preferences | Company Preferences

.‘\
There are no personal preferences for Pavroll and Employees,

Please click the "Company Preferences” tab abowe For more options.

Also See:
General
Tax:1099
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o Select Full Payroll if it is not already selected.
o Select Assign one class per Earnings ltem.
e Select Last Name for Display Employee List by.

e TSR @mm &)
B Accourbng My Preferences Compaery Prelerences oK

- bds Cane

ooty os Pary Sub and Youcher Priceng o I
& wceny —

Printing Praferences

SHE Caghiog View = o ’ |L]
% Fance Chaege Workars Compersstion i [t I

% " | —
o Generdd _ Lgmpiete Payvoll Custormers SR Oieones 2
1" Yrtegeated AppRcations Ao Sees
‘ Tens & Yrerdory Copry It parychack aarmings wha Cresting Ney (e, sl
| r 2obs & Etimates v Recal quantity fekd 0o pantecks,

- =0 O) ParpLIRChs. Texi09%

Faprod b Englovees

7] Job Costing, Class and Itevn tracking for paycheck eyperses

:b Reminderg

A Reports fssgnoredesspse ) Entrs paychack (5 Earnings bam

B Sdos b Customers

. - P8 S Quitocks
K. SdesTm R croioyees bafore you do this
L.‘ Serd Forres Dpiary Ervgoloyme List by

(‘l Service COMrex O FestName (%) Laz Kame

W Soeleg [ Mk new ongiopees 25 sakes reps

BT Tar: 109 bers in headers on reports

3] Time Tracking

e Finally, click on Sales and Customers at the left part of the screen.
e Click Yes to save the changes you made in Payroll & Employee preferences.

Save Changes

!

E ‘fou made changes in Payroll & Emplovees preferences, Do you wish to save them?
L

[Tves ] [ wme | [ cancel

e Click OK at the next message.

"j CuickBooks must close all its open windows ko change this preference.
L
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e Select the Company Preferences tab.
e EEEDO mmm
2 Acowtng My Preferences | Conoany Preferences ) ]
o B abde T ¥ the
1 Creckirg i A
PN Desioop Ve Oont add vy
%, Mance Dherge sk whet 1o &0
R Geows
T regeed Acphosone Al Sre:
@ eva talrrpectory Gararad
dto & Extrealen
L0 by s Exphiyems {onpes S
Torm Trackeng
Jobs s
fatmates
B 3
Lo§ SendFomes Mevs
R seviee Cocrmetin S'Y.«:;ﬂ
¥ Tostrg
B tas 0w
T Trve Trackeg
e Uncheck the box at the lower right that says Use Undeposited Funds as a default
deposit to account.
e Click OK.

2] Accounting

gl Bills

E Checking

#3114 Desktop Yiew

% Finance Charge

Ba General

'.'s'i Integrated Applications
‘ Ikems & Inventory

| Jobs & Estimates

q Payroll & Employees

@ Reminders

¥ Reports & Graphs

Sales Tax

Send Forms
Service Connection
Speling

Tax: 1099

!

My Preferences Company Preferences

Sales Farms Frice Levels
Method
Usual FOE

[ ]

Wwarn about duplicate invoice numbers

Miscellaneous
[ Track reimbursed expenses as income

Default Markup Percentage

Choose template For invoice
packing slip:

|Intuit Packing Slip v |

Receive Payments

Automatically

Automatically apply
L [
calculate payments

payments

E

[
&
Ca
|

Time Tracking

Also See:
General

Finance Charges
Time Tracking

Jobs and
Estimates

Bills

Items and
Invenkary

Congratulations, your QuickBooks Company is now set up!
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CREATING A
CUSTOMIZED
ICON BAR

lcons let you perform QuickBooks tasks with the click of a mouse. You can select the
tasks you perform most often in QuickBooks and set them up at the top of your screen
as picture icons. Whenever you want to perform that task, click on the picture.

QuickBooks gives you the following icon bar:

Fille Edit Wew Lists Company Customers Yendors Employees Banking  Repogs

® @& & 2@ Z [|l® £ &£ # &

Home Customer Center  Wendor Cenker  Employee Center  Repork Center | QReminders Search Feedback  Services Payroll  Credit Cards

In this chapter, you will learn how to change this lcon Bar so that it best serves your
Water/Sewer Utility. Look at the Icon Bar at the top of your screen.

The lcons on the left side take you to the major areas of QuickBooks.
e Home
e Customer Center
¢ Vendor Center
e Employee Center
e Report Center

The icons on the right side allow you to perform tasks within the major areas of
QuickBooks. You may customize these to fit your financial needs. When you set up
QuickBooks, you are given the following icons.

e Reminders

e Search
e Feedback
e Services

e Payroll—the only icon command in this list that you will keep
e Credit Cards

You will delete all of these icons except for Payroll. Then you will add icons that will
help you with the tasks specific to your Water/Sewer Utility.
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Deleting Icons from the Icon Bar

First, you will delete icons from the lcon Bar that will be of no use to you.

Step 1

e Click the View menu at the top of the screen.
e Select Customize Icon Bar.

@' File Edit "WELE Lisks  Company  Customet:
@ Open Window Lisk

Harne CL v Mavigation Bar

w Icon Bar

_uskomize Icon Bar...

EJ Cine Window

& Multiple Windows

Step 2

Highlight Credit Cards in the Icon Bar Content box.

e Click Delete.

e Highlight Reminders.

e Click Delete.

e Click OK.

Customize Icon Bar  laadadd Xl

leon Ear Conterk
Rewinders 832,
) [_eko ]
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i AAd Segar shor
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It’s Your Turn!

Using Steps 1 and 2 above, delete Search, Feedback, (space) and Services from your Icon
Bar. You will keep Payroll.

Check Your Work!

After you have finished, your Customize lcon Bar screen should look like this:

Customize lcom Bas ﬁ

Your window should now
have Payroll as its only

option. If it doesn’t, select
Cancel and start over.

e Click OK.

You will now create the following icons for the QuickBooks tasks most frequently used in
a Water/Sewer utility.

Invoice Creates invoices for your customers

Payment Receives Payments when a customer pays an invoice

Check Brings up the check writing screen

Bill Enters a bill you received from a vendor

Pay Bills After entering a bill from a vendor, you must pay the bill in this
screen

Bank Account Takes you to the Wells Fargo Check Register

Accnt Brings up Your Chart of Accounts—the list of categories for all your
finances

Find Allows you to search for names, check numbers, amounts and
accounts

Backup Backs up your company file

Deposit Allows you to make bank deposits to any of your bank accounts

CREATING A CUSTOMIZED ICON BAR 53




Adding Icons to the lcon Bar: Create Invoices,
Bills, Chart of Accounts, Find, Write Checks, Use
Register and Backup

Step 1
e Click the View menu at the top of the screen.
e Select Customize Icon Bar.

@' File Edit "WELE Lisks  Company  Customet:
@ Open Window Lisk

Home CL v Mavigation Bar

w Icon Bar

_uskomize Icon Bar...

]
L
=
=
=
(]
=
m| Cine Window

& Multiple Windows

Step 2

e Click Add.

Customize Icon Bar ¥ How Do I? _X/
— Icon Bar Content
epayral ] Add... |

Add Separator |
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Step 3

A list comes up with a selection of the possible icons for adding to your bar. You will
add two.

e Highlight Create Invoices in the list of icons.
e Press OK.

Add lcon Bar Item

X]

ndd Services bo QuickBook, | Label |Inw:|in:e | ak
Hack Up Data =
i_alculator =

hart of fccounts

— Description |Create Invoices | Cancel

& | @
|

Help

Y¥ou may add most QuickBooks windows ta the Icon Bar
using "Add to Icon Bar" in the Yiew menu, This window
lets ywou add some additional commands.

Fxport Addresses
Find Transactions
Irnpoart From Excel
dkern List

Manage Sales Tax

G

QuickBooks added Invoice to your lcon Bar at the top, and it now appears in the list of
icons in the Customize lcon Bar Menu box.

In the future, when you wish to create a customer invoice, click the Invoice icon and
QuickBooks will take you directly to the Invoice screen.

ity of Salmon River - QuickBooks Pro 2007
File Edit Wiew Lists Company Customers Yendors Emplovees Banking Reports  Window H

@ & & - ZF &

Home Customer Center  Mendor Center  Emplovee Center  Report Center ¢ Pawroll  Invoice

< Invoice
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e Click Add again.
e This time select Backup Data from the list.
e Click OK.

Your screen and icon should now look like this.

2

. s
@ 3 & (=) & . &
Horme Customer Center  Wendor Center  Emploves Center  Report Center - Pawroll  Inwoice  Backup

Customize lcon Bar, g|

Icon Bar Content

Havroll
+[nvoice
+Backup

Edit. ..
Pavy Eills

e Click OK.

It’s Your Turn!

Performing Steps 1 through 3 above, continue until you have added the following icons
to your menu bar:

e Chart of Accounts

e Enter Bills

e Find Transactions

e Use Register—your bank account register (scroll down to the end to find this in

the list)
e  Write Checks (also scroll down to the end of the list)
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Your screen should now look like the one below.

e Finally, click OK to finish adding icons.

73 City of Salmon River - QuickBooks Pro 2007

File Edit Wiew Lists Company Customers Yendors Employees  Banking Reports_
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Harne Eill

\ Payroll Invoice Backup  Accnt Find Check
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= Ao Bar Content =
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Check Your Work!

You can easily check to see if the icons work by clicking on them one at a time to see if
they bring up the right screen. If they don’t, delete the one that doesn’t work and create
it again.

Adding Other lcons to the Icon Bar: Making
Deposits, Receive Payments, Pay Bills
You can also make an icon for any other task in QuickBooks that is not in the Add lcon

Bar Item list. Just click through the task command itself, and then tell QuickBooks to add
it to the lcon Bar.
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For example, Make Deposits is not on the Add lcon Bar Item list of tasks that you just
worked with, and you surely want to make lots of deposits. To add it to your lcon Bar,
just

e Click Banking at the top.
e Click Make Deposits in the drop down menu.
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witr Decrs Ovbew
v Senhe A Fremtpes .
Ltm Sult ol e

| .,

Nt Ao
fme

rivw hweng .
L Mg

e st

The Make Deposits window appears:

N Coy ol Suwsen Niver  Qusghdionss Moa

Uesorn Pued Give + Eewmets B ey

b

fooes e SPEENNNN « | Ome s (K] Pewn Gagcer

Oxh Pavwards bw seinct cotvwer mwerts et v bovm scoded L4 e ot Smoardy o ceomst bebee.

Povrmend o R - N ) Pt 1

Dok bt d

10 ot ot Bk o L e, wrker e i ek, Dncats the mcunt
g T 0, b o4 it P G ¥

[ S L. Cadh bk amcnsre

-

Pepot Yl

et 0me | [ gemiiee || O |

e Click the View menu.
e Highlight and click on Add “Make Deposits” to Icon Bar.

ity of Salmon River, - QuickBooks Pro 2007
File Edit

®

WERN Lists  Company  Customers  Wendors  Emplovees

Open Window Lisk

w Mavigation Bar

w Icon Bar

_ustomize Icon Bar,
Add "Make D

Chrl+L

Show List

One Window
» Multiple Windows

Click Payments to select customer payments that vou have receive

Received From From &ccount Memo
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e Select the icon you want to use from the picture list at the left.
e Click OK.

Add Window to Icon Bar
_{l ~ Label Deposit ale
— | Description Make Deposits Cancel
(=1
3 5

QuickBooks adds that task to the lcon Bar. You can add an icon to your lcon Bar for any
QuickBooks task that you use frequently.

Check Your Work!

Did QuickBooks add Deposit to the Icon Bar?

3 City of Saimen River - Quickilocks 're 2007
Fie EOt Vew L=ts Cowpany Customers Vendors Bvglovess Eading Reports Window  Help
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F? Moke Deposits

Wprosows Prot Gree ~ Wrmments I rstory

Repest To | EUMIRZEES &

Chek Paymeerts (o select oustiemer paymesrts thet you hures recaved, Lst ary other amourts (o depost below,

Dute 0s(17/2007 (] Meosw Dacom

B luet Martad

From Account Mean e Prat Meth,

Racaived From
The X closes a

window. The
'; Esc key closes it

Il Ot Q .
3N G nEkiooks

too! ElLearn About Services

N Pay e r
Depest Suktokal & Decynk s

To oot cash back from the: deoock, anter the amount babw, Indcate the account % Gooagt ored sards
whvat e you mart ths money 10 00, Such i your Petty Cash account i i
Cash back goss to Casn back e Caash bock soourt g &F Svdnt ctecha aod sschas
v
&F U,
Dagond Totad E
[ Spacome | [ Sreanen || che s

Finally, get rid of the Make Deposits window by pressing the Esc key in the upper left of
your keyboard or the X in the upper right corner of the Make Deposits window.
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It’s Your Turn!

Here are the commands to add the rest of the icons to your Bar.

Receive Payments

e Click Customers in the drop down menu at the top.
e Click Receive Payments which will bring up the Receive Payments window.
e Click the View menu, then highlight Add Receive Payments to the Icon Bar.
e Select the icon you want to use from the list at the left.
e Click OK.
Pay Bills
e Click Vendors in the drop down menu at the top.
e Click Pay Bills, which will bring up the Pay Bills window.
e Click the View menu.
e Highlight Add Pay Bills to the Icon Bar.
e Select the icon you want to use from the list at the left.
e Click OK.

Do you have the icons you want now?

Get rid of any extra windows you have by pressing the Esc key or the X in the upper right
hand corner of the window you wish to close.

Check Your Work!

Try out every icon to see that they work. Just click them and see if they bring up the
right screen. It they don’t, delete them and try again.

60 QUICKBOOKS FOR SANITATION UTILITIES




4 SETTING UP YOUR
ACCOUNTING
CATEGORIES

Your Chart of Accounts is the complete list of categories that relate to the finances of
your Water/Sewer Utility. Think of it as a filing system for all of your financial
transactions. Your transactions will all be separated into similar groups such as: Income,
Postage, Office Supplies, and Payroll Expenses.

The six types of accounts that you will use in your Chart of Accounts are called:

e Bank
e Accounts Receivable
e Other Current Liabilities

e Equity
e Income
e Expenses

Let’s look at the Chart of Accounts that QuickBooks gave you when you created your
company file.

e Click the Acent icon on your Icon Bar.

8 Gity of salmon River - QuickBooks Pro 2007 - [Chart of Accounts]
ij File Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

E || B d B &8 4  # B B E

Repart Center Payroll Invoice Backup Acecnt Bill Find Reg  Check Deposit Payment PayBil

& & =

Customer Center Vendor Center Employee Center

@

Home

| Mame
arharkina \
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Below is the Chart of Accounts that was imported into QuickBooks into our new
company file. Do not worry if your list is not the same as this one. The Chart of
Accounts given to you in a new Company File can vary from computer to computer.
The first task is to get rid of accounting categories that will not be useful to you at this
time.

‘A Gity of Salmon River - QuickBooks Prd
i_.5| File Edit WView Lists Company Cust

@ & e

Home Customer Center Vendar Center

Mame

;Checlrjng

4 Accounts Receivable

v Employes Advances
+Prepaid Insurance

e |_ndeposited Funds
+Accumulated Depredation
Keep +Buildings and Improvements
these ¢ Furniture and Equipment
accounts! «Land

+Leasehold Improvements
+Vehicles

2 hecurity Deposits Asset

N Accounts Payable

+ Advance Customer Payments
+Payroll Liabilities

N\ Opening Bal Equity
\Retained Earnings

Deleting Accounts

Before continuing on with this chapter, take a few moments to look at your Chart of
Accounts. You are going to delete every account EXCEPT the ones listed below:

e Checking

e Accounts Receivable

e Employee Advances

e Undeposited Funds

e Accounts Payable

e Payroll Liabilities

e Opening Balance Equity
e Retained Earnings

e Payroll Expenses

Don’t worry if you are
missing some of these
accounts. You will learn
how to create them in
this chapter.
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Step 1
e Highlight the account you want to delete by clicking it once.

e At the bottom of the Chart of Accounts screen, click Account.

e Click Delete Account.

¢ You may also use Ctrl-D as a shortcut to delete an account.

{A Gty of Salmon River - QuickBo
i File Edit View Lsts Compan

@ @& d

Home Customer Center Vendo

Mame

+Checking
+Accounts Receivable
+Employee Advances

+ndeposited Funds
¢+ Accumulated Depreciation
+Buildings and Improvements
+Furniture and Equipment
«Land

+Leasehaold Improvements
+Yehicles

+5Security Deposits Asset
+Accounts Payable
+Advance Customer Payments
+Payroll Lishilities

«Opening Bal Equity
+Retained Earnings

+Grant Income

+Income

+Interest Incame

+5ales Tax Income

+Bank Service Charges
+Chemicals

+Computer

+Contractual Labor

+[Dues & Subscriptions
+Electricity

+Equipment

+Freight

+Fuel Purchase

Mew Ctrl+
Edit Account Cirl+E

Delete Account Cirl4D \

Make Account Inactive

Shiow Inackive Accounts
v Hierarchical View

Flat view

Customize Columns. ..

Import from Excel ...
Use Cirl+U
Find Transactions in...

Print List... Cirl+P
Re-sort List

Activites ™
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Step 2

e Click OK.

Delete Account

€p 3 Are you sure you want to delete this account?

Cancel |

It’s Your Turn!

Now repeating Steps 1 and 2, delete the accounts you have identified that you will not
need in your file.

Check Your Work!

Your Chart of Accounts should now look like the following example.

) File Edit Wisw Lists Company ©

@ & &

Horme Customer Center  Mendaor Cer

Marmne

+Checking

+Accounts Receivable
+Emplovee Advances
+lIndeposited Funds
+Accounts Pavable
+Payroll Lisbilities
+0pening Bal Equity
+Retained Earnings
+Pavroll Expenses
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Income Accounts

Use income accounts to track all of your money coming in. Examples of income accounts
are:

Customer payments for Water/Sewer services
Customer purchases of fuel and propane
Grant money

State of Alaska money

Sales Tax money

Creating an Income Account

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& a B B & Q #

Payroll Backup Au:u:rk Invoice Bill Find Services

\

A Y

Step 2

e Click Account at the bottom left of that screen.
e Click New.

| Mame 3
+Checking

'| # Accounts Receivable
| #Employee Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Lisbilities
+(Opening Bal Equity
+Retained Earnings

Activities

Edit Account Ctrl+
Delete Account Ctrl+
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Step 3
e Select Income as the account category or type.
e Click Continue.

IF YOU ARE CREATING AN INCOME ACCOUNT, THE ACCOUNT TYPE MUST
BE INCOME!!!

"l.@ Choose one account type and click Continue.

Categorize money your business earns or spends
& iy

o Expense

Income Account

Categorizes money earned from

o normal business operations, such as:
Or, track the value of your assets and lizbilities

* Product sales
* Service sales
e Bank * Discounts to customers

" Fixed Asset (major purchases)

" Loan
' Credit Card More. ..
' Equity

" Other Account Types I “selects hd

Help me choose the right account type. Continue Cancel

Step 4
e Check that the Account Type is Income.
¢ Name your income account Grant Income.
e Type the name in the field labeled Account Name.
e Click Save & Close.

When creating an Income
Account make sure the window
labeled Account Type says
Income!!! If it does not say
Income, click Cancel and go
back to Step 1.

‘‘‘‘‘‘‘

mcl(hul Bave & e ] Carn
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It’s Your Turn!

Now repeating Steps 1 through 4, create the following three income accounts using the
names below. After creating one account, you may click Save and New between
accounts to avoid Steps 1 through 3.

e Interest Income
e Sales Tax Income
e |ncome

Check Your Work!

When you are finished, your account list of income accounts should look like the
following:

i@ Gty of Salmon River - QuickBooks

i File Edit View Lists Company ¢

@ & &

Home Customer Center Vendor Cer

MName

+Checking
+Accounts Receivable
+Employes Advances
+|Indeposited Funds
+Accounts Pavable
+Payroll Liabilities
+Opening Bal Equity
+Retained Earnings
#+Grant Income
+Income

+Interest Income
+S5ales Tax Income
+Payroll Expenses
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Expense Accounts

Use expense accounts to track all of your money going out. Some examples of expense
accounts are:

Payroll Expenses (QuickBooks gave you this account automatically in the setup).
Payroll Taxes
Utility necessities such as fuel, electricity, and office supplies

[ J
[ J
[ J
e Employee costs such as travel, training, and per diem

Creating an Expense Account

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& g B B & Q #

Payroll Backup Accnt  Invoice Bil Find Services

N\

\

Step 2
e Click Account.
e Click New.

| Mame ¢
+Checking
'| » Accounts Receivable
| #Employes Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Ligbilities
+(Opening Bal Equity
+Retained Earnings

| Account vi| Actites v

B Mew Ctrl
Edit Account Ctrl+
Delete Account Ctrl+
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Step 3

e Select Expense as the account category or type.
e Click Continue.

IF YOU ARE CREATING AN EXPENSE ACCOUNT, THE ACCOUNT TYPE MUST
BE EXPENSE!!!

M Chocose one acoount type and dick Continue

Catmportae monay your busness eams or Soends

 tnoome Expense Account
= Lxpense \

Or. Tack oz value of your assets and labitbes
™ rived Asset (major purchases)

™ Bank

 Loag

" Credit Card

T tgury

™ Other Accoemt Types seect h

e A Sha st Rt ot Goade| 1t

Step 4
e Name your expense account Bank Service Charges.
e Type the name in the field labeled Account Name.
e Click Save & Close.

Tr Account Type |Expense ﬂ

When creating an Expense
Account make sure the window
I subzccaunt of | j7 labeled Account Type says
Expense!!l If it does not say
Expense, click Cancel and go
back to Step 1.

Account Name IBank Service Charges

— Optional

Description

Note |

Save & Close Save & Mew Cancel
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It’s Your Turn!

Now repeating Steps 1 through 4, create the following expense accounts using the names
below. After creating one account, you may click Save and New between accounts to

avoid Steps 1 through 3.

e Chemicals

e Computer

e Contractual Labor
e Dues & Subscriptions
e Electricity
Equipment
Freight

Fuel Purchase
Insurance
Interest

Internet

Office Supplies
Parts

Check Your Work!

Payroll Taxes
Penalties

Per Diem
Postage
Printing & Copying
Rent

Repairs
Stipend Wage
Supplies
Telephone
Training
Travel

When you are finished, your account list of expense accounts should look like the

following:

+Income

+Interest Income
+5ales Tax Income
+Bank Service Charges
+Chemicals
+Computer
+Contractual Labor
+Dues & Subscriptions
+Electricity
+Equipment
+Freight

+Fuel Purchase
+Insurance
+Interest
+Internet

+Office Supplies
+Parts

+Payrall Expenses
+Payroll Taxes
+Penalties

+Per Diem
+Postage

+Printing & Copying
+Rent

+Repairs

+5tipend Wage
+5upplies
+Telephone
+Training

+Travel

70
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Bank Accounts

You have already created your Checking Account in the setup. Your QuickBooks
checking account holds the checks and deposits for a bank account outside your
community. Maybe it is Wells Fargo or First National Bank of Alaska, or a different bank.

Your most important bank, however, is located right inside your community. Because
your community is located in rural Alaska, it is likely that you do not have a bank nearby.
Therefore, most of your cash and checks are going in and out of a Safe, a Cash Bag, or
maybe even a desk drawer. Whatever your community uses, this is really your
community’s BANK. This is where most of your community’s business takes place.
Therefore, you must track the cash going in and out of this bank, and you must know the
amount of cash on hand at all times.

Creating a Bank Account

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

S d E & & #

Payroll Backup Acc Invaice Bill Find  Services
\

Step 2
e Click Account.
o Click New.

| Mame 3
+Checking

‘| » Accounts Receivable
| #Employee Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Lisbilities
+(Opening Bal Equity
+Retained Earnings

Activites

§ o oo
Edit Account Ctrl+
Delete Account Ctrl+
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Step 3

e Select Bank as the account type.
e Click Continue.

IF YOU ARE CREATING A BANK ACCOUNT, THE ACCOUNT TYPE MUST BE
BANKI!!

A Sebmon Wver  QuickBooks Fru 2007 [Add New Acceunl: (hoose Acast Type]
B 23 yew Lah Cowery Cattess Venden Swoyess Sedkoyg Regort Wiedow et

e ) B2 w) 7 & & B

Hiree Qusomer Ceder  verddor Come  Ergiapee Corter | Resont Centey Pool Badip Aot Dy

31 Choose one account type and dick Continue

CHtegnrde MONeY YOUr DUSNess 8Ms O 4Dercs
Income Nask Account

" tpense Create one %r aach magh secmunt

Bk e veloe of your sosets and labAtes

" Fed asset (major purchases)

* Bank

" Loap

™ Cretit Cand

 Egunty

7 Other Account Types Fﬁ

Lompw | _cow |
Step 4

Check that the Account Type is Bank.

Name your community bank account Safe.

Type the name in the field labeled Account Name.
Click Save and Close.

If your community uses something other than a Safe, pick a name for your community
bank that is meaningful to you. Some communities have named this account Cash Bag or
Cash Drawer.

3 Salaon Riwer - Quickiooks Pra 2007 - [AM Rew Acosuat |

& S 23 Ve am Coeotry Cuttewst s0od0d Swpiiress Soveyg Nedortn Wethe Hob

-] ) o - v & o
e Cuires Carner  vondie Cesier  Erpitete Coer | Medie! Coniy Pasl  Sathn AL
1T Acoet Te ]:, . -]

When creating a community Bank
Account make sure the window

labeled Account Type says Bank!!!
If it does not say Bank, click Cancel
and go back to Step 1.

Do not enter
an opening
balance. You
will do that
later.

Erews Qoarng Bares

pens ve 3 s (0o whec Tranch ek rese [
v oo T oan arre b Qe g wivg

l.wlcl-l semiton | o |
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Check Your Work!

Your Chart of Accounts list should look like the list below. Notice that the Safe bank
account follows the other bank account, Checking.

3 City of Salmon River - Quickdlocks 're 2007 [Chart of Accounts) Type & halp question W How Do

(4 Fle ER Vew Uss Company Oustoers Yendors  Engloyess Barking Regots Window  Heb

S ey o ) ¥ & B d 8 R 9 o= R M

Mo Custeewer Canter  Yandor Cardwr  Evgloyes Carter  flupeart Conter Pagrol  Irvoe  Bacdhn - Ao o Fedd oy  Cwk Depout Paprartt Pardile  Crosts Statevmnds
Nave f Tye
sChadayg =1
»Tafn Dark.
+Acoounts Recsyabie Lorourts Racety st
»Evploves Advances Other Current Assat
o Urefepated Furds Other Currart Asset
» Actourts Payabie Pcrourts Payable
* Payrol Lisbite: Othey Curent Lish.
+Qgenirg B EQuity qQRy
o Retained Eavigs gy
»Gract Incore Inconie
*Income Ircore

o s Rhwtrin
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Accounts Receivable Accounts

Think of Accounts Receivable as the file box or cabinet where you keep all of your
customers’ invoices, payment histories and customer balances. They are separated by
service—Water/Sewer, Landfill, Cable. Pay close attention to this section. This setup is
different from your Bank, Income, and Expense account setups.

Creating an Accounts Receivable Account

You should already have this account in your Chart of Accounts, but if you don’t, follow
along. If you do have this account already, skip to the next section—Creating an
Accounts Receivable Subaccount for your Water/Sewer Utility.

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& g B B & Q #

Payroll Backup Accnt  Inwvoice Bill Find  Services

\
Step 2

e Click Account.
o Click New.

| Mame 3
+Checking

‘| » Accounts Receivable
| #Employee Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Lisbilities
+(Opening Bal Equity
+Retained Earnings

Activites

B MNew Ctrl

Edit Account Ctrl+
Delete Account Ctrl+
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Step 3

e Select the Other Account Types button
e Select Accounts Receivable as the account type.
e Click Continue.

IF YOU ARE CREATING AN ACCOUNTS RECEIVABLE ACCOUNT, THE
ACCOUNT TYPE MUST BE ACCOUNTS RECEIVABLE!!!

R e T e T e e T e R e T e e R R B D e L e A

% Choose one account type and click Continue.

Categorize money your business earns or spends

" Income Accounts Receivable
' Expense (A/R)

Tracks money your customers owe

Or, track the value of your assets and liabilities you on unpaid invoices.

€ Fixed Asset (major purchases) Most businesses reguire only the

i~ Bank AR account that QuickBooks
- automatically creates.

" Loan
 credit Card More...
' Equity
' Other Account Types
AV Ciher Current Asset
3 Other Asset
Help me choose the Lt account t Accounts Payable Continue Cancel

Other Current Liability
Long Term Liability
Cost of Goods Sold
Other Income

Cther Expense

Step 4
¢ Name your accounts receivable account Accounts Receivable.

e Type the name in the field labeled Account Name.
e Click Save and New.

B fa 20 e \am Crgey Oewows rwetrs Sooyeey Berirg Amors Wewics  Mep
) o e vy P 9
n toe [Rmres aeie |
- | - "]
I~ aem When creating an Accounts
Receivable account make sure the
window labeled Account Type says
[~ Accounts Receivable!!! If it does
not say Accounts Receivable, click
Cancel and go back to Step 1.
Saveniione| Gnenge | ceee |
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Check Your Work!

Your Chart of Accounts list should look like the list below. Notice that Accounts
Receivable is immediately after your bank accounts.

4 City of Salmon River - QuickBooks Pro 200FEERE RS an] ¥ How Do I?
E File Edit Wiew Lists Company Customers Wendors Employees Banking Reports  Windc

@ @/@ = & & E

Home Custamer Cel Vendor Center Emplovee Center  Report Center  © Pawroll  Inwvai
Mame 4 Tvpe :H
+Checking Bank
+5afe Bank.
+Accounts Receivable Accounts Receivable
+Emplovee Advances Other Current Asset
+Undeposited Funds Cther Current Asset
+Accounts Payable Accounts Payable
+Payroll Liabilities Cther Current Liabi, ..
+0pening Bal Equity Equity
+Retained Earnings Equity
+Grant Income Incame
+Income Incarmne
+Interest Incame Incame

There’s More........

You have just set up what is called the parent account for Accounts Receivable. Now you
will set up an accounts receivable subaccount for each service for which your community
invoices.

Creating an Accounts Receivable Subaccount for
Your Water/Sewer Utility

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& &8 B B &8 & #

Payroll  Backup Au:n:rk Invoice Bill Find  Services

\
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Step 2

e Click Account.
e Click New.

Mame ¥

+Checking

'| + Accounts Receivable
+Employee Advances
1| #Undeposited Funds
+Accounts Payable
+Payroll Lizbilities
+(pening Bal Equity

Activities

Edit Account Ctrl+
Delete Account Ctrl+

Step 3
e Select the Other Account Types button
e Select Accounts Receivable as the account type.
e Click Continue.

IF YOU ARE CREATING A WATER/SEWER ACCOUNTS RECEIVABLE
SUBACCOUNT, THE ACCOUNT TYPE MUST BE ACCOUNTS RECEIVABLE!!!

I T T T e e T R I T i

% Choose one account type and click Continue.

Categorize money your business earns or spends

" Income Accounts Receivable
" Expense (A/R)

Tracks money your customers owe
Or, track the value of your assets and lisbilities you on unpaid invaices.

(" Fixed Asset (major purchases) Most businesses require only the

" Bank AR account that QuickBooks
- sutomatically creates,
" Loan

" credit Card
" Eguity

Mare. ..

* Other Account Types |ty ble hd

Other Current Asset
Other Asset
Accounts Payable Continue | Cancel
Other Current Liability
Long Term Liability
Cost of Goods Sold
Other Income
Other Expense
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Step 4

e Name your accounts receivable subaccount Water/Sewer A/R. A/R is an
abbreviation for Accounts Receivable.

Type the name in the field labeled Account Name.

Click the little box labeled Subaccount of.

Select Accounts Receivable from the drop-down menu.

Click Save & Close.

B Salwson Rhewy - Quaddiooks Pro 2007 - [Add Mew Aot |

B Se tor ver sm Clhegory Camtrers verdons Enpiaees Baeng  Reoors  Wedow sl
= o & ! 4 & d

‘ore Comxewr Cortpr  voneer G Bvplayes Sapors Corme Porrsd Bachg  Amm  Pmeage »

T sconn

When creating an Accounts
Receivable Account make sure the
window labeled Account Type says
Accounts Receivable!l!l If it does
not say Accounts Receivable, click
Cancel and go back to Step 1.

Aoz tags [0 Seve 2R

W Stuczourt = [z Racwatn

Sqvehchse] tesipe | e |

Creating an Accounts Receivable Subaccount for
Fuel Sales

Create this account only if your office handles the sale of fuel.

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& g B B & & #

Payroll  Backup .-!u:n:rk Invaice Bill Find  Services

\

78 QUICKBOOKS FOR SANITATION UTILITIES




Step 2

e Click Account.
e Click New.

Mame ¥

+Checking

'| + Accounts Receivable
+Employee Advances
1| #Undeposited Funds
+Accounts Payable
+Payroll Lizbilities
+(pening Bal Equity

Activities

Edit Account Ctrl+
Delete Account Ctrl+

Step 3
e Select the Other Account Types button.
e Select Accounts Receivable as the account type.
e Click Continue.

IF YOU ARE CREATING A FUEL ACCOUNTS RECEIVABLE SUBACCOUNT, THE

ACCOUNT TYPE MUST BE ACCOUNTS RECEIVABLE!!!

I B T R R e B R T B R e e R I B B AR e e i

% Choose one account type and click Continue.

Categorize money your business earns or spends

" Income Accounts Receivable
" Expense (A/R)
. bl Tracks money your customers owe
Or, track the value of your assets and liabilities you on unpaid invoices.
€ Fixed Asset (major purchases) Most businesses require only the
" Bank AR sccount that QuickBooks
- automatically creates.
' Loan
More. ..
" Credit Card —
' Equity
' Other Account Types
Other Current Asset
& Other Asset .
Help me choose the righ Accounts Payable Continue Cancel

Other Current Liability
Long Term Liability
Cost of Goods Sold
Other Income

Other Expense

SETTING UP YOUR ACCOUNTING CATEGORIES

79




Step 4

e Name your accounts receivable subaccount Fuel A/R. A/R is an abbreviation for
Accounts Receivable.

e Type the name in the field labeled Account Name.
e Click the little box labeled Subaccount of.
e Select Accounts Receivable from the drop-down menu.
e Click Save & Close.
JIj et Bpe: {Accmrts oot . When creating an Accounts
rr— Receivable Account make sure the

window labeled Account Type says
Accounts Receivable!!! If it does
not say Accounts Receivable, click

Cancel and go back to Step 1.

vidbarortd |Aceurds Recasasie

1] dcooont is nactive Sgre 6.Choe | | el

- Check Your Work!

Notice in the example below that your subaccounts, Water/Sewer A/R and Fuel A/R are
attached to Accounts Receivable and indented in the list.

@Ils] “# How Dc

o City of Salmon River - QuickBooks Pro Z0UEEEELE RIS
E File Edit ‘Wiew Lists Company Customers Wendors Employees Banking Reports i

@ @& & g E4 . 8
Home Customer Center  Vendor Center Emplowee Center  Report Center  © Pawroll Ir
Marne: % Type
+Zhecking Bank.
+Safe Bank.
|| +Accounts Receivable |accounts Receivable
+Fuel AR Accounts Receivable
+Water Sewer AR Accounts Receivable
+Employes Advances Other Current Asset
+Undeposited Funds Cther Current Asset
+fccounts Payable Accounts Payable
+Pavroll Liabilities Other Current Liabi,,.

It’s Your Turn!

Create an Accounts Receivable subaccount for every service for which your utility or
community invoices.
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Payroll Liability Accounts

When you set up your QuickBooks Company in the previous chapter, you were given an
account for Payroll Liabilities. Notice that the Type of this account is Other Current

Liability.

774 City of Salmon River, - QuickBooks Pro 200FCEENERRIERENEER Y 1] Ry LU
E File Edit Wiew Lists Company Customers Yendors Emplovees Banking Reports %

® @& &8 = B || &

Home Customer Center  Vendor Center  Emplovee Center | Repork Center ¢ Pavwroll
Marme & Tvpe
+Checking Bank.
+5afe Bank,

+fccounts Receivable | |accounts Receivable

«Fuel AR Accounts Receivable

+\haker Sewer AR Accounts Receivable
+Emplovee Advances Cther Current: Asset
+|Indeposited Funds Other Current Asset
+Accounts Pavable Accounts Payable

+Pavrall Liabilities Cther Current: Liabi.
+Opening Bal EquEf\ Equity \

+Retained Earnings Equity

Current liability accounts keep track of the money that your utility owes. Unpaid payroll
taxes are one example of money that your utility owes. Every time you create a
paycheck, you owe payroll taxes for that employee. QuickBooks puts these unpaid taxes
into current liability accounts. When you pay the payroll taxes, these current liability
accounts are decreased. In this section, you are going to make a separate account for
each of your payroll taxes and payroll deductions. All of these individual accounts will be
subaccounts of Payroll Liabilities.

Creating Payroll Liability Subaccounts
Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& g B B & & #

Payroll Backup .ﬁ.@t Invoice Bil Find Services

\

\
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Step 2
e Click Account.
e Click New.

Mame ¥
+Checking

'| + Accounts Receivable
+Employee Advances
1| #Undeposited Funds
+Accounts Payable
+Payroll Lizbilities
+(pening Bal Equity
+Retained Earnings

i H Activites /
— e oo
Edit Account Ctrl+
Delete Account Ctrl+

Step 3

e Select the Other Account Types button.
e Select Other Current Liability as the account type.
e Click Continue.

IF YOU ARE CREATING AN OTHER CURRENT LIABILITY ACCOUNT, THE
ACCOUNT TYPE MUST BE OTHER CURRENT LIABILITY.

i/ salmon River - QuickBooks Pro 2007 - [Add New Account: Choose Account Type]
# File Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

o &
® | & & & ZF | & & & |
Home Customer Center Vendor Center Employee Center | Report Center Payroll Backup Accnt  Im
% Choose one account type and click Continue.
Categorize money your business earns or spends
” Income Other Current Liability
" Expense Account
I the value of d liabilti Tracks money your business owes
Or, track the value of your assets and liabilities and expects to pay within one year,
” Fixed Asset (major purchases) such zs:
" Bank * Sales tax
* Security deposits retainers from
" Loan custamers
 Credit Card * Payroll taxes
' Eguity
More...
{* Other Account Types [ElR=EeTee L= hd
N
Help me choose the right account type. Continue Cancel
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Step 4
e Name your other current liability subaccount FWT Payable (This is an abbreviation
for Federal Withholding Taxes Payable).
e Type the name in the field labeled Account Name.
e Click the little box labeled Subaccount of.

e Select Payroll Liabilities from the drop-down menu.
e Click Save and New.

= & &2 =) C¥ J 2 / When creating an Other Current

Home Customer Center Vendor Center Employee Center | Report Center Payroll Llablllty Account make sure the
Tr. Account Type |Other Current Ligbility ﬂ WlndOW labeled ACCOUnt Type Says
' Other Current Liability!!! If it does
not say Other Current Liability,
Account Name [F7T payable \ click Cancel and go back to Step 1.
[¥ Subaccount of [Bayroll Liabilties ]
 Optional \
/Qescripﬁon
Account Na. | \
Enter Opening Balance. .. Shouild I enter an opening balance?
Save & Close Save &MNew Cancel

It’s Your Turn!

Now repeating Steps 1 through 4, create the following payroll liability subaccounts using
the names below. After creating one account, you may click Save and New between
accounts to avoid Steps 1 through 3.

e Social Security Payable

e ESC Payable

e Medicare Payable

e CSED Payable (Create this if one or more of your employees pays Child Support)
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Check Your Work!

Your Chart of Accounts list should look like the list below. Notice that the Payroll
Liability subaccounts immediately follow Payroll Liabilities and are indented.

72 City of Salmon River - QuickBooks Pro 200E=ELEREIEEEER S 1] Ryl ) ks
E Eile Edit Wiew Lists Company ©Cuskomers Vendars Employees Banking Reports  Windo

® & & - = & E

Home Customer Center  Wendor Center  Emploves Center  Report Center © Pawroll  Insoi
Mame 4 Twpe Ea
+Checking Bank.
+5afe Bank,
+Accounts Receivable Acoounks Receivahble

+Fuel AR Accounts Receivable
+'water Sewer AR Accounts Receivable
+Employes Advances Qther Current Asset
+|Indeposited Funds Other Current Asset
¢ focounts Payvable fccounts Pavable
+Pavrall Liahilities
+C5ED Pavahle Qkher Current Lisbility
+E3C Pavable DEher Current Liabi, .
+F'WT Pavable Other Current Liabi. .
+Medicare Pavable Other Current Liabi. .
+5Social Security Payable Other Current Liabi. .
+pening Bal Equity Equiky
+Retained Earnings Equiky
+Grant Income Income
+[ncome Income
+[nterest Income Income
+5ales Tax Income Income
+Bank Service Charges Expense
+Chermicals Expense

E'I':"-""t' Ackivities '][ Reports ']Dlnclude inackive
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Accounts Payable Accounts

You can think of Accounts Payable as the place in QuickBooks where all your unpaid bills
from vendors are kept. Because your utility will pay this money to your vendors, the
type of this account is Accounts Payable.

You should already have this account in your Chart of Accounts. If you do not, follow
along, otherwise, you can move on to page 88.

Step 1

e Click the Accnt icon on your Icon Bar or press CTRL-A.

ports  Window Help

& & B B &8 @ #

Payroll Backup Accnt  Inwvoice Bil Find  Services
X

\

Step 2

e Click Account.
e Click New.

| Mame 3
+Checking

‘| » Accounts Receivable
| #Employee Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Lisbilities
+(Opening Bal Equity
+Retained Earnings

Activities

Edit Account Ctrl+
Delete Account Ctrl+
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Step 3
e Select the Other Account Types button.

e Select Accounts Payable as the account type.
e Click Continue.

IF YOU ARE CREATING AN ACCOUNTS PAYABLE ACCOUNT, THE ACCOUNT
TYPE MUST BE ACCOUNTS PAYABLE!!!

,:“3, Salmon River - QuickBooks Pro 2007 - [Add New Account: Choose Account Type]

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

2 5
® | & & & Z & & B |
Home Customer Center Vendor Center Employee Center | Report Center Payroll Backup Accnt  Im

% Choose one account type and click Continue.

Categorize money your business earns or spends

" Income Accounts Payable (A/P)

" Expense
s Tracks money you owe to vendors
for purchases made on credit.
Or, track the value of your assets and liabilities

i ; Most businesses require only the
" Fixed Asset (major purchases) AP account that QuickBooks

" Bank automatically creates,

" Loan More...
" Credit Card

e Egquity

{* Other Account Types |[TECaTiIeY Ve hd
p_4

right account type. Continue Cancel

Help me choose

Step 4
e Name this new account Accounts Payable.
e Type the name in the field labeled Account Name.
e Click Save & Close.

N Salusen fiver - QeachSooks Pre 2007 - [ASE Wew Accost |

8 S £t ver sty Covpeny Dustoners vendors  Ergliesss Eaving Aaom Modie help

PO ST W T | 5.
m o o — When creating an Accounts
Payable subaccount make sure the
o o Syems 4 window labeled Account Type says
S Accounts Payable!!! If it does not
s [ say Accounts Payable, click Cancel
[ and go back to Step 1.

sqvemchoer| sewiye | cenmw |
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Check Your Work!

Your Chart of Accounts list should look like the list below. Notice that Accounts Payable

follows Undeposited Funds.

® &

773 City of Salmon River - QuickBooks Pro 200EEEENERETRGEEE Jiic] R LTRY

E File Edit Wiew Lists Company Cusktomers Yendors Emplovees Banking Reports  Win

& & I

+\Water Sewer AR
+Employee Advances
+Undeposited Funds
+Accounts Pavable
+Pavroll Liabilities
+C5ED Pavable
+ESiC Pavahble
+FWT Payable
+Medicare Payable
+35ocial Security Pavable
+(Cpening Bal Equity
+Retained Earnings
#iarant Income
+Income

+Inkterest Income
+35ales Tax Income
+Bank Service Charges
+Chemicals

Home Customer Center  Wendor Center  Employee Center  Report Cenker © Pawroll I
MNarne ¥ Tvpe
+Checking Bank,
+5afe Banlk
+Accounts Receivable Accounts Receivable
«Fuel AR Accounts Receivable

Accounts Receivable
Other Current Asset
Other Current Asset
Accounts Pavable

Ckher Courrent Liability
QEher Carrent Liabi, ..
Other Current Liabi. ..
Other Current Liabi, ..
Other Current Liabi. ..
Equity

Equity

Income

Income

Income

Income

Expense

Expense

fccount | Ackivities "” Reports ']Dlnclude inackive
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Employee Advances Account

If you did not receive an Employee Advances account in your setup, here are the
instructions for creating it.

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& g B B & Q #

Payroll Backup Accnt Invoice Bill Find Services

X

\

Step 2

e Click Account.
e Click New.

| Mame 3
+Checking

'| # Accounts Receivable
| #Employee Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Lisbilities
+(Opening Bal Equity
+Retained Earnings

Activities

Edit Account Ctrl+
Delete Account Ctrl+
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Step 3

e Select the Other Account Types button.
e Select Other Current Asset.
e Click Continue.

% =10].X]]
e
£
E % Choose one account type and click Continue.
A
Categorize money your busingss earns or spends -
‘E " Income
L
y " Expense

Cr, track the value of your assets and liabilities

" Fixed Asset {(major purchases)
" Bank

" Loan

" Credit Card

" Equity

{* Other Account 13"/ = (Other Current Asset &

Step 4

e Name this account Employee Advances.
e Type the name in the field labeled Account Name.
e Click Save & Close.

P I T e M

1 -
L Te 2 el aueston | Ask| ] & How Do 2] [0 X
| |'|"|'|' Account Type |Oﬂ1&r Current Asset ﬂ

Account Name |Employee Advances

[T subaccount of | =l

— Optional

Description

Account Mo, |

Enter Opening Balance. .. Should T enter an opening balance?
Save & Close Save &MNew Cancel

T==T L= r v T T
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Check Your Work!

Your Chart of Accounts list will resemble the list below. Your list may vary—with
different bank accounts and Accounts Receivable Subaccounts—customized for your own

utility or city services.

A City of Salmon River - Quickiooks Pro 2007 - [Chart of Acosunis) Tyee & help quetion ¥ How De
0% Fle Edt Vew Lsts Comparry Customers  Vendors Engloyess Barbing  Reports Windew  Help
P ™ 2 A % £
® il =y & B d B 2 @ & @ m K 3
Home Cwstomer Corder  ¥erdor Cortmr  Ergloyws Corbwr  Bagort Corbar Payrol  [rpcice Bachap Aok na Prd  Feg  Check  Depost Paevert Pay Dis
(C20) f Ty £
+ecing Bark
vSofe ark |
+ROCOUNEs Recesabie Phcrounts Racereatie
*Fod AR Werounts Sacarvable |
* Water Sesms AW \hcrounks Smoareable
» Enghoywn Advances Other Curment Roset |
* Urdepoghed Punds Other Current Aqset |
s Accrunts Papastle laccourts Favatde |
*Parprod Lidbdtn Other Curreet Liabs, |
*SCRD Payude Other Currwet Ui, |
“ B Pavabie Other Current Lidds., |
«FWI Payelda Other Curmest L. |
«Modcare Puyade Other Cusrend L. |
«Sockd Security Payeble Dther Currend Uads. ., |

* Opanrg Bl Equty
»Retained Esrrengs

« Gt [noews
*lrcone

»[rtaresk hoove
*Saes Ta Incores
»Bank Servce Charges
wrerics
*Corpurer
*Contrachisl Labor
+[nams & Subsorpbions
+Pcticty
*[uprent

*Preght

+fus Purchase

~Pustaye

*Pintrg & Copriog
*Rert

*Rapars

+Stipaed Waps
*Slopies

* Tedagtons
*Trarrg

+Trywsl

Equty
=T
Bcove
lroore
lrcone
oore

court o] actrwmn + || Ragerts .|
"I start.

ey Ml Matar

Editing an Account Name

Highlight the account you want to edit.
Click Account at the lower left.

Click Edit Account.

Make your changes.

Click Save & Close.
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CREATING
DEPARTMENTS
IN YOUR FILE

our utility’s finances revolve around the budget. Each department has its own

budget. Inside of each department’s budget are categories that match the income and
expense categories that you just set up, such as payroll, payroll taxes, and office supplies
to name a few. Each of your departments will be represented in QuickBooks by a Class
name.

When setting up classes, always keep your budget in mind. You want to set up a separate
class for each budget sheet — or department—that you have. Some of your departments
may be—Water/Sewer, Fuel, Streets and Roads, Admin & Finance, and Clinic.

It is easy to set up a class for each department.

Creating Classes for Departments

Step 1
o Click Lists on your Menu Bar at the top of your screen.
e Click Class List.

3 salmon River - QuickBooks Pro 2007 - [Chart of Acco

ij File Edit View | Lists Company Customers Vendors

g ,’ﬁ Chart of Accounts Ctrl+#
Home Customer ~ ttEmList
Fixed Asset Item List
Mame

+Checking Price Level List

E

NOTE: If you do not have Class List as a menu choice option, see
page 47 to set up this feature.
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Step 2

e Click Class (bottom left of your screen).
e Click New.

Mew Cirl+M

Edit Class [
Delete Class ChrlH-D

MMake Class Inackive

Shm Inackive Classes
v Hierarchical View

Flat View

Customize Columns. ..

[Ise ChrlH-L
Find in Transactions. ..

Print List... Cirl+P
Fe-sork List

i Class 'I Reports ™ ||- Incluc

Step 3
e Name your class Water/Sewer.
e Type the name in the field labeled Class Name.

e Click OK.

i salmon River - QuickBooks Pro 2007 - [New Class]
¥, Fil= Edit Wew Lists Company Customers Vendors Emple

@ & & =

Home Customer Center Vendor Center Employee Center | R

Class Mame I'-.-'-.-'ater_."SE'A.'Er| oK
[ subdass of Cancel
| B
Mext
Class is
I inactive

92 QUICKBOOKS FOR SANITATION UTILITIES




Creating Classes for Grants

Grants are another source of funds that you will track. You want to know at any point in
time during the life of the grant how much of the grant has been funded and how much
of it you have spent. Setting up a grant as a class lets you create reports that will list its
income and expenses.

Step 1
e Click Lists on your Menu Bar at the top of your screen.
e Click Class List.

i3 salmon River - QuickBooks Pro 2007 - [Chart of Acco

ij File Edit View | Lists Company Customers Vendors

ey ,’5 Chart of Accounts Cirl+£
Home Customer ~ 1temList
Fixed Asset Item List
Mame i  Lisk
+ Checking Price Level Lis

+Safe
Step 2

e Click Class (bottom left of your screen).
e Click New.

Mew Ctrl+M
Edit Class Chrl+-E
Delete Class ChrlH-D

MMake Class Inactive

Shm Inackive Classes
v Hierarchical View

Flat View

Customize Colurmns. ..

[Ise ChrlH-L
Find in Transactions...

Print List... Cirl+P
He-sork List

‘Class *i| Reports ¥ | 1nclc
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Step 3
e We named our example class—EPA Grant.
e Type the name in the field labeled Class Name.
e Click OK.

773 City of Salmon River - QuickBooks Pro 2007 - [Edit Class

#, Fille Edit Miew Lists Compary Customers ‘Yendors Employee:

® & & g [
Home Customer Center  Wendor Center  Employee Center  Repor
Class is
D inactive

It’s Your Turn!

Now repeating Steps 1 through 3, create a class for your departments and grants.

Some examples are:
e Admin & Finance
e Fuel
o Washeteria
¢ Council

Check Your Work!

When you have finished, your Class list should have a list of your departments and grants.
It will be a simple list of names like the list below.

i3 Gity of Salmon River - Q
g, File Edit View Lists

® | &

Home Customer Center

Mame

2+ Admin & Finance
2+ Council

+EPA Grant
+Fugl
+Washeteria
+Water/Sewer
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SETTING UP
CUSTOMER
SERVICES

n this chapter you will learn how to set up your Water/Sewer customer billing system.

It is not difficult to do, but it requires time and concentration. It is highly
recommended that you set aside several hours to do this without interruption. That
means, get someone else to answer your phone and have someone else handle your day-
to-day disturbances.

There are ten separate parts of this system to set up.

Part 1 — Checking Your Accounts Receivable
Accounts

This part should have been completed in Chapter 4 — Setting Up Your Accounting
Categories. Let’s check to make sure you have already done this.

Step 1

e Click the Acent icon on your Icon Bar or press CTRL-A.

ports  Window Help

& § B B & & #

Payroll Backup Accr_i Invoice Bill Find Services
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In your list of accounts, you should have an account called Accounts Receivable and
directly underneath and indented there should be a subaccount Water/Sewer A/R.

,}1!, Salmon River - QuickBooks Pro 2007 - [Chart of Accounts]
4 File Edit View Lists Company Customers Vendors Emplg
& pany ° A/R account, STOP! Return to page

) @ E‘ @ < 74 and create your Accounts

If you do not have a Water/Sewer

Home Customer Center Vendor Center Employee Center Receivable account and subaccount

Mame £ | " again.
+Checking
+5afe %

¢ Accounts Receivable

+\Water/Sewer AfRs
«Employes Advances
+Payroll Liabilities
+Cpening Bal Equity
+Retained Earnings
af=ramt Tnrnime

Ban
Accounts Receivable
Accounts Receivable
Cther Current Asset

Part 2 — Setting Up Your Water/Sewer
Customers

Step 1

e Click Customer Center.

i/ Salmon River - QuickBooks Pro 2007
File Edit WYew Lists Company Customers Vendors Employees Banking Re

@ & & - E¥

Home Customer Center  Vendor Center Employee Center | Repart Center

=

Step 2
e Click New Customer & Job.
e Click New Customer.

i3 City of Salmon River - QuickBooks Pro 3

File Edit “iew Lists Company Customers Ve

@ &)

Home: Customer Center  Wendor Center  Emp

#= Customer Center: Albert, James (ALLT

% New Customer & Job ~ New Tran:

Mew Customer

Add Job

Wigw |Active Customers b |

[T Dmlmmmn Tkl
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Step 3
Using your own utility’s customers--
e Enter LAST NAME FOLLOWED BY FIRST NAME.
e DO NOT ENTER AN OPENING BALANCE.
e DO NOT CHANGE THE DATE.
e Fill in the fields labeled First Name and Last Name.
o Fill in the address.
e Click Next to enter another customer or OK if you have finished.

= = Il |
ke A TvPe 3 help question | Ask|IIS e How Do 2| |01 X

Customer Mame |;-'a.||:uert. James
inc Bl F Prrep— How do I determine 0K
g Balance I s=0 I':"i'."H."z':":'f" B| e opening balance?
DO NOT Enter Cancel
an opening Additional Info ] Payment Info l Job Info I
balance here. Bt
Marme | Contact IJames Albert Help
1215 IMF' FIEE | [ Customer is
First Name IJamES M.L. I FAX I inactive
Last Mame I;'J.Il:uert Alt. Phone |
Alt. Contact |
E-mail I
EE |
Addresses
Bill To Ship To | A4
] Albert
P%m;s;}:g Press the Enter key after you

finish one line to go to the next
line.

Edit | Add Newl Edit | Delete |

I Defaul shipping address

Salmon River, &K 99993

'

Go to Custormer
Manager
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It’s Your Turn!

OK! Now it’s your turn to create a list of your Water/Sewer customers. For each
customer, perform only Steps 1 — 3. Do not enter beginning balances. You will deal with
their balances in the next three parts of this chapter. Feel free to add telephone numbers
or other information in the customer record.

Check Your Work!

Our customer list below looks good because:

e The names are easy to locate because they are in alphabetical order by last name.
This is because they were entered last name followed by first name.

e All of the customers have a zero balance. This is correct because you will enter
the balances later.

b

14 MNew Customer & Job - Mew Tr

J Customers & Jobs I Transactions ]

View [active Customers ] =+ |
Mame I Balance Total I
+Albert, James 0.00 Zero
Balances
Last name +Ivak, Joe 0,00
followed by +James, Ida 0,00
first name
«Morrow, Angela 0,00
+5mith, Sam 0,00

What if you want to change any of these names? Double-click the name, make your
change, and click OK. It’s that easy!!

How does your Customer List look?
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Part 3 — Finding Your Customers’ Opening
Balances

The work in Part 3 does not involve the computer. In order to set up your computerized
system accurately, you will have to do some organizing of your customers’ records ahead
of time. Once again, have someone else answer the telephone, shut the door and allow
yourself several hours. If you have more than 100 customers, this part will take quite
some time.

Step ] Enter the Starting Date of your QuickBooks accounting
system. If you have forgotten, go to page 17.

QuickBooks Starting Date

Step 2 Calculate Your Customers’ Opening Balances.
Using this Starting Date, calculate the amount of money that each
customer owes your utility for water and sewer services as of the day
before your Starting Date. This amount is your customer’s opening
balance as of the starting date of your system.

Example: We started our QuickBooks system on January 1, 2008 and we send
out invoices to our Water/Sewer customers every month by the 5t of the month.
The opening balance will be the amount that our customer owes our utility as of
December 31, 2007—the day just before the Starting Date for our QuickBooks
Company file which is January 1. Copy and use the worksheet on the next page
to prepare your list of customers and their opening balances.
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Water/Sewer Customer Opening Balance Worksheet

Last Name First Name Opening Balance
As of

Starting Date
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Here is how our worksheet looks:

Opening
Last First Balance As of
Name Name 12/31/2007
Albert James $500
lyak Joe 0]
James Ida 350
Morrow Angela 280
Smith Sam 0

Part 4 — Entering Water/Sewer Services
(Jobs) for Customers with Zero Balances

Using your worksheet from the previous section, mark all of your customers with a zero
balance as of the starting date of your computerized system. The customers in the sample
list with zero balances are:

Joe lyak

Sam Smith

Step 1

e Click Customer Center.

i3 salmon River - QuickBooks Pro 2007

File Edit View Lists Company Customers Vendors

@ ] & o

Home Customer C Vendor Center Employes (
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Step 2

o Highlight the first customer name you marked by clicking on it one time.
e Click New Customer & Job.

m-_“

& MNew Customer & Job = New |

J Customers & lﬂb\l Transactions

N\
View |Active Customers N ¥ | =+
Mame | Balance Total
+4lbert, James 0.0

Step 3

e While your customer’s name is highlighted, click Add Job.

<% MNew Customer & Job ~ New

\ Mew Customer T "
Add Job ransactions
View IAn:ﬁ'-.-'e Customers ""'| -+

Mame | Balance Total

#Albert, James 0,01

+James, Ida 0,01

eMorrowe . Annela 0.0
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Step 4

¢ In the field labeled Job Name, type Water Sewer.

¢ Since there is no Opening Balance, leave the date alone.
e Click OK.

i -0l >

Job Mame |'\'-;ater Sewer

A rere How do I determine
s=0 I':":'-" 15/2007 @ the opening balance?

Opening Balance

Cancel

Additional Info ] Payment Info ] Job Info I

Leave this Mlext

blank.

s

Ftomer |I~,-ak. Joe x| Contact |I~r-ak Joe

Help

ampany Name| Phone |

[ Job is inactive
M. Ms. /. | Fax [
First Mame |1~,-ak M.I. | Alt. Phore |

Last Name |J|:.e Alt, Contact I
E-mail |
Cc |
Addresses
Eill To Ship Ta | hd
Iyak Joe

P2 Box 430

Salmon River, AK 99922 Copy == |
Edit | Add New | Edlit | Delete |

[T Default shipping address

It’s Your Turn!

Using your worksheet, add the Water Sewer service or Job for all the rest of your
customers with zero balances.
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Check Your Work!

In our example, two of our customers had zero opening balances. Look at Joe lyak and
Sam Smith. Notice that they each have Water Sewer jobs indented below their names.

There is a zero balance for each.

If there is a problem with any of the services (jobs) under the customer
Double-click the job name and make your corrections.

+6 Hew Customer & Job ~ Mew T

Customers & Jobs

Transactions

View |A|:ti'-_-'e Customers

=5 B

MName | Balance Total
+Albert, James 0.00
\ oIyak, Jos 0.00
+\Water Sewer 0.00
¢James, Ida 0.00
eMorrow, Angela 0,00
«Smith, Sam 0.00
+Water Sewer 0.00
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Part 5 — Entering Water/Sewer Services

(Jobs) for Customers with Opening Balances

Now you will use your worksheet to enter in the Water/Sewer jobs for your customers
with opening balances. The remaining sample customers had the following opening

balances:
James Albert $500.00
Ida James $350.00
Angela Morrow $280.00

Step 1

e Click Customer Center.

3 salmon River - QuickBooks Pro 2007

File Edit View Lists Company Customers WYendors

i & &) -

Home Customer Center Vendor Center Employee (

Step 2
e Highlight your customer name by clicking on it one time.
e Click New Customer & Job.

A salmon River - QuickBooks Pro 2007
File Edit View Lists Company Customers

@ & &3
Home Customer Center  Vendor Center

{f New Customer & Job = Hew ]

Customers & Jobs l Transactions
View IActi'v'e Customers - +

\ Mame Balarice Total
I sAlbert, James 0.0

+Iyak, Joe 0.0¢

+Water Sewer 0.0
@ James, Ida 0.0c
+Morrov, Angela 0,010
+5mith, Sam 0.0c
alllztar Comar oonr
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Step 3

e While your customer’s name is highlighted, click Add Job.

i3 salmon River - QuickBooks Pro 2007
File Edit View Lists Company Customers Ver

B

Home

L Hew Customer & Job ~ New Trans

& &

Customer Center Vendor Center Emple

MNew Customer = = c
ransactions
Add Job =
View IActi'-.-'e Customers i -+ |
[Name Balance Total
+Iyak, Joe 0.00
+Water Sewer 0.00

Step 4
¢ In the field labeled Job Name, type Water Sewer.

e Enter your customer’s balance in the field labeled Opening Balance.

e Change the date to the DAY BEFORE the starting date of your QuickBooks
Company file. In this example, the starting date is 1/1/08, therefore the Opening
Balance date is 12/31/2007.

e Click OK.

Job Mame I'\'-.-'ater Sewer
) How do I determine 0K
Opening Balance 500,00 35 0f[12/31/2007 B the opening balance?
Cancel

J Address Info I Additional Info ] Payment Info \Qb&'ufo I

>0

This MUST be the day
before your Company’s
starting date!

Mext

Customer t, James:Water Sewerfill % pjr-la: |Albert Jam

Company Namel Phone

Mr L M. | FAX
First Mame IAII:.ert M.I. I Alt. Phone

Last Mame |12mes Alt, Contact
E-mail
e |
Addresses
Bill To Ship To | hd

Albert James

PO Box 300
Salmon River, Ak 99939 Copy => |
Edit | Add Mew | Edlif: | Delete |

[T mefault shipping address
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It’s Your Turn!

Using your worksheet, add the Water Sewer job to each of your remaining customers and
enter their incoming balances.

Check Your Work!

Look at the example to check your work. Make sure the Water Sewer jobs are attached
to each customer and indented. Verify that the balances for each customer are accurate!

% MNew Customer & Job ~ Mew Tra
Customers & Jobs I Transactions ]
View IAcﬁ'-.-'E Customers ﬂ LII Balances
are
Mame I Balance Total I accurate.
+Albert, James 500,00
+\Water Sewer 500.00
+Iyak, Joe 0.00
+\Water Sewer 0.00
+James, Ida 350.00
Services/Jobs +\Water Sewer 350.00
are indented. +Morrow, Angela 280.00
+Water Sewer 280,00
+Smith, Sam 0,00
+Water Sewer 0.00
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One More Check...

Since the accuracy of your billing system depends upon the accuracy of customers’
incoming balances, let’s do one more check.

Step 1

e Click Reports on the Menu Bar at the top of the screen.

A salmon River - QuickBooks Pro 2007

File Edit WView Lists Company Customers Vendors Employees Banking Repits Window Help

® & & = Ey g F

Home Customer Center Vendor Center Employee Center | Report Center j Fayroll ckup  Acc

Step 2

e Click Customers & Receivables.
e Click Open Invoices.

Reports Window Help

Report Center Q ‘{:g

Memorized Repaorts » = Gz
Process Multiple Reports
Company & Finandial ;

3
Customers & Receivables k AR Aging Summary

Sales r AR Aging Detail

Jobe, Time & Mileage k Customer Balance Summary
Vendors & Payables r Customer Balance Detail
Employees & Payroll r
Banking k Collections Repart
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Step 3

e Check this list.

¢ The date of the report has to be the date you entered the balances — one day prior
to your starting date.

e Make sure that all your customers with incoming balances are in this list.

e Make sure the balances are accurate.

e Make sure the date is the day before the starting date of your QuickBooks
company.

|ELI Refresh I
=

Don’t see your

City of Salmon River

i balances?
Open Invoices Check your
As of December 31, 2007 date.

b Type b Date + QOpen Balance =
Albkert, James
Water Sewer

Water Sewer

b Invoice 12/31/2007 500.00 4
Total Water Sewer 500.00
Total Water Sewer S00.00
Total Albert, James 300.00
James, Ida

Water Sewer

Inveice 12/31/2007 350.00
Total Water Sewer 350.00
Total James, lda 350.00

Morrow, Angela
Water Sewer

Inveice 12/31/2007 280.00
Total Water Sewer 280.00
Total Morrow, Angsla 230.00

TOTAL 1,130.00
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Find a Mistake??

e Double-click the line in the Open Invoices Report where the mistake is. This will
take you to an invoice where you can change the date or the amount.

e After changing the invoice, make sure you click Save & Close at the bottom of the
invoice.

Here’s where you
change the date!

3 City of Salmen River - Quickitooks Pro 2007 - [Craate Invaices - Accounts Recrivabie]
Moo [t Ve Lits Conpery Custorers Vendors Toplovess Bendng Raports  Window Vel

2 @ o o) £ 4 & B 4 @ 5 4 = H m >~
fove . Outore Qs Yonde Cortes: Rphuoe Oprior _ Repert Sonter.__ {1, Pasl. ivomn Rechve . Scot. 0., _Pysl . fag | Choch. . Ovoet Prenerk Py il
Domens Pt Gt ~ [Frod » Do » Ared fooieg Wreeoy ™ iattwrr ~ I cuntoeon +
Custorw : ob Caes ferourt

eegine | vt Proves |

sorl \baes W ¥ Alcounts Receweble & Lot Product [vone W
23007 |
Quotty Deeds | Cwrytin Here’s where you Qs bach
Cparerg beluxe 00 A
w \ change the
: amount!
\
\
\
| | -
Heszaon
~L Tobd 500 00
1T ba pirkag |ty Crames., | Payvarts ophed 0.00
| T ba o-rayind Awarce Due S0.00

v " .
‘i-stant 20 1By Maiel Mo o Dogavent )« Merd
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Part 6 — Classing the Invoices for Your
Customers’ Opening Balances

When you entered opening balances for your customers into their Water Sewer Jobs,
QuickBooks automatically created an invoice.

In your customized QuickBooks system, you now have a Water/Sewer- A/R subaccount of
Accounts Receivable which will allow QuickBooks to separate all of your city’s invoices
from your other services such as Fuel, Cable, Electricity or whatever services your city
offers. You also have a Water/Sewer class which will track all of the income for
Water/Sewer separately. QuickBooks can’t possibly know about your unique
Water/Sewer system, so the invoices with your customers’ opening balances have no class
and they are not in the Accounts Receivable subaccount for Water/Sewer. They are in the
overall parent Accounts Receivable account.

You now need to do two things:
e Select the correct class for each invoice
e Select the correct Accounts Receivable subaccount for each invoice.

Future invoices will not need to be modified this way.

Step 1

Bring up the same report as in the previous section.

e Click Reports.
e Click Customers & Receivables.
e Click Open Invoices.
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Step 2

Double-click each customer line on this report. You will be brought into the
original Customer Opening Balance invoice which QuickBooks created

automatically.
LT Open Mvoe: | PHT @ T LTI UL | | M
Modify Report... Memarize. .. | Print... | E—mai_lv| Export... Hide Header Refresh
Dates [Custom ] [12/31/2007 B sort By [Defaut ~]
8:28 AN City of Salmon River
orit0i0? Open Invoices
As of December 31, 2007
o Type S Date + Num <+ DueDate ¢ Class <« OpenBalance =+
Albert, James
Viater Sewer
» Invaice 122172007 12021072007 500.00 4
Total Water Sewer
Where is the
Total Albe =
otal Abert, James class? It needs
James, Ida to be put in.
Viater Sewer
Invaice 122172007 12021072007 350.00
Total Water Sewer 350.00
Total James, Ida 350.00
Morrow, Angela
Viater Sewer
Invaice 122172007 12021072007 280.00
Total Water Sewer 280.00
Total Merrew, Angsla 280.00
TOTAL 1,130.00

Notice there is no Class and the account is the parent Accounts Receivable—not
the appropriate subaccount.

Y BCE ble Type a help question Ask_v HnanI?h_|E||)
@ rrevious [ Hext &5 - B3 - a | £ speling  ®y History | - 12

Customer:Job Class Account Template Print Preview

hd I IAccounts Receivable '

IIntwt Product Invoice | ¥ |
Invoice , ,
Albert James
PO Box 300

Salmon River, AK 99999
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Step 3

o Select the Water/Sewer class.
o Select Water/Sewer-A/R subaccount of Accounts Receivable.
¢ Make sure you click Save & Close.

Type a help question | Ask = HowDoI?| _|0O| x
A erevious FNext & - B8 - B - | £ Speling By History | -3 -
Customer;Job Class Account Template PrintPreviewI
|James. Ida:Water Sewer ¥ | |'\'-a'ater_."Se...ﬂ Accounts Receivable:y = | |Intuit Product Invaice ¥ |
< Add MNew >

Invoice

Accounts Receivable Accounts Receivable
Fuel &/R Accounts ivable
v W ater Sewer-AR Accounts Receivable
Ida James

It’s Your Turn!

After modifying an invoice and clicking Save & Close, you will be brought back to the
Open Invoices Report. Continue modifying each customer invoice on this report until
you have finished.

Check Your Work!

A good way to check your work is to create a Balance Sheet.

e Click Reports.
e C(lick Company & Financial.
e Click Balance Sheet Standard.
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The total of your Opening Balances should now be in the Water/Sewer-A/R subaccount
as in the example below.

m e g

- S .
Dates |Cust0m x| as 0f|12_-"31_-"2l]l]?@ Columns | Total only - SW/If th
- ) your report nas no
8:40 AM City of S8almon River data, check your
0Fi10i07 Balance Sheet date!
Accrual Basis As of December 31, 2007

@ Dec 31,07
ASSETS
Current Assets
Checking/Savings
Checking 30,000.00
Total Checking/Savings 30,000.00

Accounts Receivable
Accounts Receivable

Viater/Sewer-AR p _1.130.00 1
Total Accounts Receivable 1.130.00
Total Accounts Receivable 1.130.00
Total Current Assets 31.130.00
TOTAL ASSETS 31,130.00

If your Balance Sheet has a number in Accounts Receivable-Other, it means that you have
skipped an invoice or two.

e Double-click the total in Accounts Receivable-Other. You will be brought to a
report with the invoice(s) that you missed.

e Double click each customer line, and make your changes.
e Click Save & Close.

| Print... | E-mail * | Export... |  Hide Header | Collapse |  Refre
ﬂ As of|12_."31_."2IIIIIIFE Columns |T|:|tal only ﬂSDrt
City of Salmon River

Balance Sheet
As of December 31, 2007
+  Deci, 07 =

ASSETS
Current Asseis
Checking/Savings
Checking 30,000.00
Total Checking'Savings 30,000.00

Accounts Receivable

Accounts Receivable

Any amount in this
account means you
missed an invoice

Water/Sewer-A/R 3 7&0.00
Accounts Receivable - Other 350.00
Total Accounts Receivable 1,130.00

Tntal Anconnts Rereivahle 11230 00
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Part 7 — Making a General Journal Entry to
Move Opening Balances Out of
Uncategorized Income

This section is higher level accounting, and you must take it on faith that this entry needs
to be made. When you entered your customers’ opening balances in the previous
section, QuickBooks placed them into an account named Uncategorized Income. For the
large majority of water/sewer utilities, this income has already been declared. You may
have reported this income to your council in prior months. It may even be very old
past-due balances from several years back. You do not want it showing up as income in
your new set of books, so you are going to move it from an income account to an
opening balance account—which better describes it. You will do this with a general
journal entry.

Step 1

Determine the total of your opening balances by looking at the following:
e Click Reports.
e C(lick Company & Financial.
e Click Profit & Loss Standard.

| | Reports  Window  Help

Report Center Q A E
sy Memarized Reports k = Reg  Che
=  Process Multiple Reports l
| |
| Company & Finandal k Profit & Loss Standard

in

Step 2

e Make sure the From and the To dates are the same and that it is the date you
entered in your opening balances—the day prior to your starting date.

E-mail * | Export... Hide Header | Collapse Refre
om |12/31/2007 B| To [12/31/2007 B Columns Tot.‘:l onl
City of 3almon River

Profit & Loss
December 31, 2007
+ Dec 31,07 ¢

This is the
amount you will
move out of

Income.

Income
Uncategorized Income b 1,120.00 4
Total Income 1,130.00

Expense 0.00
NetIncome 1.130.00
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Step 3

e Click Company.
o Click Make General Journal Entries...

Company Customers Wendors Employees

Home Page

Company Information. ..

Adwvanced Service Administration. ..
Set Up Users...

Change Your Password. ..

Set Closing Date. ..

Flanning & Budgeting
To Do List

Reminders

Alerts Manager

Chart of Accounts Ctrl+£

Make General Journal Entries. ..

Step 4

e The Date is the day before your Starting Date.

e By clicking in the white space of the first column underneath the word Account,
you will see an arrow.

e Click the arrow and select Uncategorized Income.

e Enter the total of your opening balances in the Debit column.

e Type the memo.

e By clicking in the white space of the Account column underneath Uncategorized
Income, you will see an arrow. Click the arrow and select Opening Balance
Equity. Enter the same total in the Credit column. Nothing else needs to be filled
in.

e Click Save & Close.

& previous [ Mext ﬁPrint... |':|:hHist|:||'*r' |

Date 12/31/2007 BB Entry No. |2

Account Dehit Credit Memo M. | B..| Class
Uncategorized Income 1,130.00 To transfer balances out of income I
Cpening Bal Equity 1,130,000 |

| | I - I - |
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Step 5

e Take another look at this Profit & Loss report. It should already be on your
screen. Uncategorized income should now be zero.

| CHnan * | CEP L., I e aegusn | Lapse I FEITES I
om [12/31/2007 8| 7o [12/31/2007 B) Columns [ITTele
City of Salmon River

Profit & Loss
December 31, 2007

« Dec 31,07 =
Income
Uncategorized Income b 0.00 4
Total Income 0.00
Expense 0.00
Het Income 0.00

What if Your Uncategorized Income Has Doubled or Is Still in
Your Report?

Locate Your General Journal Entry and correct any error:

e Click Company
e Click Make General Journal Entry

Company Customers Wendors Employess Bi

Home Page

Company Information. ..

Advanced Service Administration. ..
Set Up Users...

Change Your Password. ..

Set Closing Date...

Planning & Budgeting ]
To Do List

Reminders

Alerts Manaager

Chart of Accounts Cirl+A

Make General Journal Entries...
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You will see the following screen. Click the Previous button until you find the entry you
made.

- #2|
l@ Type & help question Askl ¥ How Do I?I - ||:I|i|
@ previous B Next @ Frint... | Qh Histary |

Date | 1/5/08] [ Entry No, |
Account Debit Credit Memao M. | B..| Class
s

When you locate your entry, ask yourself these questions:

Is the date correct? The date should be the day prior to your starting date.
Is the Uncategorized Income in the Debit column? [t must be in that column.

Is the Opening Bal Equity in the Credit column?
Is the amount right?

1==) T |#*=]

|ﬁ Type a help question Askl “* How DﬂI?I - |I:I|
@ previous B Next ﬁ Print... | Eth Histary |

Date 12/31/2007 E Entry Mo. |2

Account | Debit | Credit | Memo | M, | Ei..| Class
Uncategorized Income 1,130,00 To transfer balances out of income I
Opening Bal Equity 1,130.00 =
| hd

Can’t Find Your Entry?

¢ Maybe you forgot to click Save & Close.
e In that case, start your Journal Entry over and follow the steps carefully.
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Part 8 — Creating Billable ltems for Your
Water/Sewer Utility

Your utility has a monthly rate for water and a monthly rate for sewer. Maybe your
utility also has a different rate for elders or perhaps you charge for metered water instead
of a flat rate. All of these different rates are called Billable ltems in QuickBooks. In order
to create a monthly invoice for each customer, you must create billable items for all the
different service rates for which you invoice.

In this section, the following sample rates will be used to give you an idea how to set up
your specific billing system.

Sample Rates

Monthly Water Charge $35.00
Monthly Sewer Charge $35.00
Metered Water Charge $ .02/gallon of water

Setting Up a Monthly Water Rate

Step 1

e Click Lists from the Menu Bar at the top of your screen.
e Click ltem List.

| Lists Company Customers Vendors Emp
Chart of Accounts Ctrl+a
et
' Fixed Asset Item List
| Price Level List
Class List

Other Mames List
Customer & Yendor Profile Lists »
Templates

Meraorized Transaction List Ctrl+T
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Step 2

e Click ltem (bottom left of window).
e Click New.

Type a help que

Mame Description

| Activities '| Rep

Ctrl+
Ed\ CErHE

Step 3

e Select Service from the drop-down menu in the field labeled Type.
e In the field labeled ltem Name/Number enter a short name to identify your rate.
e Describe your service in the Description field.
¢ Enter your monthly Rate.
e Select the Income account.
e Click OK.
[te Type & help question | Ask ¥ HowDo I?| _|O
\ Type OK
ISer'--'ice j Use for services you charge for or purchase, like
- spedialized labor, consulting hours, or professional Cancel
fees,
Mext
Item Mame/Mumber [ subitem of Custom Fields
[Water | =] I
. Spelling
This [ This service is used in assemblies or is performed by & subcontractor or partner
description

will appear on

your invoices
just as you
type it here.

Description Rate
Monthly Water Rate | 35.00 [ Ttem is inactive
Account
|incu:ume j

Use this account.
DO NOT create a

Water/Sewer Income
Account.
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Here is an example of a metered water rate:

@ & & b=

Horne: Customer Center  Wendor Center  Emploves Cenp ..
This is the
Tvpe price per
; Use for services vou charge fo
Service specialized labor, consulting hoy ga”on for

fees. water.

Ttem Marne/Murber [ subitem of
Metered Water

Custom Fields
Spelling

[] This service is used in assemblies or is performed by a subcof Aackor or partner

Description Rate
Metered YWater, per Gallan 02 [ 1tem is inactive
Account
Incame ¥

Use this account.
DO NOT create a

Water/Sewer Income
Account.

It’s Your Turn!

Using your utility’s rate structure, create an item for each different service for which you
invoice.

Check Your Work!

e Click Lists from the Menu Bar at the top of your screen.
e Click ltem List.

| Lists Company Customers Vendors Emp
Chart of Accounts Ctrl+a
hemie
' Fixed Asset Item List
| Price Level List
Class List

COther Mames List
Customer & Yendor Profile Lists k
Templates

Memarized Transaction List Ctrl+T
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Although your item list will be different from the one below, it will have several things in
common:

e The column labeled Type should say Service.

e The column labeled Account should say Income.

Make sure that your descriptions are spelled correctly. These descriptions will appear on
your monthly invoices. Make sure that your rates are correct!!

Did you make a mistake? = No problem!

e Double-click the item in this list that you wish to change.
e Make your change and click OK.

Type a help question | Ask

Marme Description Type Account | Price

«Metered Water [Metered Water, ... [Service Income 0.0
«Lewer Monthly Sewer Rate [Service Income 35,00
+Water Monthly Water Rate [Service Incaome 35.00

Part 9 — Creating Items to Handle NSF
Checks

Occasionally a customer will write a check to pay for their Water/Sewer service and later
on your bank will return the check because of non-sufficient funds. To handle these
returned checks, you will need to set up two items in your Water/Sewer Billing System.
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NSF Check Item

e Click Lists from the Menu Bar at the top of your screen.
e Click ltem List.

| Lists Company Customers Wendors Emp
Chart of Accounts Ctrl+a
et
' Fixed Asset Item List
| Price Level List
Clazs List

Other Mames List
Customer & Vendor Profile Lists k
Templates

Memaorized Transaction List Cirl+T

e Click ltem (bottom left of window).
e Click New.

[tem Lis Type & help que

Mame Description

ii-:'éﬁ;m:? Activities = Rep

e P oo T

Mew Ctrl+M I'

Edit Ikem CEHE
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Fill in your item screen like the example below.
e The type for this item is Other Charge.
e The ltem Name/Number is NSF.
e The Description is NSF Check.
e Since you want to use this item for any check that may be returned in the future,
leave the Amount at zero.

e The Account is a tricky one—it will be your Checking Account.
. Click OK.

72 City of Salmon River - QuickBooks Pro 2007 - [New Item]

& File Edit Wiew Lsts Company Customers Wendors Employees Banking Reports  Window

: L
@ & & b B || &
Home Customer Center Wendor Center Emploves Center  Report Center  © Payroll  Invoice
Type

Other Charge | Use for miscellaneous |abar, material, or part
charges, such as delivery charges, setup fees,
and service charges.

Cancel

Spelling

Mext
Ttem MarneMurber [ subitem of

Custom Fields
MSF

[ This item is used in assemblies o is a reimbursable charge

Description Amounk or %

MSF Check, 8.00
Account

Make sure this is
your Checking
Account.

“hecking

NSF Bank Fee ltem

Your bank charges you a fee whenever there is an NSF check deposited to your checking
account. You need to pass this fee along to the customer who wrote the NSF check.

e Click Lists from the Menu Bar at the top of your screen.
e Click ltem List.

|Lis13 Company Customers Vendors Emp

Chart of Accounts Ctrl+a
: Item List

Fixed Asset Item List
| Price Level List
Class List

Cther Mames List
Customer & Yendor Profile Lists k
Templates

Memarized Transaction List Ctrl+T
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Pay
Attention:
Other

Charge.

e Click ltem (bottom left of window).
e Click New.

[tem Lis Type a help que

Mame Description

Mew Ctrl+h l'

Edﬁﬁ\ ChHE

Fill in your item screen like the example below.
e The type for this item is Other Charge.
e The ltem Name/Number is Bank Fee.
e The Description is Bank Fee for NSF Check.
e The Amount is whatever your bank charges for an NSF Fee.

e The Account is another tricky one—it will be your Bank Service Charges expense
account.
e Click OK.

Caution! The account you will use with this item is: Bank Service Charges

M Lo |Tvpe 5 help question | Ask| I = How Do T2(1] _ [ D0 x

Type 0K
Use for miscellaneous labor, material, or part
-
Other Charge J charges, such as delivery charges, setup fees,
and service charges.

Cancel

Mext

Item Mame Mumber [T sSubitem of

|Bank Fee | j

[ This item is used in assemblies or is a reimbursable charge

This is the NSF fee that
your bank charges.

Description Amount or %%

Bank Fee for NSF Check I 2.00
Account

|Eank Service Charges j

|_ Item is inactive

This must be your Bank
Service Charges Expense
Account.
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Part 10 — Creating lItems to Handle City Sales
Tax on Water/Sewer Services

In order to charge Sales Tax on an invoice, you need to create two items:

e Sales Tax ltem
e Subtotal ltem

Sales Tax ltem

e Click Lists from the Menu Bar at the top of your screen.
e Click ltem List.

| Lists Company Customers Vendors Emp
Chart of Accounts Ctrl+a
hemie
' Fixed Asset Item List
| Price Level List
Class List

COther Mames List
Customer & Yendor Profile Lists k
Templates

Memarized Transaction List Ctrl+T

e Click ltem (bottom left of window).
e Click New.

J': h [tem Lis _T*r'pe a help que

Mame Description

= Mew Ctrl+h l'

EdMﬁ\ ChHE
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Use the example below to create your Sales Tax item.
e The type for this item is Other Charge.
e The ltem Name/Number is Sales Tax.
e The Description is also Sales Tax.
e The Amount is the amount of your City’s sales tax. You must enter a % sign.
e The Account is your Sales Tax Income account.
Click OK.

Type & help question | Ask * How Do I?| _ |0 =

Type
|Other Charge

= | Use for miscellaneous labor, material, or part
charges, such as delivery charges, setup fees,
and service charges.

Don’t forget your

Item Mame Mumber [~ subitem of % Sign!

|Sales Tax | =]

[ This item is used in assemblies or is a reimbursable charge

Description Amount or %

Sales Tax I 3.0%
Account

Select your Sales
Tax Income
Account.

|5ales Tax Income.

Subtotal Item

e Click Lists from the Menu Bar at the top of your screen.
e Click ltem List.

| Lists Company Customers Vendors Emp
Chart of Accounts Ctrl+a
et
' Fixed Asset Item List
| Price Level List
Class List

Other Mames List
Customer & Yendor Profile Lists »
Templates

Meraorized Transaction List Ctrl+T
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~—

Click ltem (bottom left of window).
Click New.

J': & [tem Lis —T‘r'pe a help que
Mame Description

L Item vi|  Activities '| Rep

MNew Ctrl+n
Chrl+E

Edit: Item

It is critical that you select Subtotal as the Typel!

Type in Subtotal

for the ltem Name/Number.

The Description is also Subtotal.
There are no amounts or accounts.

Click OK.

Type a help question | Ask

Type 0K
|Subtota| ﬂ Use to total all items above it on a form, up to the
last subtotal. Useful for applying a percentage Cancel
qunt or surcharge to many items,
Mext
Item Mame Mumber speling
|Subtotal Select
Subtotal!
Description
Subtotal ;I ™ Item is inactive

Check Your Work!

Here’s an example of an item list.

Type a help question Askh % How Do ]?h — |I:Ih xh

& I Mame = Description Type Account Price
+Bank Fee Bank Fee for NSF Check CQther Charge  |Bank Service Charges 3.00
¢Metered Water |Metered Water, per gallon |Service Income 0.02
@ MSF MSF Check Service Checking 0,00
¢5ales Tax Sales Tax Other Charge  |Sales Tax Income 3.0%
+Sewer Monthly Sewer Rate Service Income 35,00
¢5Subtotal Subtotal Subtotal
@\Water Monthly Water Rate Service Income 35,00
i Ttem * I Activities * Reports  * | Excel = | [T Include inactive
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SETTING UP A
SYSTEM TO PAY
BILLS

he Vendor Center is the area in QuickBooks that helps you keep track of the bills your
utility must pay. Every month you receive bills in the mail for services you have
already used—such as electricity, fuel, and telephone—or for items you have purchased.

You will enter these bills into QuickBooks, and QuickBooks will keep track of how much
money you owe. As bills become due, or as money becomes available, you will create
checks to pay the bills. The companies or people that supply you with parts and services
are called your Vendors.

In order to write a check to a vendor or enter a bill from a vendor, the vendor needs to
be set up in QuickBooks. This means that QuickBooks needs the vendor’s address and
other information in its vendor file.

Setting Up a Vendor

Setting up a vendor is easy.

Step 1

e Click on the Vendor Center icon in your lcon Bar.

= City of Salmon River - QuickBooks Pro 2007
File Edit View Lists Compgfy Customel

@ &

Haorne: Customet Cenb

Yendors Employees Banking Reports  Window  Help

e ‘B E 8 @4 # X @ & &

Vendor Center  Efployes Center  Report Center @ Accnt  Inwoice Payrol  Find  Check  Reg  Deposit Eil Backup
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Step 2
Click on the New Vendor tab on the Vendor Center screen.

5

3 Crty of Sebmvzn River - Quachbizehx Pre 2001
Me R e I6h Tovpary Ootomers Rerdors Srghvem Mrdeg Peports Widon  tem

® e o ¥ i 4 B B & 4 # £ @ 3

Wb Costwees Contey  Sefebe Covem  Knplopoe Costty  Aepnet Unidee AU Deowe Pepd Fed O Ay Sepd W B0
Y fesdar Cemn, - [N Transactiam) Thoe o bty u-.e--E.v n.-o-"

M otede T wonde
Sagrarts for this Vendor

e Iranathns ¢ G e e

----- Yerede heirmal e

L - |+
* Bt [T Yondkis Ol
N By Yo
Seow M Yoremtors v w4 . Detz  ThePocd Yow -
e e Ove * e ot
Toere s v rnacdionm o troe W Trvmactirn”, aved Ly ‘3. n dale sorge “The Pacel Yoo

Step 3

The New Vendor screen pops up.

Enter your vendor’s name in the Company Name box.

If you enter your vendor’s
name in this box, it will

automatically be copied to
the other two boxes.

e t— e — -
"~ o ——
- - - - laand
- .- -
N e — - Ceewt
arr—
Lo
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Step 4

e Now enter the address information into the Name and Address Box.

e Enter any additional information you might need for this vendor such as phone or
fax number.

e Click OK.

Trgrambon Vendor Indormation
* Now Yandor '\cear&o.mnE-v Mow Do 1?7
¥

Yendor Karve Telalasha
o tow o | defprawe o
Cparing Balsoce & of 067232007 (M {iie soersna bisbeen?

l"t.vu Infe Ao Info

Compeny Nome | Teladlacha Contact
M M. hone
Farst Nams i 5 Press thF Enter I‘<ey after
Lask Moo 2 Phons you finish one line to go
Moreand  Tesiada - to the next line.
Address 201 £ %th Street el

Aochoragn, A 518

Cc
e Prrk on Chech
Acdress Detals Teltlasba

You will now see your vendor’s name on the Vendor’s tab, with the address information
in the Vendor Information box.

2 City of Saleven Rovwr - (uickdiooks Pro 200/

Me B Sew ity Cowpery Dwstorers Vds Baplepers Sarting  Mapoes Window  Meio

- @ L e ) } = B 2 T f m
e Ctowes Coeter Ve Seter Dvghovee Covdee  Feport Covie fopk Drocas Pepdd Pmd Omck Ay Jeied B Dchs

& Yandar Cemter: Tubabuka (00 Tramsactiom)

B wverdke. ) b Dreectioss v 58 Pty Y Deds S wenle
Vergure l hgwetows Vosndr edmaroatinn j_t!_-'-h_ Maguats Lo this Vendur
AT Voo - { =] Tetskesta « Qusifir
=1 *igs o Ywcke (réee

3 e e
Hame Butwvcs Totg
| T et
- Ttk

516 S0 e
PR

S | M Tracatxe ¥ Mo M W Dale (W ol tem . ORI - CeN

i o s v A Aoy
Brevs e o DYGATNS Of Lo W Trarmanome, Muead Ly "6, i Sk e “Pus Facd So”
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Contract Labor

Occasionally, your community may hire an individual to perform a professional service.
If this person is a contractor and earns $600 or more from your community in a calendar
year, you will need to send them a Form 1099 at the end of the year (see page 342). Set
up contractors as vendors and let QuickBooks keep track of how much money you are
paying them in a calendar year.

Step 1

¢ Click on the Vendor Center icon in your lcon Bar.

i City of Salmon River - QuickBooks Pro 2007
Yendors Employees Banking Reports  Window  Help

! ‘B E 8 @4 # X @ & &

Vendor Center  Efployes Center  Report Center @ Accnt  Inwoice Payrol  Find  Check  Reg  Deposit Eil Backup

File Edit View Lists Compgfy Customel

® &

Haorne: Customet Cenb

Step 2

o Click on the New Vendor tab on the Vendor Center screen.

¥ Coty of Setmvan River - Quechiizeha Pro 2001
Me R w8 Towpary Ootomers Serdors Srglovem  Mrdeg Pepors Widon el

® e o ) i 4 A B & 4 B 2 o »]
L Cotdmwes Contey  Sorede Corter  Inpdopoe Costdy  Mapnet Unilee A Do Papd Fed Oed A Seot W B0

Y Sesdar Cema. - AR Tramsactiom)

..... vereker Ifrmal b Saprarts for this Vendur

wew Dramaiins s g ke T raoede T wiede

* Bt T o0k Ot

Seow M Yeremtors » Meyy N . Detz e Mocd Yo -

e e Owe ~ Somd ot
Toere s 0 L rsaciions o troe ‘A Trrmactorn”, Maved Ly ‘BP0 dale sarge “The Pacel Yoo
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Step 3

The New Vendor screen pops up.

e Enter your 1099 vendor’s name.

B g T
Coecimre . 4% —-_— Sy T e ewee -
e
e |
2 .
o tone s e g e
L = = I e} ' e
e [ =T = e e
st e |
n |y . Cwema |
aTem
S —
& —

Step 4
¢ Now enter the address information into the Name and Address Box.
¢ Enter any additional information you might need for this 1099 vendor such as
phone or fax number.
e Click OK.

e B Joary vt

Cormthios . L0 T RLASLTS m M

{

Press the Enter key after
you finish one line to go
to the next line.
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Step 5

e After entering their name and address in the vendor file, click the Additional Info
Tab.

Step 6
e Enter your 1099 vendor’s Social Security number in the Tax ID field.

e Check the little box labeled Vendor eligible for 1099.
e Click OK.

LOrCw aarve Jowgrn, oy
Opowghems | w o a0 @) .g-:::‘i:yl?:-‘ .

oy o3

I G
[ [ ] Adamionst inte | ‘%’l
|| reme |

Tw st
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It’s Your Turn!

Go to your folder of unpaid bills and enter in some of your vendors and contractors.

Check Your Work!

e Click on the Vendor Center icon in your Icon Bar.

City of Salmon River - QuickBooks Pro 2007
Wendors Employees Banking Reports  Window  Help

— F ‘B B & 4 £ ¥ @ ¢ 4

Vendor Center Efployes Center  Report Center  © Accnt  Inwoice Payrol  Find  Check  Reg  Deposit Eill Backup

File Edit “iew Lists Compgfy Custome!

@ &

Home Customer Cent:

[Py New Vendor... New Transactio
Vendors I Transactions ]

View |Fa.n:ti'-_-'e Yendors | d
Mame | Balance Total
Best Buy 0.0
Office Max 0,08
Telalaska 0,08
Wright, Larry 0.0c

e Click on their name, and you will get into their vendor file. Is their information
accurate?
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QuickBooks has a feature that will remind you about setting up vendors. Whenever you
enter a new vendor name into a check or a bill, you will get this screen:

Yendor Mot Found

€ | Costeois not in the Vendor list,
\“_ﬁ
To automatically add Coskco bo the Wendor lisk, click QuickAdd, You can enter more detailed
information later,

Ta enter the detailed infarmation now siskeagt Lip (usually nak required),

E__guick Add | [ Cancel ]

e Quick Add enters only the vendor’s name in the list, not their address. If you
don’t mail checks to that vendor, or if you have a self-addressed envelope for
them, you can select Quick Add.

e If you click Set Up, you may enter an address, contact information and 1099
information.
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SETTING UP
PAYROLL

uickBooks keeps track of your payroll quickly and efficiently behind the scenes as

long as it is set up correctly. Follow along with this chapter and pay close attention.
Once again, turn off the phones, shut the door and allow yourself some time. It will be
worth it. In the end, you will have QuickBooks doing the payroll for you and it will be
accurate. You will save time and avoid payroll tax penalties.

Subscribing to a Payroll Service

Before you can set up a payroll in QuickBooks you have to sign up for a payroll
subscription. QuickBooks charges a yearly fee for downloading the tax tables that keep
your QuickBooks payroll tax rates and forms up-to-date. They have several levels of
service, and the one you want to choose is their least expensive, most basic service called
QuickBooks Standard Payroll.

If your computer is connected to the internet, you can order a payroll service that way,
e Click Employees at the top of the screen.

e Select Payroll.
e Select Order Payroll Service.

lors Banking FReports

@ Emploves Center | g] E’i‘ %

ree i nl

Window  Help

Fayrall Learn About Pavroll Options
Order Payroll Service

Enter Payroll Service Key
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o Click Continue.

% City of Sabmon River - Quickfloska Pre 2007

Fle E® Vew Uos Cowpery Ootoners wesdors Enplipess Bybing Peoots Wodm M

& B d B ¢
COustower Corder  Wendke Corter  Eapltyre Corder  Meport Conter Porod Srawe Bake Acov

-~
=
e

Did you know you can use %, $

- A4 Learn more about our

QuickBooks to process payroll? payrall services

Yeu can mam abau yerw

Poweatl B 00 il prct e b &
wabierrptan o ngie Ao SukSa ok
IBeny

s thie Sesaaress Payvoll Dechion Yew Conld Make
SusPrads Poyvot sy et 1chbans e o savmt wey 3 | Costinas |

wrreas s panid ey (2ad Bocks

Drardond Des bebant e 30609 000 s 1R E VD Quson Boce

A o yvas weTees, dechatermy, Wk A tases

W0 CONE P COR ol Y Eraie s LW your PO G

-t Cwport

o SR IeE, Sar o) el ol b TS, OF VOU G0 CHoute 8
B T ]
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Atarted today

@ 800-468-4795
Sem b £
» Jum Slgn g Bar a poyoll subsciipsen fer us lofe e 1199 your A it | e bt el g il s
d thoone Iroes - weell el h) SOTALE Pt 18 Dt X1 Ly

ThEre Jre soorrl Aer e

e Click OK.

Launch Wehb Browser?

connect to the Internet, IF your Internet connection requires a modem,

e . To view the selected link, QuickBooks must launch a Web Browser and
‘" woumay be asked to set it up.

[[] oo not display this message in the Futureé

L Ok ] [ Cancel ]

If you do not have the Internet, call the following number and they will guide you
through setting up your Payroll Subscription Service using a disk instead of the Internet.

1-800-498-4795
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Setting Up Payroll ltems

Because your employees may work for different departments, you must customize your
payroll and your employees in QuickBooks. You do this by creating Payroll Items.
Payroll lItems tell QuickBooks what to put in and take out of every employee’s paycheck.

Some examples of Payroll ltems that come out of a paycheck are:
Payroll Tax ltems
e Federal Taxes — 941 Taxes
e State Taxes — Alaska State Unemployment
Payroll Deductions
e Child Support
e Payroll Advances
Some examples of Payroll ltems that go into a paycheck are:
Payroll Wage ltems

e Hourly Wages
e Overtime Wages

Viewing Your Payroll ltems
To look at your current Payroll ltems:
e Click Employees at the top of the screen.

e Select Manage Payroll ltems.
e Select View/Edit Payroll Item List.

S Ero7 007,

Banking Reports Window Help

yee Center

Enter Time »

Pay Employees >
Edit/Void Paychecks

Payroll Taxes and Liabilites »
Payroll Forms

My Payroll Service 4 S =)
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When you turn on the payroll feature in QuickBooks, the following payroll items will
appear. The Payroll Items in brackets are your 941 Federal Tax items.

WTYDE a help gquestion IAsk_ ¥ How D:}I?h - |EI| E

H,

Federal Unempl... |Federal Ta oo [FUTA 22-0162..

Federal Withhol... |Federal Tax Federal Q2-0162..
Medicare Comp... |Federal Tax i... Comp. ... Q92-0162..
Medicare Empla. .. |Federal Tax .. Medicare 92-01R2..
Social Security ... |Federal Tax B | 97, [Comp. 5. 92-01R2.,
Social Security ... |Federal Tax B |-97,000 |55 Tax S2-0162..

Activites * Reports = | [T Include inackive

In order to set up QuickBooks for your utility, you will have to edit these tax items. In
addition, you will create new payroll items customized for your utility in a later section.

Your community probably does not pay Federal Unemployment tax, so you are going to
hide it.

Hiding a Payroll Tax ltem

e Highlight Federal Unemployment by clicking it once.
e Click Payroll ltem (bottom left of your screen).
e Click Make Payroll Item Inactive.

Ikem MName Type
Advance Earne, .. |Federal Tax

Federal Unempl, .. [Federal Tax 7,0,
Federal Withho.,, |Federal Tax
Medicare Comp. .. |Federal Tax o [92-0162599
Medicare Emplo... |Federal Tax i o |92-0162599
Social Security ... |Federal Tax . 5. |[EF... |92-0162599
|| Social Security ., |Federal Tax o |92-0162599

Pavyroll Ikem

Mt Chrl+m
Edit: Payroll Ikem Chrl+E
Delete Payvroll Ikem Chrl+D

Make Payroll Tkem In: ]
Show Inactive Payroll Ikems
Customize Columns. .,
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Setting Up Payroll Tax ltems

Who receives your 941 Federal Payroll Tax payments? Wells Fargo? First National Bank
of Alaska? EFTPS? You must tell QuickBooks by editing the existing Federal Withholding,
Medicare and Social Security Payroll Tax Items.

Editing Federal Withholding

e Double click the Federal Withholding line.
o Click Next.

Edit payroll item (Federal Withholding)

o= Name used in paychecks and payroll
fi reports

Enter name for federal withhalding tax payroll item:

ég,«\»‘(" [Feseralvithodn
oh

O

X A ™ Payroll item is inactive

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

Back | Next | Einish |

e Enter the name of the bank or service to which you pay your 941 payroll taxes.
e This is a new vendor. Take the time to set them up in QuickBooks with a
complete address by clicking Set Up and filling in their address information.

Agency for employee-paid liability _

Vendor Not Found j

Enter name of agency to [, I
AR s WVellsF
which liability is paid: |' AES2 2150 ©  \WellsFargo is notin the Vendor list.
\.
To automatically add WellsFargo to the Vendor list, click QuickAdd. You can¢
detailed information Iater,
Lo To enter the detailed informatiggee= alusually not required).
Libility account lPayroII Liabilities

{employee-paid):
This liability account tracks federal withholding tax
change this account at any time.

Cancel
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IMPORTANT! The Liability Account must be changed!
e Select FWT Payable under Payroll Liabilities from your account list.
e Click Next.

Agency for employee-paid liability

Change this
account to FWT
Payable listed
under Payroll
Liabilities.

Enter name of agency to [,
which liability is paid: [ welsFargo ]|

Liability account

{employee-paid):
This liability account tracks federal withholding tax to be paid. You can
change this account at any time.

|Payroll Liabilities:FWT Payable >

Back Next Einish Help Cancel

e Click Finish.

Edit payroll item (Federal Withholding)

=+ Taxable compensation

ik

Select the items that will increase wages for calculating federal

ad withholding.
5“?‘
é ob [ ] Payrol ztem Click Default
é?\ | ‘| for usual settings.
30 Il
\6 ¢
hd|
Back [dext Finish | Help Cancel
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Editing Medicare Taxes—Employee and Company

e Double-click either Medicare Company or Medicare Employee.

wﬁ'pe a help gquestion A.sk_ ¥ How Do I?h _ ||:Ii Xl

Item Mame Type A An... | TaxTr... | P... | Accoun...
Advance Earne,.. |Federal Tax Advanc... [W...

Federal Unempl... |Federal Tax Qo | 7.0, [FUTA

Federal Withhol... [Federal Tax Federal W..,

Medicare Emplo... |Federal Tax 1. Medicare |W...

Social Security ... [Federal Tax B | 97,000 [Comp, 5.0 WL

Social Security ... |Federal Tax B, |97, |55 Tax W...

...... Payrollltem *| Activies *| Reports * |[7 Include inactive

e Click Next.

Name used in paychecks and payroll
reports

| -——
R o o seeminvinen e
g [

.

o
"\ d..‘t)‘\ Erow ram N weum e e e
\\"‘é“ [~ tromree

™ Pyt e 0 ritnin

vt of mdmy e

T e e e ot e Pavro e It sewct P Ceciins

Cwenl

| e | |

e Enter the name of the bank or service to which you pay your 941 payroll taxes.
e Select Medicare Payable under Payroll Liabilities from your account list for both of

the Liability Account boxes.
e Click Next.

Edit payroll item (Medicare Taxes) i |

Liability agency

Enter name of agency to [

which abity ispad: | 1"/elsFergo =l
Liability account . ” ”

(ot ) IPa yroll Liabilities:Medicare Payable LI
Aty aecoml |Payroll Lisbilities:Medicare Payable |

{employee-paid):
This liability account tracks Medicare tax to be paid. You can change this
account at any time.

Einlsh Help Cancel

Change both of
these fields to
Medicare Payable
under Payroll
Liabilities.

SETTING UP PAYROLL

143




IMPORTANT! You must change the Expense account!
e Click the down arrow and select Payroll Taxes from your account list.
e Click Next.

Edit payroll item (Medicare Taxes)

== Expense account

iy

Enter the account for tracking this expense,

gﬂﬁ‘?’ [Payroll Taxes |
Company-paid Medicare is an expense to your company. Y

»
)\é?\o change this account at any time.

4 ¢

¢ You don’t have to enter anything here. These rates are supplied by QuickBooks.
e Click Next.

Fum1 payradl item (Social Securiy Taam)

T Company and employee tax rates

Comparny rate

Q’&’ ke provaded by Lax table

%}m‘: Evghiyes e
\é s prowded by tar table

N | T __cred_

e Click Finish.

Edit payroll item (Medicare Taxes) .

== Taxable compensation

Select the items subject to Medicare tax.

| Payrall Item Click Default
‘a| for usual settings.

- Default |

Back Idext Help Cancel
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Editing Social Security Taxes—Employee and Company

e Double click either Social Security Company or Social Security Employee.

mwpe a help question Askh ¥ How Do I?L — |E

| Item Mame Type A, I An... I Tax Tr... I P... I Accou
Advance Earne... |Federal Tax Advanc... [W...
Federal Unempl... |Federal Tax 0....| 7,0... [FUTA

Federal Withhal... |Federal Tax Federal  [W...
Medicare Comp.., |Federal Tax 1... Comp. ... [W...
Medicare Emplo. .. |Federal Tax 1.... Medicare  [W...

Social Securit*'... Federal Tax Bouud |-97,.. |55 Tax W...

e Enter your bank name or EFTPS.

e Select Social Security Payable under Payroll Liabilities from the account list for
each of the Liability account boxes.

e Click Next.

=+ Liability agency

Change both of
these fields to
Social Security
Payable under

Enter name of agency to [
which liability is paid: [welsFargo =

Liability account avroll Lia % v Pava iabiliti
sy [Payral Lisbilities:Social Security Payable ¥ Payroll Liabilities.
Liability account = s T o Pava

e R lPa yroll Liabilities:Social Security Payable

This liability account tracks social security tax to be paid. You can change
this account at any time.

Back | Next l Finish | Help Cancel

e Select Payroll Taxes from the account list.
e Click Next.

(S paryvoll trm (Socul Securty Tanes)

Expense account
Srr Pe st S Tatng e eperse
[ a2 3]
TP QRS L. W AR N A DT N v Dty
G Sarge DS RSt . e
Sy ] et I l Cm
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Click Next.

[dil payrall mem [Soclal Security Taxes)

E

Company s employee tax rates

Click Finish.

Taxable compensation

St Te e algec! s Medow s s

O Detem
W I

_ oot |

é"': I_'INX' ~
X2 J
.

| T

o | e |

Setting Up the Alaska Unemployment Tax Payroll ltem

IMPORTANT!! You must create a payroll item for your Alaska State Unemployment tax.

e Select Manage Payroll Items.

Select View/Edit Payroll ltem List.

Click Employees at the top of the screen.

= QickBooks Pro 2 0074

Banking Reports

Employee Center
Payroll Center

'__‘ R
| Enter Time
=J Pay Employees
Edit/Void Paychecks
Payroll Taxes and Liabilities  »

Payroll Forms

»

»

My Payroll Service »

Window Help

L 3

Payroll Setup

Get Payroll Updates

Pay Bills
New Payroll Item

\
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e Click Payroll ltem at the bottom of the screen.
e Click New.

MNew Cirl+M

Show All Payroll Items

Find in Transactions...

Print List... Ctrl+P
i Payroll kem ~i|  Activiies ~

e Click Custom Setup.
e Click Next.

dd new payroll item

Select setup method
Flease select the method to use for setting up a new payroll item.

..................................

é 01 lUse Easy Setup for common payroll tems for compensation and benefits but
i ?\ not tawes. |se Custom Setup fortawes and for less common payroll tems.

g

Cancel
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o Click State Tax.
o Click Next.

dd new payroll item

Payroll item type

Select the type of payroll item you want to create.

Wage {Hourly, Salary)

Commission {Percentage or Flat Amount)

Addition (Bonus, Mileage Reimbursement)

Deduction {Union Dues, 401(K) deferral, Simple IRA)
Company Contribution {Employer 401{k) matching contribution)
Federal Tax (FUTA, Social Security, Medicare)
: State Tax (State Withholding, SDI, SUI}

Other Tax (Local Tax, Misc. State Tax}

i 1170 R R I L

Prev | Next Fash Cancel |

e Select AK (Alaska) from the drop down list in the window.
e Click the State Unemployment button.
e Click Next.

I

Add new payroll item

State tax

Enter the state.
[AK []

Select the type of tax you want to create.
~

~
+: State Unemployment:
" Other Taxes

Prev Next Cancel
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¢ Do nothing to this screen.
e Click Next.

Add new payroll item (AK-State Unemployment Tax)

Name used in paychecks and payroll reports

Enter name for company-paid state unemployment ta:

Ak, - Unemployment Compa

For example, f you are creating a company-paid SUI for New Jersey, you
may want to call it "M.J - Unemployment Company”.

Enter name for employee-paid state unemployment ta:

|P~.K - Unemployment Employee

For example, f you are creating an employee-paid SUI for Mew Jersey, you
may want to call it "MJ - Unemployment Employes’.

Prev Next Help Cancel

e Enter the name of the state agency: Alaska Department of Labor, ESC Division.

Add new payroll item (AK-State Unemployment Tax)

Liability agency

Enter name of agency to \

which liability is paid: | Alaska Dept of Labar, ESC Dlwsmn| vy

Enter the number that
identifies you to agency: ‘ !

sty accolsk |Payroll Liabilities v |
{company-paid): = Lol

Liability account

(employee-paid):
This liability account tracks state unemployment insurance you owe, You
can change this account at any time.

[Payroll Liabilities v }

[ Back ][ Mext ] Finish [ Help ][ Cancel ]
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Press the TAB key.
Click Set Up.

Federal Tax

Vendor Not Found

Alaska Department of Labor, ES

)

Set Up

Cancel

Pivision is not in the Veendor list.

Enter the following address:
Employment Section
PO Box 25509
Juneau, Alaska 99802-5509

Click OK.

Nndky Nave s Deprasrrart: of Labze, £5C D)
- How iy | detevewre
ey Bdoncs. [ o (70305 W] Seospatae:

[ Address o | Asdondl WS |

Compary Nore Cortact I

oK

Mr e — o [
M Wi eax
 Aam

Aeks Depanvent of Ly

Frst Novse
Lant Nare
Adtmes

Helo
= Vendr =
nactive

Enter your Alaska State ID number. This will be on your Alaska State
Unemployment form along with your individual unemployment rate.

Select ESC Payable from your account list.
Click Next.

Add new payroll item (AK-State Unemployment Tax)

== Liability agency

which liability is paid:

Enter the number that

r
| identifies you to agency: IOOJOIZHS
Liability account - itae ; v
riitanlh |Payvoll Liabilities:ESC Payable _I
Lizblity account |Payrall Lisbilites:ESC Payable Ba|

{employee-paid):
This liability account tracks state unemployment insurance you owe, You
can change this account at any time,

Do NOT enter
this number.

Enter your own
State ID
number.

Change both of
these fields to
ESC Payable
under Payroll

Einish Help

Liabilities.

Cancel
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e Select Payroll Taxes from your account list.
o Click Next.

Add new payroll item (AK-State Unemployment Tax) )

Expense account

Enter the account for tracking this expense,
[Payroll Taxes ~]

Company-paid state unemployment insurance is an expense to your
. company. You can change this account at any time.

This next screen is very important. This is the screen QuickBooks will use to calculate the
amount of Alaska State Unemployment tax for each of your employees. You have a
company rate that QuickBooks must use to calculate the employer’s portion of ESC tax.
If the information in this screen is incorrect, your entire payroll will be incorrect.

CAUTION!!! THESE RATES CHANGE FROM YEAR TO YEAR. LOCATE YOUR
COMMUNITY’S STATE OF ALASKA CONTRIBUTION RATES FOR THE CURRENT TAX
YEAR AND ENTER THEM HERE.

e Verify that the rates you enter are the same rates that the State of Alaska gave you
for the current tax year.

e Verify that they have been entered correctly into QuickBooks.
e Click Next.

Add new payroll item (AK-State Unemployment Tax)

Company and employee tax rates for 2003

- Enter each tax rate as a percentage. Yourtax can change at the beginnning
of each calendar quarter.

Company rate Employee rate These rates are just

For1/1-3/31: [1.8% 0.5% examples! Your
For4/1-6/30: |[1.8% [05% community has its own
— rates.
For7/1-9/30: [1.8% [0.5%
' For 10/1-12/31: [1.8% [05%

Next Friet Cancel l
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Click Finish.

Taxable compensation

Select the tems subject to this state unemployment insurance tax.

7 Payrall kem J Click Defaut

for

Prev Einish ‘ Help | Cancel

Click OK.

l' 4 + T .
SehHeauleaynents,

i You can now set up a scheduled payment for this payroll item,
When vou set up a scheduled payment for your payroll lisbilities, you can track accrued
amounts and pay the liability in the Payroll Center. How do I set up a scheduled payment?

Setting Up Payroll Deductions

You have just edited and created all of your payroll tax items. You must now create
payroll items for your employees’ payroll deductions.
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Child Support Payroll ltem

Child Support is a deduction that QuickBooks may need to make from an employee’s

check.

Click Employees at the top of the screen.
Select Manage Payroll Items.
Select View/Edit Payroll ltem List.

JiickBooks Pro 00

Banking Reports Window Help

Employee Center
: Payroll Center
Enter Time > _
Pay Employees >
Edit/Void Paychecks
Payroll Taxes and Lizbilities »
Payroll Forms
My Payroll Service »
Ty ?
Payroll Setup ; Pav Bills
Manage Payroll Items » MNew Payroll Ttem I
Get Pavroll Undates i = it Pavroll Ite

Click Payroll Item.
Click New.

New Ctrl+N
Edit Ctrl+E
Delete Ctrl+D
Make Inactive

Show All Payrall Items

Ize Ctrl-+J

Find in Transactions...

Print List... Cirl+F
i Activities -
e
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e Click Custom Setup.
e Click Next.

Add new payroll item

Select setup method

Please select the method to use for setting up a new payroll tem.

Use Easy Setup for common payroll tems for compensation and benefits but
not tawees. Use Custom Setup for taxes and for less commaon payroll tems.

Cancel

£

e Click Deduction.
e Click Next.

Add new payroll item

Payroll item type

Select the type of payroll tem you want to create.
" Wage (Houry, Salary)

Commigsion (Percentage or Flat Amount)
Addition {Bonus, Mileage Reimbursement)

{ Deduction {Union Dues, 401(K) deferal, Simple IFLP'.}
Company Contribution (Employer 401{k) matching contrbution)
Eederal Tax (FUTA., Social Securty, Medicare)

State Tax (State Withholding, SDI, SLT)
Cther Tax (Local Tax, Misc. State Tax)

10 i

XN Y

Prewv MNext Cancel |
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e Enter the name CSED Deduction or Child Support.
e Click Next.

| Add new payroll item (Deduction)

Name used in paychecks and payroll reporis

Erter name for deduction:

|CSED Deduction|

For example, if you are creating a deduction for employee 407(k) plan. you
may want to call it ‘407"

Frev Next | Cancel

Enter the name, Child Support Enforcement Division in the first field. Take the
time to set this up as a Vendor by adding the following address.
Child Support Services Division (CSSD)
P.O. Box 102760
Anchorage, AK 99510-2760
You do not need to enter anything in the field that says Enter the number that
identifies you to agency because each employee that has child support taken out
will have a different number.
Select CSED Payable under Payroll Liabilities from your account list.
Click Next.

[ (DTS - "

== Agency for employee-paid liability

Select CSED
Payable under

Payroll Liabilities
from the account
list.

Enter name of agency to

wihich fiabfity is paid: |Ch|!d Support Enforcement Division L]

Enter the number that I
y  identifies you to agency:

Liability account

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

IPayroH Liabilities: CSED Payable

Back Next Einish Cancel
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¢ Do nothing to this screen.
e Click Next.

b A aaurasurrll 2 s (Dad i s na Q) CET Bt oy D
Wdd nevopayrollitemDeductions CSED Pagtiction)

Tax tracking type

If this item is reported on tax forms, you need to specify how itis ¢
tax classification from the list.

e ¥

%é(xpp\ QuickBooks does not include this amount on all Payrofl Tax Forms.

¢ Do nothing to this screen.
e Click Next.

Add rew payrotl tem (Deduction:CSED Deduction)
Toaxas
B T tem e daductnd from woges befom caiuiatng the folowsyg sekicind
s
éﬁe Pugred by Ok Defmat
é Unergioyment *| bl wetege
Fedecsl Winbokse:
é‘,d 0 owes |
\ 3 5o Securty Conpary
é Socal Securty Emglyes

b | bt | e | e | Geew |

e Do nothing to this screen.
e Click Next.

Rdd nevpayroll stem(DediictionCSED Pedtiction) | WX

5=+ Calculate based on quantity

< (O Calculate this item based on quantity!
S ‘5‘(?“‘ Select this item if you want this payroll item to be calculated based on a quantity that
\09" vou enter manually on paychecks,
) é 4o O Calaate tistem based on hours
s Select this item if you want this payroll item to be calculated based on the Regular
y é?‘ Pay and Overtime Pay hours worked,

Indude Sick and Yacation hours

(%) Neither
Select this item if you want this payroll item to be based on a percent of Net or
Gross, or a fiat amount per paycheck.

[ Back ” Next ] Finish [ Help ” Cancel ]
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IMPORTANT!!! You must select Net Pay!
e Select Net Pay.
e NOTE: It may not sound right, but if you do not select net pay, the employee’s
child support payment will not have taxes taken out of it. It is taxable income.

e Click Next.

Add new payroll item (Deduction:CSED Deduction)

Gross vs. net Select Net

Pay.

Select whether to calculate on
" gross pay

..................

If the rate is a percentage, this tem will be calculated based on gross or net
pay.

Prev Next Help Cancel

e Leave this screen alone because the amount for each employee will be different.
e Click Finish.

Add new payroll item (Deduction:CSED Deduction)

Default rate and limit

if the rate or amount is the same for all or most employees, enter it in the field
below. if the rate vares between employees, leave this field empty. Entera
percent symbal (%) after the number if this is a percentage rate.

I

if this item has an annual limit, and the limit is the same for all or most
employees, enter it in the field below . F the limit vares between employees,
leave this field empty.

Prev Finish Cancel
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Employee Advances Payroll ltem

Occasionally, employees come to you and request a payroll advance. A payroll advance
is a loan from your utility to your employee because you are giving them money before
they have actually earned it. It is not a good idea to give payroll advances, but if you
do, here is how you set up QuickBooks to deduct the advance from a future paycheck.

e First, check and make sure you have an account named Employee Advances.
Look in your Chart of Accounts by clicking your Acent icon on your Icon Bar.
Look towards the top of your list. If you do not have an Employee Advances
account, go to page 88, and follow the instructions to create it.

Now that you have your Employee Advances account you are ready to set up the
deduction.

e Click Employees at the top of the screen.
e Select Manage Payroll ltems.
e Select View/Edit Payroll ltem List.

ks Pro 20074

Banking Reports Window Help

Employee Center
Payroll Center

Enter Time 4

Pay Employees 3
Edit/Void Paychecks

Payroll Taxes and Liabilites »
Payroll Forms

My Payroll Service 4 =
= —f
Payroll Setup P. ,va
S Mew Payroll Ttem

e Click Payroll Item.

e Click New.
Mew Ctrl+M
Edit Ctrl+E
Delete Ctrl+D

Make Inactive

lse Ctrl+J
Find in Transactions...

Print List... Ctrl+P

Activities -
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e Click Custom Setup.

o Click Next.

e Click Deduction.
e Click Next.

(Add new payroll item

Select setup method

Please select the method to use for setting up a new payroll item
{

i

Use Easy Setup for common payroll items for compensation and benefits but
not taxes. Use Custom Setup for taxes and for less common payroll tems

Cancel

Add new payroll item

~

Dl ke

0 (| (0@

Payroll item type

Select the type of payroll tem you wart to create.

Wage (Hourly, Salany}

Commizsion (Percertage or Flat Amount)

Addition {(Bonus, Mileage Reimbursement)

! Deduction {Union Dues, 401{K} deferral, Simple IRA}

Company Cortribution {Employer 401k} matching contribution)

Federal Tax (FUTA, Social Security, Medicare)
State Tax (State Withholding, SO, SUI)
Cther Tax (Local Tax, Misc. State Tax)

Nec | |

e You may call this payroll item Employee Advances.

e Click Next.

|rederal |ax

dd new payroll item (Deduction)

Enter name for deduction:

|Ernp|0yee Advances|

Cancel

Name used in paychecks and payroll reports

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

may want to call it 407

£

Cancel
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When you deduct an employee advance from an employee’s paycheck, the money you
deduct is not going to be sent to an agency or a bank. Your community will keep this
money. You loaned the money to your employee by making the advance, and now the
employee is paying the loan back through a payroll deduction.

e Enter nothing in the first two fields.

e Select Employee Advances from your account list.
e Click Next.

Add new payroll item (Deduction:Employee Advances)
———— Agency for employee-paid liability

Select your
Employee
Advances
Account.

Enter name of agency to ] j
which liability is paid:

Enter the number that l

identifies you to agency:
Liability account
b ) |Employee Advances j
This liability account tracks deductions to be paid. You can change this
account at any time.
Prev I Next | Fned Cancel

e Do nothing with this screen.
e Click Next.

dd new payroll item (Deduction:Employee Advances)

Tax tracking type

If this item is reported on tax forms, you need to specify how it is classified.
Choose the tax classffication from the list.

SN E—
&?\01 QuickBooks does not include this amount on all Payroll Tax Forms.

¢ Do nothing with this screen.
e Click Next.
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o Make sure Neither is selected.
o Click Next.

el s evnpiy ol e Ded el b mploy e AdvAnEe) (X

= Calculate based on quantity

™

O leal