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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

22 QUICKBOOKS FOR SANITATION UTILITIES




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

INSTALLING AND REGISTERING QUICKBOOKS 25




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 C(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 I 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 |
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e Click No to tell QuickBooks that you don’t track inventory.
o 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
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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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e 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
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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
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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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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

- ) &2 6 v ¢ B 4 B8
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Wprosows Prot Gree ~ Wrmments I rstory

Repest To | EUMIRZEES &
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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.
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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 \

SETTING UP YOUR ACCOUNTING CATEGORIES 61




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.

¢ 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
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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
e 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!!!l 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

\
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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 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
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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
¢ 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

¢ Medicare Payable

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

SETTING UP YOUR ACCOUNTING CATEGORIES 83




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 Acent 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
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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 Woasheteria
¢ 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.

SETTING UP CUSTOMER SERVICES 103




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.
¢ 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? It 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

SETTING UP CUSTOMER SERVICES 119




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.

SETTING UP CUSTOMER SERVICES 125




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
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o SR IeE, Sar o) el ol b TS, OF VOU G0 CHoute 8
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» 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

138 QUICKBOOKS FOR SANITATION UTILITIES




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.
e 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.
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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 Iltem

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

£

o 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 Accnt 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 lealudata this itom based on quantiy
Salect this (tem If you want this payroll itam to be calculated based on a quantity that
op you enter manually on paychecks,
A O Caleulats this (tem based on haurs
A Select this item If you want this payroll item to be calculated based on the Regular
\ é? Pay and Overtime Pay hours worked.

(&) Neither

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

[ omack || x| [ Hep || coancel |

e Click Net Pay.

e NOTE: It may not sound right, but if you do not select net pay, the employee’s
payroll advance will not have taxes taken out of it. It is taxable income.

e Click Next.

Add new payroll Item (Deduction:Employee Advances)

e Leave this screen as is.
e Click Finish.

Add new payrall item (Dedaction:Employee Advances) x

|

Defsult rate and himit

-

1 the mte oc amount i the same for o or most enplopees. ander £ n the Neld
Selow 1 e e viries betweot angiopess ledve B lald ety  Edwra
poroet myrddd (1) aher the rormber f thie i & porcentnge me.

'és‘ F—

\é ¥ s fom Fus n el bevd, andd S et s e sarve for ol ¢ racet

N

S

esaioyees. srter t 1 e ks belaw F dhw leat vases Detwsen srpicyees
Searve s fiedd empty

®~Os‘

7
i
d
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Setting Up Wage ltems

Hourly Wage Payroll ltem

You have a complex payroll. You must set up QuickBooks to pay the correct wages to
each employee, and to keep track of which department pays the wages. Sometimes an
employee may work for several different departments and/or earn different wage rates in
a single pay period.

After you set up the Payroll ltems, QuickBooks will keep track of the correct wages even
when an employee works for several departments and earns different wage rates in the
same pay period. For every different hourly wage an employee earns, you need a
separate payroll item.

For example, if you have an employee that works for Water & Sewer and earns
$15.00/hour and the same employee earns $10/hour when working in the Washeteria,
you will need two hourly wage payroll items: Hourly Wage 1 and Hourly Wage 2. If
they work overtime for each of these departments, you will also need two overtime
payroll items: Overtime Wage 1 and Overtime Wage 2.

All of your employees will use the same Hourly Wage and Overtime items. Do not
create separate wage items for each of your employees. Let’s create them now:

Step 1

e Click Employees at the top of the screen.
e Select Manage Payroll ltems.
e Select View/Edit Payroll ltem List.

N CKBO0KS P10 d U0/

;j' Banking Reports Window Help
Employee Center
Payroll Center

Enter Time »
| PayEmployees 4

Edit/Void Paychecks

Payroll Taxes and Lizbllites »

Payroll Forms

My Payroll Serv » )
== Y Y ervice > Ll"\?

Payroll Setup Pav
nr = ST A '_77»-‘ _' "'n',",‘

Mew Payroll Ttem I

teltmer, sl eneniaios
Get Pavroll Lindates
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Step 2
e Click Payroll ltem.
e Click New.

Mew Cirl+M

Show All Payroll Items

Find in Transactions...

Print List... Ctrl+P

Activities -

Step 3
e Click Custom Setup.
e Click Next.

dd new payroll item

Select setup method

Please select the method to use for setting up a new payroll tem.

01 Ise Easy Setup for common payroll tems for compensation and benefits but
t ?\ not taxes. se Custom Setup for taxes and for less common payroll items.

£

Cancel
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Step 4

e Click the top box Wage.
o Click Next.

Add new payroll item

Fayroll item type

Selec.'_t the type of payroll item you want to create.
(¥ | Wage {Hourly, Salary)
" Commission {Percentage or Flat Amount)
" Addtion {Bonus, Mileage Reimbursement)
" Deduction {Union Dues, 401{K) defemal, Simple IR4)
" Company Contribution (Employer 4071(k) matching contrbution)
~
~
~

Federal Tax (FUTA., Social Securty, Medicars)
State Tax (State Withholding, SDI, SUIT)
Cther Tax (Local Tax, Misc. State Tax)

Prewv Mext Cancel |

Step 5
Click the box labeled Hourly Wages.
e Click Regular Pay. NOTE: These may be on two screens, not one.
e Click Next.

Add new payroll item

Wages

Do you want to set up a payroll item to track salary or houdy wages?
@ Salafy Wages

Is this tem for regular, sick, or vacation pay?
i+ Regular Pay
" Sick Pay
(" Vacation Pay

Prev l

£

| Pty I Cancel I
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Step 6

e Enter the name Hourly Wage 1.
o Click Next.

Add new payroll item (Hourly Wage)

NMame used in paychecks and payroll reports

Enter name for houry tem:

|Hn:|ur|'_.r Wage 1

For example, f you are creating a payroll tem to track overtime, you may
wart to call it ‘Hourdy Overtime”.

Prev MNext Cancel

Step 7
¢ Do nothing with this screen. The account should be Payroll Expenses.
e Click Finish.

Add new payroll item (Hourly Wage:Hourly Wage 1)

Expense account

Erter the account for tracking this expense.

Payroll Expenses j

Houry wages are an expense to your company. You can change this
account at any time.

Erev Einish Cancel
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It’s Your Turn!

Following Steps 1 through 7 above, create the following Wage ltems:
e Hourly Wage 2
¢ Hourly Wage 3

Check Your Work!

Make sure you have three Hourly Wage items (1, 2 & 3). Make sure their Type is Hourly
Wage.

TR A LASELY AT N wm ey L PNITH O LRIV CUPVI L DU

% Payroll Item List

ftem Name Type

Houry Wage 1 Hourly Wage
Hourdy Wage 2 Hourdy Wage
Hourly Wage 3 Hourly Wage
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Overtime Wage Payroll ltem

An Overtime payroll item is set up like an hourly payroll item except for the name.

Step 1

¢ Click Employees at the top of the screen.
e Select Manage Payroll ltems.
e Select View/Edit Payroll ltem List.

[emieRe

Enter Time

My Payroll Service » =
_—_)
- =
Pav Bills

Step 2

Employee Center
Payroll Center

Pay Employees »
Edit/Void Paychecks

Payroll Taxes and Liabilites »
Payroll Forms

Payroll Setup
Manage Payroll Items
Get Payroll Updates

OKS IO U078
Banking Reports Window Help

New Payroll Ttem

e Click Payroll ltem at the bottom left of the screen.

e Click New.

Mew Ctrl+N

Edit Cirl+E
Delete Ctrl+D

Make Inactive

se Ctrl+J
Find in Transactions...

Print List... Ctrl+p
1 Activities -
EESSSSSS——

~ View [ Edit Payroll Ttem L
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Step 3
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 item.

Ise Easy Setup for common payroll tems for compensation and benefits but
naot tawes. Use Custom Setup fortaxes and for less comman payroll tems.

£

Cancel

Step 4
e Click Wage.
e Click Next.

Add new payroll item

e Payroll item type

hy. 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} defenal, Simple IRA}
Company Contribution {Employer 401k} matching contribution)
Federal Tax (FUTA. Social Securnty, Medicare)

State Tax (State Withholding, SDI, SUI)

Other Tax {Local Tax, Misc. State Tax)

2 (160 R ) N e (N iy

Prev | Next I Freh I Cancel I
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Step 5

These next windows may be presented a little differently. Just make sure you select
Hourly Wages and Overtime Pay.

e Click Hourly Wages.

e Click Regular Pay.

e Click Next.

Add new payroll item

Wages

Do you want to set up a payroli item to track salary or hourdy wages?
(" Salary Wages

Is this tem for regular, sick, or vacation pay?

+ Regular Pay
" Sick Pay
{" Vacation Pay

Prev Cancel

IE
-1
a2

Step 6

e Select Overtime Pay.
e Click Next.

Add new payroll item (Hourly Wage)

Is this item for regular, overtime, sick, or vacation pay?
(" Regular Pay

Back Next Finist
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Step 7

e Name this item Overtime Wage 1.
o Click Next.

Add new payroll item (Hourly Wage)

Name used in paychecks and payroll reports

Enter name for houry item:

[Overtime Wage 1

For example, if you are creating a payroll item to track overtime, you may
want to call it "Houry Overtime’.

Prev Next Fach Cancel

Step 8

o Select Time-and-a-half.
e Click Next.

Define Overtime

Define overtime for this payroll item.
(3) Time-and-a-half: 1.50 times the base wage!

() Double-time: 2.00 times the base wage

\
“D O custom: | ;
é? Use this option to define a different overtime rate; e.g., enter 3 for triple-time.

If your company pays several different overtime rates, create a separate payroll item for
eachrate, You don't need to create a separate item for each employee, When you set
up the employee's record, you can attach one of these overtime items to it and then
assign a specific dollar amount.
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Step 9

¢ Do nothing with this screen. Payroll Expenses is the correct account.
e Click Finish.

Add new payroll item (Hourly Wage:Overtime Wage 1)

- Expense account

Enter the account for tracking this expense.

P'SQ Hourly wages are an expense to your company. You can change this
account at any time.

Prev Brfr=a) Finish Cancel I

It’s Your Turn!

Create the same number of Overtime Wage payroll items as you have Hourly Wage
payroll items. Follow the steps above and create:

e Overtime Wage 2
e Overtime Wage 3
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Check Your Work!

In the screen below there are three Hourly Wage and three Overtime Wage payroll
items.

Itermn Mame

Type

Hourly Wage 1

Hourly Wage 2

Hourly Wage 3

Owertime Wage 1

Owertime Wage 2

Owertime Wage 3

CSED Deduction

Employes Advances

Water Sewer Payment
Advance Earned Income Credit
Federal Withholding

Medicare Company

Medicare Employee

Social Security Company
Social Security Employes

AK - Unemployment Company
AK - Unemployment Employee

Hourly Wage

Hourly Wage

Hourly Wage

Hourly Wage

Hourly Wage

Hourly Wage

Deduction

Deduction

Deduction

Federal Tax

Federal Tax

Federal Tax

Federal Tax

Federal Tax

Federal Tax

State Unemployment Tax
State Unemployment Tax
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Stipend Payroll ltem

According to the IRS, stipend checks need to be processed through your payroll as wages.
The Stipend Wage payroll item is set up as an addition.

e Click Employees at the top of the screen.
e Select Manage Payroll Items.
e Select View/Edit Payroll Item List.

Il Employees

Banking Reports Window Help

Employee Center
Payroll Center

ﬂ Enter Time >
Pay Employees >
Edit/Void Paychecks Eampany
Payroll Taxes and Liabilites » r’.g
Payroll Forms =

Chartof

My Payroll Service » = Accounts
Payroll Setup Pav Bills
Manage Payroll Items 2 New Payroll Item I £
Get Payroll Updates | View J/ Edit Payroll Ttem List Items &

e Click Payroll Item.

e Click New.

MNew

Edit Ctrl+E

Delete -

Make Inactive

Show all Pavroll Items

= Ctrl+

Find in Transactions...

Print List... Chrl 4P
Activities

——— =
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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 item.
(" Easy Setup

(+ | Custom Setup!

Use Easy Setup for common payroll tems for compensation and benefits but
not taxes. Use Custom Setup for tawes and for less common payroll tems.

£

Cancel

o Click Addition.
e Click Next.

dd new payroll item

o=+ Payroll item type

Select the type of payroll item you want to create.
@ Wage (Hourly Wages, Annual Salary, Commission, Bonus)

i Addition (Employee Loan, 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)

® 530 e e =e o

Back Next Einish
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e Name this item Stipend Wage.
e Click Next.

Add new payroll item (Hourly Wage)

Name used in paychecks and payroll reports

Enter name for houry item:

|Stipend Wage

For example, if you are creating a payroll item to track overtime, you may
want to call it "Hourdy Overtime”.

S
ééid

pev | Nem | men | Cancel

e Select Stipend Wage from the account list.
e Click Next.

Add new payroll item (Addition:Stipend Wage)

Expense account

Enter the account for tracking this expense.
|stipend Wage |

Company-paid additions are an expense to your compan
. change this account at any time,

Back Next Firfst
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¢ Do nothing with this screen.
e Click Next.

Fl Add new payroll item (Addition:Stipend Wage)

Tax tracking type

If this item Is reported on tax forms, you need to specify how
tax classification from the list.

Compensation ¥

This tax tracking type is usually associated with additions. Use
taxable wages such as bonuses, awards, and piece wark in cz
other payments,

Effect on Form 941: Increases taxable wages on line 2.
QuickBooks 2005 and above, Effect on Form 944 Increases t
wages on line 1.

Effect on Form \W-2: Increases taxable wages in box 1.

Back Next Eiriishy

Stipend for a City Government Elected Official

According to IRS Ruling, city government elected officials should be treated as employees.
They are subject to federal income tax withholding and Medicare withholding. Whether
they are subject to Social Security withholding depends on whether they are part of a
qualifying retirement plan or not. If they are not part of a qualifying retirement plan of
the city government, they are subject to social security withholding. City government
elected officials are not subject to Alaska State Unemployment tax. Make a check mark
next to the taxes that apply. Pay attention to Social Security.

o Click Next.

Taxes

Select the taxes that apply to this addition.

When a tax is selected, QuickBooks increases wage
é ?\oPs before calculating the tax. This usually increases t

bp\ J | Payroll Item

] Federal Unemployment =

A é? J |Federal Withholding —
Medicare Company

Medicare Employee

Social Security Company

Social Security Employee

i | AK - Unemployment Company | Ll

Back Next Einish I
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Stipend for a Tribal Council Member

If your tribal government pays stipends to Tribal council members, the Internal Revenue
Service requires you to report these members as employees. However, these wages are
exempt from all withholding taxes---Federal Income Tax, Social Security Tax, Medicare
Tax, and Alaska Unemployment Tax.

e Click Next.

s vy AA =, 1

dd new payroll item (Addition:Stipend Wage)

Taxes

Select the taxes that apply to this addition,

When a tax is selected, QuickBooks increases wags
before calculating the tax, This usually increases th
& | Payroll item

Federal Unemployment
Federal Withholding
Medicare Company

-~
—
p—

Medicare Employee

i |Social Security Company |
Social Security Employee

AK - Unemployment Company

hd

Back Next FEiriist |

o Click Yes

Payroll Item Taxability

The following payroll items are usually checked:
Federal Unemployment
Federal Withholding
Medicare Comparny
Medicare Employee
Social Security Company
Sodial Security Employee
Ak, - Unemployment Company
AK - Unemployment Employee

LR

Click Yes to keep the selections you've made.
Click Mo to change your selections,
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¢ Do nothing with this screen. Neither is selected.
e Click Next.

Calculate based on quantity

" Calculate this item based on quantity:

Select this item if you want this payroll item to be ¢
you enter manually on paychecks.

bp\' " Calculate this item based on hours

Select this item if you want this payroll item to be ¢
é?‘ Pay and Overtime Pay hours worked.

[T Include Sick and Yacation hours

& Neither

Select this item if you want this payroll item to be b
Gross, or a flat amount per pavcheck.,

Back Next FEirifshi

e Select Net Pay

..................

{* hetpay!

5.@‘3?’ " gross pay

é

é \ola gy ;
AQ\ If the rate is a percentage, this item will be ca

Back Next Einish
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e If all of your council members receive the same stipend amount, you may enter it
here.
e Click Finish.

goo Nt i 0 AR '

H Add new payroll item (Addition:Stipend Wage)

Default rate and limit

R & N L [y 1

The rate you enter here will be the default rate for this item w
record, To change the rate or amount for a particular employe
QuickBooks will use the number in the employee recard when
Enter a percent symbol {3&) after the number if this is a perce

IS0.00

If this item has an upper limit, enter it here, If you leave the i
record, this limit will be used. If you leave this limit blank, the
employee’s record will be used. If you enter 3 limit both here
record, the lower of the two will be used.

—_—

[V This is an annual limit. {(Restart calculations at the beginnin

=

_ =

it

Back | Nexst I Finish
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Check Your Work!

When you have completed setting up your payroll items, review your Payroll ltems List as
follows:

e Make sure that the Type column next to hourly wages and overtime wages says
Hourly Wage. If it says anything else in the Type column, the item has been set up
incorrectly and your payroll will be incorrect. If the Type column of an Hourly
Wage or Overtime Wage item says Salary or Deduction or anything else, you must
delete the item and start over.

e Make sure that all of your Hourly Wages and Overtime Wages have unique
names.

e Make sure that the Type column next to CSED says Deduction.

e Make sure that the Type column next to all of your Federal Taxes says Federal
Tax.

e Make sure that the Type column next to your State Unemployment Tax says State
Unemployment Tax.

e Make sure that the Type column next to Stipend says Addition.

e Make sure that the Type column next to Employee Advances says Deduction.

,:"3, City of Salmon River - QuickBooks Pro 2007 - [Payroll Ite
tdf Fil= Edit Wiew Lists Company Customers Vendors Emple

® & &2 )

Home Customer Center Vendor Center Employee Center | R
Item Mame Type
Hourly Wage 1 Hourly Wage
Hourly Wage 2 Hourly Wage
Hourly YWage 3 Hourly Wage
Overtime Wage 1 Hourly Wage
Overtime Wage 2 Hourly Wage
Overtime Wage 3 Hourly Wage
Stipend Wage Addition
CSED Deduction Deduction
Employes Advances Deduction
Water Sewer Payment Deduction
Advance Earned Income Credit Federal Tax
Federal Withhalding Federal Tax
Medicare Company Federal Tax
Medicare Employes Federal Tax
Social Security Company Federal Tax
Sodial Security Emplayee Federal Tax
AK - Unemployment Company State Unemployment Tax
AK - Unemployment Employees State Unemployment Tax
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Deleting a Payroll ltem

Did you find an error? You can correct an error either by editing a payroll item (see page
141) or deleting it and starting over. In the future, you may find you want to delete a
payroll item that you never use, such as the CSED deduction.

If you have not used a Payroll Item in an Employee Record and if you have not run a
Payroll, you may delete it.

e Select whatever item you wish to delete by clicking on it once.
e Click the Payroll Item button at the bottom left of the screen.
e C(lick Delete.

W . —————
[ ten tove
ooty Wags ¥
Houty Wage 2
Houty Wage 2
Ovetme Wage |
Ovatae Wage 2
Cromtorm Wage )
Stoes W

Advane Exred hoove Cadt
Feaseay Unamgioprent

fasa Weodng

Vedae Enplepee

Soold Secoty Company
focl Sacumy [rgioms

A - Unevgioyrent Corpany
AK - Unevsioyrert Erployee Stme Unerpicprset Tan

Find i Transacsons
Predint... =

hrpnljun'] At 'f Ragoty vl' Bame ¥

e Click OK.

o S

elete Payroll ltem

:r) Are you sure you wart to delete this payroll tem?
-

Cancel |
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Creating a Scheduled Payroll

QuickBooks will keep a calendar of your scheduled payrolls. 1t will give you the dates for
each pay period and will give you the date of the payday. Here’s how to set this up.

e Click Employees.
e Click Pay Employees then Add or Edit Payroll Schedules. OR
e Click Add or Edit Payroll Schedules directly from the menu under Employees.

Iﬁ& Banking Reports ‘Wwindow

Emplovee Center
Pavroll Center

|Em|:u|n:uyees Banking Reports Window Help

| Employee Center =

I Y

- Payroll Center Enter Time [
Scheduled Payral pay Enployzes
Edit/Void Paychecks Special Payroll » Add or Edit Payroll Schedules
Payroll Taxes and Liabilities  » - = Editjoid PBYChECkST .
Payrall Forms Payroll Taxes and Liabilities ¥
— OR Payrall Farms

e Click Payroll Schedule at the lower left of the new screen.
e Click New.

i Payroll Schedule '?lrlnclude inackive

Mew Cirl+M
Edit Payroll Schedule Ctrl+E
Delete Payroll Schedule Cirl+D

Make Payroll Schedule Inactive
Shiow Inactive Payroll Schedules
Customize Columns. ..

Many communities in rural Alaska have biweekly pay periods. This sample payroll will
use a biweekly pay period schedule. A biweekly payroll occurs every other week ending
on the same day of the week.

IMPORTANT! Don’t confuse a biweekly payroll with a semimonthly payroll. A
semimonthly payroll occurs twice a month on the 1t and the 15" of every month. A
biweekly payroll has 26 paydays in a year. A semimonthly payroll has 24 paydays in a
year.
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e Enter your payroll name in the first window. In this example, the Payroll
Schedule has been named Biweekly.

e Select the pay frequency for your payroll in the second window. This example
shows that in a biweekly payroll, employees will be paid every other week.

e In the third window, enter the ending date of the first payroll you will be entering
in QuickBooks.

e In the fourth window, enter the date the paychecks will be written for that first
payroll.

e Click OK.

The information you provide will be used to create a payroll schedule, What is a payroll schedule?
‘fou can set up multiple payroll schedules if you need to.  Why do I need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks 2007: How do I set up a payroll schedule?

What do you want to name this payroll schedule? (e.q., "Weekly”, "Biweekly”, "Manthly”, etc) IBiweek.Iy

How often will yvou pay your employees on this schedule? IBiweeka (Every other week) ﬂ

What is the pay period end date? |D 1/05/2008 E

What date should appear on paychecks for this pay period? | AAEEf ] =

Changing a Scheduled Payroll

At some point, you may begin processing a payroll and notice that your scheduled
payroll screen has incorrect dates. Make sure you amend this payroll schedule before
processing your paychecks. QuickBooks will let you edit the schedule and get back on
track with the correct dates.

e Click on Payroll.

A Gty of Salmon River Two - QuickBooks Pro 2007
File Edit WView Lists Company Customers Vendors Employees Banking Reports Window Help

2 )
@ & & g E4 & B B ®
Home Customer Center Vendor Center Employee Center | Report Center Payroll Invoice Backup Accnt Bill
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e Click Related Payroll Activities.
e Click Add or Edit Payroll Schedule.

Process Payroll by... | ...for Payroll Schedule | ...and Pay Period ... with Check Date |
% 0172172008 Biweekly 01/06/2008 - 0171972008 01/21/2008]
Pay
Employees
|§Related Payroll Activities~ | Special Payroll Start Scheduled Payroll. ..
Edit or Void Paychecks
Add or Edit Payroll Schedules

e Double-click your payroll schedule line.

7. Payrollscheduleist A=l

A Include inactive

¢ Change whichever dates need to be changed. Click OK.

i m] ]

The infarmation you provide will be used to create a payroll schedule, What is a payroll schedule?
‘fou can set up multiple payroll schedules if you need to. Why do T need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks 2007: How do I set up a payroll schedule?

What do you want to name this payroll schedule? (e.q., "Weekly”, "Biweekly”, "Monthly”, etc) Im

How often will vou pay vour employees on this schedule? |Bi';-.'eeH~r' (Every other week) j

What is the pay period end date? |IJ 1/19/2008 E

What date should appear on paychecks for this pay period? |II| 1/21/2008 E
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Creating Scheduled Liability Payments

QuickBooks will keep track of your liability payments for you. This section will show you
how to set up your scheduled liability payments.

e Click Employee Center.
e Click Payroll tab.

3 salmon River - QuickBooks Pro 2007
File Edit View Lists Company Customers Vendors Employees Banking Re

@ & & G

Home Customer Center Vendor Center Emplu:uye!&qter

¥

Report Center

Lo

[ Print~ @ My Payroll service ? Learning Resources »

Employess ] Transactions ] Payroll ~ I]‘

e Click Related Payment Activities in the Pay Scheduled Liabilities section of the
screen.
e Click Edit Payment Due Dates/Method:s.

< | Send By Status Payment
ﬂ JuickBooks can help you organize and
@ scheduled payments, Show me an exal
Pay Click Related Payment Activities and th
Scheduled scheduled payments,
Liabilities

! Related Payment Activities »:

View E-payment History

Edit Fayment Due Dates [ Methods

= I [ Y ma-= 1 ==
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e Click Continue.
QuickBooks
Payroll Setup Add or edit scheduled tax payments
=p¢ 1Tax Payments . . i )
TR DT T In this section, you'll be able to set up new scheduled t
E-pay accounts As an Enhanced Payroll customer, you can choose to |
Enrollments electronically (e-pay), directly from QuickBooks.
2 Benefit & Other Payments We'l help you set up schedules for your tax paymeni
and how often they should be paid.
If you've already set up scheduled payments, we'll help v
+ Tax liability payment information
* Bank account information (Enhanced Payroll se
+ Agency enrollment information (Enhanced Payr
¢ Do nothing with this screen.
e Click Next.
& Sohanuatl Voynil st > . O
i sy b e =
e O D~
Canm | . I
¢ Your community probably does not pay Federal Unemployment (940) tax. If
your community does not pay this tax, you can ignore this screen.
e Click Next.

SO D) payments for Federnt 040 (TRS)

L I B SN PR

Al me thang Losea arvaned together)

Ok for
™ Eow [<1' 1

fw-».:.- » oy

Al dame o dedand ontuer o tul szt ae o a0 aotan)
Aller Lotuoae zir Ssanll lsause roateot 20 000 dud daths aissal

le

< Pravium E
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e Select your bank or whoever you pay your 941 Payroll taxes to, such as EFTPS, as
the Payee.

e Select your pay period for the field labeled Deposit Frequency. If you have a
biweekly pay period, select Semi-weekly.

e Click Next.

Echedule Payments |
Set up payments for Federal 941 (IRS)
Federal 341 indude Federal PIT Withholdings, Sodial Security, and Medicare.

Why are these taxes arouped together?

Payment Method i+ Check
BETA
" E-pay Explain
* Payes ellsFargo j Explain

Explain

* Deposit Frequency

Why does my deposit frequency not appear as an option?
After Ichoose my deposit frequency, where do the due dates appear?

Cancel | < Previous I Mext =

e The Payee should be Alaska Department of Labor, ESC Division.
e The Deposit Frequency should be Quarterly.

e Click Finish.

e Click Continue.

dit Payment Schedule - AK Unemployment Insurance (DLWD)

I

Set up payments for AK Unemployment Insurance (DLWD)
AK UL payments include Unemployment Insurance.

Why are these taxes grouped together?

* Payee Alaska Department of Labor ESC Division j Explain
* AK Deptof Labor and Workforce Dev| 00012345 Explain
Employer Acct No. Bx: 00099992 or 99999999
* Deposit Frequency Quarterly | Explain

Quarterly is theusual frequency

Why does my deposit frequency not appear as an option?
After Ichoose my deposit frequency, where do the due dates appear?

* required field

coes_|
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e Click the box Benefits & Other Payments.

o Click Continue.

;M Salmon River - QuickBooks Pro 2007

LT

ile QuickBooks Payroll Setup

f
v QuickBooks

e Double-click CSED.

J 1 Tax Payments

Payroll Setup

=» Schedule payments
E-pay accounts
Enrollments

2 Benefit & Other Payments

QuickBooks Payroll Setup

QuickBooks
Payroll Setup

J 1 Tax Payments
o/ 2 Benefit & Other Payments
= Schedule Payments

Review your Benefits and Other Payments

Benefits and Other Paymenis Frequency

CSED Mo regular payments scheduled

188
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e Tell QuickBooks when you would like to pay the Child Support. In the example
below, we elected to pay it Monthly.
e Click Finish.

Books Payroll Setup
dit DEDUCTION: CSED

Edit the payment schedule for CSED

Payee (Vendor) IChiId Suppart Enforcement Division j Explain

Account #
(The number the payee uses to identify you. Example: 99-93399X)

Payment frequency ¢ Weekly, on I Monday ]' for the previous week's liabilities
& Monthly, on the I 1 j' day of the month for the previous month's liabilities

" Quarterly, on the I 1 j' day of the month for the previous guarter's liabilities

" Annually, on IJanuary'

j I:l j for the previous year's liabilites

(" Idon'tneed a reqular payment schedule for this item

e Click Finish.

QuichBooks
48 Ve Pegmeven

o A Benath & e Pame—
| WNens Pevevenas

4t bt e " o— Cre——

R4 FC 20 WAL AN DA 2208 M2 haw

e
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Creating Employees in QuickBooks

In this section you will learn how to enter employees and their information in
QuickBooks. You should have the following two forms on file for every employee:

e IRS Form W-4 Employee’s Withholding Allowance Certificate
e Form I-9 Employment Eligibility Verification

If you do not have these forms on file for every employee, you can obtain them online
by visiting the following websites:

http://www.irs.gov/

www.uscis.gov/files/form/i-9.pdf

All the employee information you need to create an employee record in QuickBooks is
on the W-4.

Step 1

e Click Employee Center on your lcon Bar.

i3 salmon River - QuickBooks Pro 2007
File Edit WView Lists Company Customers Vendors Employees Banking Reports  Window

® & & -

Home Customer Center Vendor Center Employee Center
I /
Step 2

e Click the Employees tab.
e Click New Employee.

EPJQJ

Report Center Payroll

A Salmon River - QuickBooks Pro 2007

File Edit Wiew Lists Company Customers Ver

@ & &

Home Customer Center Vendor Center  Emple

Employees Transacﬁuns] Payroll ] E

View IAcﬁ'-;e Employees | =+ |

I hlarma
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http://www.irs.gov/
http://www.uscis.gov/files/form/i-9.pdf

Step 3

¢ Enter the employee’s full name and social security number. The other fields are
optional.
e Click the Address and Contact tab.

ormmon Y Wlkion, Mot o
Change lebet  rursms 29s » |  Covs |
o - |2
Pervenal Addem e Cordmt Addorel o | [T |
o | -y
s N 11 Encioves &
Bt e el Ml e

L e wihon

Pred o

Machedl Wi
Chechs =
Sk I RuTn
etde v
Do of fwth Ll
.

Step 4
e Enter the street address or PO Box, City, State and Zip Code.

e Switch to the Payroll and Compensation Info tab in the Change Tabs field by
clicking the arrow next to Personal Info.

a T g . ol - = H — L. )
Homne Customer Center  Vendor Center Employee Center  Report Center  ° Pawroll  Inwvoi

Information For: Michae! Wilson
Change tabs:
Personal

Home Address

Address | PO Box 806

ersonal Info
Payroll and Compensation Info
Emplovrient Info

HERNE

|

Phone
Cellular
Alt, Phone
Fax

E-mnail

Pager

Al

) —
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Step 5

e Enter an hourly wage item for each different hourly wage the employee receives.
e Enter an overtime wage item for each different overtime wage the employee
receives.

In the example below, this employee earns two different hourly wages.

Payroll ltem Hourly Payroll ltem Overtime

Name Wage Name Wage Department
Hourly Wage1  $10.00  Overtime Wage 1 $15.00 Water/Sewer
Hourly Wage 2 $15.00 Overtime Wage 2 $22.50 Admin & Finance

Note that the Overtime Wage Payroll ltem number is 1.5 times the Hourly Wage Payroll ltem
number.

e Select your Payroll Schedule.
¢ Enter any additions the employee has.

In the example below, this employee receives a Council stipend.
e Enter any deductions the employee has.

e In the example below, this employee pays Child Support of
$100/month. This deduction is entered as $50.00 because this
employee will be paid twice per month totaling $100.00.

e Our employee also makes a $70.00 per month water/sewer utility
payment from his paycheck, so the monthly Water/Sewer
Deduction is brought into his deduction box on the first paycheck
of each month. (See page 311 for how to set up this payroll item).

e Leave the Class blank.
e Click Taxes.

l Type a help question Ask' j

| Information for: Wilson, Michael

Change tabs:  |Payroll and Compensation Info |

Payroll Info I

Earnings

Select your
Payroll
Schedule.

Payrall  [Biweekly -

Itemn Mame Hourly/Annual Rate Schedule SRR
Hourly Wage 1 10.00 =] Pay Frequency Im
Hourly Wage 2 15,00 _
Gvertime Wage 1 1500 ¢ OB | =]
Leave
Enter additions Additions, Deductions and Company Contributions blank.
and Item Name Amount Limit Taxes..

deductions
here.

Stipend Wage 50,00 ==l SickNacation
¥ e
= | rSED Deduction | 50.00 || —I- :
Water Sewer Pay... -70.00 Direct Deposit |

Click here
to enter
Taxes.

[ Employee is covered by a gualified pension plan
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Step 6

Look at the employee’s W-4.

Enter Married or Single from the drop-down menu in the Filing Status box.
Enter the number of allowances they are claiming.

There is a good chance your community is exempt from paying Federal
Unemployment Tax. If you are exempt, unclick the box.

e Click the State tab.

Step 7
e Select AK from the state list. A box will appear that says SUI and it will be
checked. This activates your Alaska State Unemployment deduction.
e Click OK.
e Click Continue.

N
(D | o | B
- S s
Step 8
o Click OK.
e Click Leave As ls.
[ o ¢ mvnryre Peprad ke futimt)
) ipposisunns
EQ— l PR
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It’s Your Turn!

Using the instructions above, enter the rest of your employees. Use the following
checklist to help you enter all the necessary information in each employee record:

____Name

___Social Security Number

___ Street Address or PO Box number

___ City, State, Zip

____Payroll Schedule — Biweekly, Semimonthly, Weekly, Monthly?

____Hourly Wage — One hourly wage item for each different hourly rate the
employee earns

___ Overtime Wage — One overtime wage item for each different overtime hourly
rate the employee earns

___Payroll Addition — Stipend

___Payroll Deduction — Child Support, Water/Sewer Payment, Employee Advances

___Single or Married

____ # of Allowances

___ Federal Unemployment Tax — Turn it off if your community does not pay this tax

___Alaska Unemployment Tax — Turn it on (located on the State Tab)

Check Your Work!

To look at your employee list,

e Click Employee Center.

A salmon River - QuickBooks Pro 2007

File Edit View Lists Company Customers Vendors Employees Banking Re
@ & & = By
Home Customer Center Vendor Center Employee Center | Report Center

|

e Click on each employee in the list and verify their mailing address.
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Find a Mistake?

e Double-click the employee and change their record.

Haome | Customer Center Vendor Center Employee Center | Heport Center ” Fayrall

Employees ITransach'ons ] Fayroll ]

View I.ﬁ.ch’ve Employees | -+ |

Mame

Wilson, Michael M

*ﬂ New Employee... H:l Manage Employee Information » & Print » ﬂ Exc

Employee Information

Employes Mame  Wilson, Michael M

Address  Michael M Wilson
PO Box 8068
Salmon River, Ak 29379

Emiail
Create the following report:
e Click Reports.
e Select Employees and Payroll.
e Select Employees Withholding.
Do Wincaw  HED
3=g0rt Center
Menoraed Recorty »
Fecoews MUt Tapo
Compeny AFnercal .
Customers & Recevabies »
Saes »
2003, Time S Miesge .
Vercurs 3 Tavabes » s
Surmariae Oaerol D3t n Exol
Syeg »
Porral Summery
Accourtert & Taves : Payrol I Detsd
st > EWM
Cuntarn Tharsachon Dets Regot Payrok Transactiors by Payes
= Fapcd Transacton Detad
Tramsacton sy T ettt
Transacson Joural Srooyes Contact ez
TR ce titro
There a0 Yarsi  Pepol BemUstng
Daiet Taew (0¥ Lt
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e Check the employee social security numbers, Filing Status and Federal Allowances
that you just entered.
¢ When you run the first payroll, you will verify that their hourly rates are accurate.

il Employee Withholding Type 3 help question [Ask|

Modify Report.. . Memorize... || Print... || E-mail * || Export... Hide Header Refresh | Sort By | Defaulk hd

%33IPM City of Salmon River
o710:07 Employee Withholding
B Employee el 55 Ho. <+ Federal Filing Status  + Fed... + Federal Extr... + 5ta... + State Filing Status
» Wilzon, Michael 999-99-9959 Marriecd 1 000 cnaon...

e If you find an error, just double-click the error on the report and change it on the
employee record in the area where you entered the information originally.

Entering Employee Year-to-Date Payroll
Information

If your startup date is any date other than January 1, your employees will have already
received paychecks in the calendar year. Each time an employee is paid, QuickBooks
classifies their gross pay, additions, deductions, and net pay as current information. All
this information--from the January 1¢ payrolls up to the current payroll—are accumulated
and called year-to-date information.

When you set up an employee in QuickBooks who has received prior paychecks during
the calendar year, it is possible to enter the past payroll information into QuickBooks so
that at year-end you can create a complete W-2 for the employee. This is a complicated
process that is outside of the scope of this manual, but if any of you are feeling brave, you
can try to enter the information using the following procedure.
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e Click Employees.
e Click Payroll Setup.

Employees Banking Reports  Wir

| Employee Center
Payroll Center

Pay Employees ]
Edit/Void Paychecks

Payroll Taxes and Liabilities ¥
Payroll Forms

Workers Compensation 3

My Payroll Service 3

Payroll Setup
Manage Payroll Items »

[T RN | .

You will see the following message on your screen.

QuickBooks Payroll Setup

Payroll Setup

Processing ..

INNEREEEER

QuickBooks likes you to do things in order. Box 5 (Payroll History) is the menu choice
that takes you to the area for entering year-to-date information. You cannot check the
box and enter that area, though, until all the boxes above it are checked.

EOIC  VIEW LISIS  LOmpany _USComers

5 QuickBooks Payroll Setup

me
QuickBooks
Payroll Setup

+ 1 Introduction
u" 2 Company Setup
!, Compensation
+ Employee Benefits
2
Retirement Benefits
Paid Time Off
Miscellaneous
3 Employee Setup
4 Taxes
5 Payroll History
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¢ You will receive the following message if you do not check off all the boxes above
Payroll History.

L x|

‘fou must complete the preceding steps first,

e Work your way down through all the boxes and their screens by clicking Continue
or Finish.
e Eventually, you will arrive at the following screen:

DuickBooks Payroll Setup

QuickBooks
Payroll Setup Enter payroll history for the current year
+ 1 Introduction
+ 2 Company Setup In this section, vou'll tell us sbout earnings and withholdings for your employees for the current
+/ 3 Employee Setup calendar year. Vou'l also tell us sbout liability payments you made,
W 4Taxes
=5 5 Payroll History Information you'll need to have on hand:

Determine If Needed
Jan-Mar (Quarter 1)
Apr-Jun (Quarter 2)

Jul-Sep (Quarter 3)
& Data Review 2 Payrollinformation forthis quarter's pay periods

» Summaries of payrollinformation for each employeeby  \where do Ifind this?
quarter for the current calendar year

Where do Ifind this?

7 Finishing Up o Summaries of all payments made to tax agencies forthe  Where do I find this?
current calendar year

' Employees' most recent pay stubs (optional)

Once again, this is a very difficult task for even an experienced QuickBooks user.

If You Do Not Enter in the Year-to-Date Information for Your
Employees

e Without year-to-date employee information in the computer, you will have to
combine your old and your new system at the end of the calendar year to process
your W-2s and the W-3.

e If your starting date is not the first day of a new calendar quarter, you will not
have complete data to use QuickBooks to produce your first quarterly 941 and
Alaska Unemployment Tax Report. However, all the remaining quarterly reports
of that calendar year will have complete data.
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ENTERING THE
BUDGET

Each year your council adopts a budget which tries to predict the money that will come
in and go out for your Water/Sewer Utility. By comparing actual income and
expenses during the year to the budget, a community or utility can tell if they are on track
financially or if they need to make spending adjustments. QuickBooks has a great budget
feature that will allow you to enter separate budgets for each of your departments (called
Classes)

Creating the Budget

Your budget starts with the beginning of your fiscal year. Therefore, the period of your
budget will most likely be July 1, 20XX through June 30, 20XX.

Step 1

Locate the budgets for your departments. This sample budget will be for the
Water/Sewer department.

Step 2 The beginning date of your budget is /
Month Year

The ending date of your budget is /
Month Year
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Step 3

¢ Click Company on the Menu Bar at the top of your screen.
e Click Planning & Budgeting.
e Click Set Up Budgets.

|Cnmpany Customers Vendors Employees Banking Reports  Window

Home Page r f:-l Ei
Company Tnformation. .. enter Payroll Back
Advanced Service Administration...

Set Up Users...
Change Your Password, ..
Set Closing Date. .,

Flanning & Budgeting b Set Up Budgets

To Do List Cash Flow Projector
Reminders Decision Tools k
Alerts Manaaer r

Step 4

e Using the dates from Step 1, be very careful to select the correct fiscal year.

e Remember, in this example the Fiscal Year is July 1, 2007 through June 30, 2008.
Select Profit and Loss for the budget type.

Click Next.

Create New Budget

got* '
E— 9\‘“"--':

oo Create a New Budget

e

|
- A
|
|
{

Beain by specfying the year and type for the new budaget,
|200708 %

Choose the budget type

\

' Profit and Loss {reflects all activity for the year)

(" Balance Sheet {reflects ending balance)

Back I Next | Einish
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Step 5
e Select Class (this will allow your to enter all your departments separately).
e Click Next.

Create New Budget

Additional Profit and Loss Budget Criteria

" No additional criteria
" Customer:Job

Back Next Einist

Step 6
o Select Create Budget from Scratch.
e Click Finish.

Create New Budget

Choose how you want to create a budget

¥ Create budget from scratch, !

This option lets you manually enter amounts for each accow
want to track.

" Create budget from previous year's actual data.

This option automatically enters the monthly totals from last
account in this budget.

Back | Next Finish
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Step 7

o Verify that your Budget Dates are correct.
e Select Water/Sewer from the drop-down menu in the field labeled Current Class.

72 City of Salmon River - QuickBooks Pro 2007 - [Set Up B

[jh File Edit View Lists Company Customers Wendors Employe

@ o & el

Hore: Customer Center  Vendor Center  Emploves Center  Rep

Budget

Fiz0 #ccount and Class A

Current Class

Water/Sewer w
< Add Mew =
N\ Admin & Finance ual Takal Julo? Augd?
Wi'asheter|S

Sales Tax Income
Uncategorized Income
Bank Service Charges
Zhernicals

Cormnputer

Contractual Labor
Dues and Subscriptions
Electricity

Equiprnent

Freight

Step 8

Finding and Entering Your Budgeted Income Amount

The predicted income for your Water/Sewer Utility is located on the first page of your
budget with the Operating Revenues — Locally Generated. It is halfway down the page in
the box labeled Enterprises. This page contains all the predicted revenues for the different
departments in your community.

e Enter this amount in the column for the first month of your fiscal year next to the
account named Income.
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Step 9
Finding and Entering Your Budgeted Expenses

Your budgeted expenses are located on the budget page labeled Operating Expenditures
Water & Sewer.
e Match the expense accounts in your budget with the expense accounts in
QuickBooks.

e Enter them in the column for the first month of your fiscal year.
e After entering and checking your figures, click Save on the lower right side of the
screen.
e After clicking Save, you may change the Class to another department and enter in
your next budget right away. When you change the Class, the numbers on the
screen clear and the new department budget can be entered. If you have no
more budgets to enter, click OK, but make sure you have clicked Save.
e Click OK.
Fii Set Up Budgets Type a help question 'V How Do I? g@g|
_ W Budget
FY2007-05 - Profit & Loss by Account and Class v ’ Create Mew Budget ]
Current Class i
Water/Sewer ‘v\ ==
Account Annual ... | Julo7 Augd? ﬁ k07 Mowd?  Decd? @ JanOS Febld | MarDS @ Apr03 May03  Jun03 |
Uncategorized Inco... e
Grant Incame V o
Incame 150,000.00 |150,000.00 Don’t forget to
Interest Income .
. click Save at the
ales Tax Income 3
Bank Service Charges bottom rlght of the
Chemicals 4,750.00 | 4,750.00 screen before you
Computer 1,100,00 1,100,00 C"Ck OK'
Contractual Labor
Dues & Subscriptions
Electricity 33,000,00 | 33,000.00
Equiprent
Freight
Fuel Purchase 25,500,000 | 25,500,00
Insurance 7,000.00 | 7,000,00
Interest
Copy Across ][ Adjust Row Amounts ][ Clear ] [gave ” oK I[Cancel ][ Help ]
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It’s Your Turn!

Now, using your own budget, repeat Steps 1 through 8 and enter the predicted income
and expenses for all of your departments. Pay close attention to Step 4.

Check Your Work!

After entering a budget, the easiest way to check your work is to create a Budget
Overview Report.

e Click Reports on the Menu Bar at the top of your screen.
e Click Budgets.
e Click Budget Overview.

Reports  Window Help

Report Center Q 4{5

Memorized Repaorts r Find  Services

Process Multiple Reports I

Company & Financial

Customers & Receivables Company
Sales

Jobs, Time & Milsage E

3
3
3
3
Yendors & Payables k Chart
Employees & Payrol 3 Accou
Banking k
Accountant & Taxes k
3

audget Overvie [

Llst k Budaoet vs. Actual
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e Select the correct Fiscal Year for the budget you entered.
e Click Next.

budget Report

This report summarizes your budgeted account balances.

Select the budget to use when generating the budget report

FY2007-08 - Profit & Loss by Account and Class v

Back l Next I Einish I

e Select Account by Class.
e Click Next.

Budget Report

Select a report layout for the budget report:

Account by Class

Example:
Clasz1 Class 2 Class3
fales Income omm omm onm
Mz Income omm omm onm
Fent Expense onm OOom  Oom
N e e Y i e
Back Hext Fimish
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e Click Finish.

Budget Report

Click FINISH to create the report.

You now have the Profit and Loss Budget Overview Report which will let you check the
numbers you entered for accuracy.

After you have verified that all the numbers are correct, you may print a copy for your
files and for your Council,

e Click the Print button at the top of the report.

Dot S0y Conter  Soutns vt S Castes Pawd Fooce Sxhe At M Fed  Feg  Owd Depest Fmeent Fm

ST o cex |
)0"1

[ Soge . [Pt | Eonte]igoc | | wie gty | Cobgue T
G v o oo BB T vmoom B Ckegr  Ows - Sy Owag - =
e CRy of Saimon River
R Profit & Loss Budget Overview
L Dby TN Bevugh Jume 1900
ol e e _TeTAL
*000 - A v MW - Anth
e
~— 3 F DT hanm
T atsd b v i - 2 =000 o -
=]
Cxgmrnee -
o+ Baren e TN X
gt Lm0
[ 200 0
L =amw
L i TN X
e Ty om0
sl s Qo
Pagnoll Tomnn o
P w0
Py ;X
CBpint g o
b e.901 oo
T B
o st 29 Y
Tt e W S0 20
et B s tLimm TE M
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AFTER THE
SETUP....

ongratulations! You have set up your Company File, your Chart of Accounts, your
Customers, your Payroll and your Budget. You are now ready to use your QuickBooks
Company file to keep track of your utility’s day-to-day finances.

The Final Proofreading

Before you start on the next section, though, go through a few of the basic reports in
QuickBooks to see if you need to fine tune any of your setup. You will also look at your
Customer List, Item List, and Payroll Item List to make sure the information you entered is
accurate.

First, let’s look at your Chart of Accounts.

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

ports  Window Help

& & B B & 4 #

Payroll Backup Accnt  Invoice Bill Find Services

\

Take a long look at your list of accounts. Ask yourself the following questions:

e Dol like the name | gave each account?
e Will other people (the Council and the Mayor) understand these account names?

If you don’t like any of your account names, refer to page 90 on how to edit the name of an
account.

e Are there any misspellings in my list?
e Are some accounts capitalized and some in lower case?
e Is there any way | can make my list look better?
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Remember, your Chart of Accounts list will appear on your reports to the Council and any public
report that the Council releases. You want them to look professional.

The Two Basic Reports in Accounting

There are two basic reports in Accounting: the Profit & Loss or Income Statement and the
Balance Sheet. Let’s take a look at each of them and see how they can tell us if our setup is
correct.

The Profit & Loss Report—also known as the Income
Statement

One of the main reports created and used by accountants is the Profit & Loss Report also known
as the P&L. This report summarizes all the income and expenses of your utility or community for
a specific period of time. In other words, the P&L tells you if you have made any money.

You can select the time period you want. The most common time periods for a Profit & Loss
Statement are a month, a quarter, or a year. You can use a fiscal year, such as July 1 to June 30

or you can use a calendar year—January 1 to December 31.

Here’s how to bring up a Profit and Loss Report in QuickBooks:

o Click Reports at the top menu bar.

o Select Company & Financial.

. Select Profit & Loss Standard.
e

Zuma Jrwary Gamre

k.
" T
i
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There are two sections to a Profit and Loss Report: Income and Expenses.

e The income section tracks all the money that comes into your utility or community from

all sources.

e The expense section keeps track of all the money you spend by department.

Let’s take a look at the Profit and Loss for a new QuickBooks Company file that was created
using the previous chapters in this manual.

This sample P&L is for a company that started its file on January 1, 2008. NOTE that there is no
income for this company and no expenses.

'ﬁ Type a help questic

Modify Report...

Memorize. .. | Print... | E-mai_I'| Export...

Hide Header | Collapse

Refresh

Dates ICustnm

~1 From [0101/2008 B] To [05/30/2008 B] Coumns R S

6:13 P
07/03/07

Accrual Basis

City of Salmon River

Profit & Loss
January through June 2008

Het Income p

+Jan - Jun 08 «
0.00 4

Dates of Reports are Crucial!

QuickBooks has a lot of preset dates to choose from in the top left of the report screen.

look at some of the preset time periods from the drop-down menu next to Dates.

Il Profit & Loss

Modify Repart... Mematize... | Print... |
5 Fiscal Yea

| From

%32
0708

Accry

Today

This Week

This Week-to-date

This Month

This Month-to-date

This Fiscal Quarter

This Fiscal Quarter-to-date

This Fiscal Year-to-date
‘esterday

Last Week

Last Week-to-date

Last Manth

Last Month-to-date
Last Fiscal Quarter

Last Fiscal Quarter-to-date
Last Fiscal Year

Last Fiscal Year-to-date
Mext Week

-~

W

Here is a
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These are the rest of the preset time periods in QuickBooks reports:

IEl Profit & Loss

Modify Repart... Mematize... || Prirt... E

~ | From
A

This Fiscal Quarter

0708 This Fiscal ﬁuarter-to—date

Acery This Fiscal Year-to-date
‘festerday

Last Week

Last Week-to-date

Last Month

Last Month-to-date

Last Fiscal Quarker

Last Fiscal Quarter-to-date
Last Fiscal Year

Mext Week

Mext 4 Weeks
Mext Month

Mext Fiscal Quarter
Mext Fiscal Year
Custam

You can also set your own time period for a report by using the From and To boxes as in the
example below:

¢ Customers  Vendors Emplovees Banking Reports  Window  Help

¥ g (& B da B 2 4 X H

r Center Employvee Center  Report Center  © Payroll Invoice Backup  Accnt Eill Find Req Check
Print... ][ E-maj * ][ Export... ] [ Hide Header ][ Collapse ] [ Refresh ]
I+ | From |07/01/2006 (B To |0e/27iz007 [B] Columns | Total only + | Sart By | Default ~

City of Salmon River

Profit & Loss
July 1, 2006 through June 27, 2007
< Jul 1, 06 - Jun 27, 07 =
Het Income b 0.00 4
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The Balance Sheet

The Balance Sheet is the second main accounting report.

While a Profit and Loss Statement contains information about a community’s income and
expenses, the Balance Sheet contains information about its assets and liabilities.

Assets are bank accounts, accounts receivables, and anything that could be turned into cash.
Liabilities are loans you need to repay and the money you owe for bills.

If you took all the assets and sold them, paid off all bills and debts, the money you would have
left over at the end is your equity—often called your fund balance.

It is possible to scan the numbers on a balance sheet of a community and decide fairly quickly
whether the community is financially healthy, ill, or somewhere in-between.

In short, a Balance Sheet is a snapshot of a community’s financial health at one point in time, and
it can be scanned and examined for any numbers that appear out of the ordinary.

To create a Balance Sheet:

o Click Reports at the top.
o Select Company & Financial.
o Select Balance Sheet Standard.

Sapryves b Vapd
aniayg
Aczmatare b Taow

St
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The Balance Sheet has two sections:

Section One
o Assets— everything of value in your community such as how much money you have in
your checking accounts, how much money the people in your community owe for their
water and waste, the value of your equipment, vehicles, and property.

Section Two
e Liabilities--any debt your community has such as unpaid loans, payroll taxes, and vendor
bills.
e Equity--QuickBooks calls the difference between assets and liability, equity. Since your
community is set up as a non-profit city, this equity is referred to as your Fund Balance.

While looking at the report, ask yourself the following questions:

e First, look at the heading on your Balance Sheet. The heading is what you named your
company file. Are you happy with it? If not, see page 44 on how to edit your company
file name.

e Next, look at the balances of your Safe and your Bank Account. Are these balances
correct? If not, see page 231 to correct your mistake.

e You entered all the opening balances owed by each of your customers. Does that total in
Accounts Receivable look realistic?

| Print... | E-mai_I'| Export... I Hide Header | Collapse I Refresh
=] asof[12/31/2007 B coumps (R DER ~ | Scrt By
City of Salmon River Two

Balance Sheet
As of December 31, 2007
% Dec 31, 07 £

Check your date!

ASSETS
Current Assets
Checking/Savings

Checking » 30,000.00 4
Total Checking/Savings 30,000.00
All your money and the
Accounts Receivable money owed to YOUF
Accounts Receivable tl
Water/Sewer AR 1.130.00 utility
Total Accounts Receivable 1.130.00
Total Accounts Receivable 113000
Total Current Assets 31,130.00
TOTAL ASSETS 31,130.00

LIABILITIES & EQUITY .
Anything you owe and

Equity
Opening Bal Equity 31,130.00 money you have earned in
Total Equity 31,130.00 the past: you have no
TOTAL LIABILITIES & EQUITY 31,130.00 debts now
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Check Your Customers

e Click on the Customer Center.

Look through this list with the following in mind:
e Are all your customers’ names spelled correctly? If not, see page 98.
e Do they all have their last name first, or are they alphabetized some by last name and
some by first name? See page 98 to correct it.
e Have the right services (jobs) been entered in for each customer? See page 104 to change
this information.
e Are their balances correct?

Horne Cuskomer Center  Wendor Center  Emp

*= Customer, Center: Albert, James (ALLT

& MNew Customer & Job MNew Tran:

Customers & Jobs l Transactions [
Miew | Active Customers W
Marne Balance Total
+flbert, James 500.00
+Water Sewer 500,00
+Ivak, Joe 0.00
+Fuel 0,00
+Water Sewer 0.00
¢ James, Ida 350,00
+Water Sewer 350,00
+Morrow, Angela zan.o0 ||
+Water Sewer £30.00
+35mith, Sam 0.00
+Fuel 0,00 E
+'Water Sewer 0.00
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Review the ltem List and the Payroll ltem List

Item List

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 »
Templates

Memorized Transaction List Cirl+T

Look this list over:
e Are the names spelled correctly?
e Do you like the Description for each item? Remember, this will appear on your
invoice.
e Are the Types correct?
e Are the Accounts the right ones?
e Are the Amounts correct?

l e B O Tvpe a help question

D EZEh EEX

Descripkion Account Price

Metered \Water,
+ SEmEr Manthly Sewer Rate Service Incame 35.00
Wi aker Maonkhly Water Rake SErvice Incorne 35.00
+3as Gas per Gallon Mon-inven. ., [Income 3,095
+Bank Fee Bank Fee For MSF Check [Other Ch... |Bank Servi... a.00
+M3F MSF Check Cther Ch,,. |Wells Farg... 0,00
+5ales Tax Sales Tax Cther Ch,.. |Sales Tax L., 3.0%

Ikem "H Ackivities "” Reparts '” Excel =
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You may make changes to any of them:
e Highlight the item you want to change.

o Click ltem.
e Select Edit.

Payroll Item List

Typ & beip mmun-E-v How Ou 17

|Menthly Sewenr Ratw
.wader Monthly ‘Watar Rate Servioe
*ax Gas per Caflon Nor-orven.
— *Bark Pee Dank Fos for NSF Check [Other O
= Bisa INSF Chch Other Oh
sSdes Tas Sades Tax Other ., [Sabes Tax |,

Jem el acubes vl megots | Ewel o

[ N

" Delute Rem MDD | Sow | AE Transactons v Few

Mo

Lo Make Ttam nacthm Tipe N
Trvoice

el

v Merachcd Vew
Rat View
Customize Cobunns,

L kel

Fed n lrarsaction

e Lst P
Resoet List

R

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

e Click Payroll ltem List.

Imon River - QuickBooks Pro 2007

Wendors  Employes

= BEEGN Company  Customers

Chart of Accounts
usky  lbem List

Chrl-n

Fixed Asset Ikem Lisk
l Price Lewvel List

oll Ttem Lisk

Class Lisk

Other Mames Lisk
Customer & vendor Profile Lisks r
Templates

Mernorized Transaction Lisk Chrl+T
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Look this list over:

e Are the names spelled correctly?

e Are the Types correct?

e Have you filled in the agencies you pay the liabilities to?

IO Gt ErOtaw Cone

Roow | Cornim oy

You may make changes to any of them:

| Avaatt

¢ Highlight the item you want to change.

e Click ltem.
o Select Edit Item.

Your setup is now complete! Congratulations! In the next section you will learn how to use
your QuickBooks Company file every day to make your work easier.

(Monthly Sevw Rate
Monthiy ‘Watar Rate
Gas per Gaflon
Dark Fos for NP Check |

. .
1! ;un ] N {
v Mo N
£ D Crief

o =
m oD

Mabe Ttam Inacine

v Merachc Yew
Fat View

Customize Cohuns,

n

Hed i Trarsactions

Prow Lst
Re-soet List

kel

P

v Few

Sow AR Tramsactons

L Type

Irvcice

i
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DAY-TO-DAY

Entering and Paying Bills
Writing Checks

Invoicing Your Customers Each
Month

Fuel Purchases

Making Deposits
Managing Your Safe
Running the Payroll
Reconciling Bank Accounts
Safeguarding Your File

Using Your Financial System

O/M\1L NOILDS
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ENTERING
AND
PAYING
BILLS

very month your utility has bills to pay. These are the expenses of operating your
Water/Sewer Utility.

What’s a Bill?

Any request for money from anyone for a service or a product you purchased. The
person or company asking for money is known as a Vendor.

When do you enter a bill?

Enter the bill as soon as you receive it in the mail.
Do you enter a bill if your utility does not have the money to pay it?

Yes, definitely. Let QuickBooks keep track of your bills, so you will know how much you
owe.

Why do you want to use the Pay Bills feature of QuickBooks?

Every month you have expenses. Many of these are expenses that reoccur every month
such as electricity, heat, and telephone. You want January’s expenses to end up on the
Profit & Loss Statement for January, and February’s expenses on the Profit & Loss
Statement for February and so on. Expenses hit your Profit & Loss Statement based on
the invoice date of the bill. Even if your community is short on money, you should enter
the bill. The expense will go to the Profit & Loss Statement in the accounting period in
which it occurred. When funds become available, you can pay the bill.

Some examples of bills that your utility might pay are:
e Electricity
e Heating Fuel
e Office Supplies

PAYROLL AND PAYROLL TAXES ARE NOT CONSIDERED BILLS. THEY ARE
NOT DEALT WITH IN THIS AREA OF QUICKBOOKS.
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There are two steps involved in the QuickBooks bill process:

1. Enter the bill.
2. Pay the bill.

@Hendnrs

(2

=

Enter Bills

Entering Bills

Example:

You received a telephone bill from Telalaska.

They are charging you $172.00 for telephone services.
The date on the bill is January 11, 2007.

The Invoice Number on the bill is 20367.

e Click Bill on your Icon Bar.

Pay Bills

Employees Banking Reports Window Help

 ||& @ B B

Report Center

enter

Y

Payroll Backup Accnt  Invoice Bill\ Find

# B E

Services

Item

Pay Bills

N
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e Bring in the vendor name using the down arrow or type it in and select either
Quick Add or Set Up.

e Enter the date of the invoice in the Date field.

e Type in the invoice number in the Ref No. line.

e Verify that you have the correct Amount.

e Type an explanation for the bill on the memo line. You can also put a customer
account number there.

e Pick an Expense account that makes sense for the bill.

e Don’t forget to pick a Class.

e Click Save & Close.

This is the
invoice date
NOT today’s

> date.
vendor Telalaska ﬂ Date 01/11/2008 |

@ Bl Credit

Ref, Mo, 20367
Address Telalaska 7
201 E 5/th Street 172.00
&nchorage, AK 99518 Amount Due -
Bill Due 01/21/2003 .
Invoice No.
This is on

the bill.

Terms j

Memo  Telephone Services

J Expenses $172.00 ] Ttems $0.00 ]
Account Amount Memo Customer: Job Billa... | Class
Telephone ha 172.00 had ﬂ:

/ < Add Mew =
ha- {1

Clear 5plits Recalculate Save & Close Save & New | Clear
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BEHIND THE SCENES
The minute you enter a bill:

An Expense Account goes T

Accounts Payable goes T

Nothing happens to the Checking Account because you have not
paid the bill yet.

Paying Bills

e Click Pay Bills on your Icon Bar.

imers  Vendors Employees Banking Reports  Window Help

) F | & d B B &8 & # E B

iter Employee Center | Report Center Payrall Backup Accnt  Invoice Bill Find Services Item Pay Bills

%é
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This is the screen that will actually create the check in QuickBooks, so pay close attention
to it. Any bills that you have entered, but not yet paid will appear in this window.

Click on the Show all bills button to see all the bills you have waiting to be paid.

[ J

e Click in the column next to the bill or bills you wish to pay so that a check mark
appears.

e Make sure the correct bank account is selected.

e Under Payment Method, select either the check is To be printed or you want to
handwrite it and Assign check no.

e Select the date you are writing the check in the Payment Date box.

e Click Pay Selected Bills at the bottom of the screen.

e Type a help question | Ask % HowDoI?| _|O| %

 Select Bills to be Paid
("' " T
Sk bills Due on or before ||j 1/21/2008 B
% Show all bills Sort Bills By IDue Date =
Date Due | Wendor Ref Disc, Date | Amt. Due | Disc. Used Credﬂs

B 012172005 | Telalaska

Make sure Totals 172.00 0.00 0.00 172.00
this is your )Iear Selections |
checking
account. /écnunt & Credit Information for Highlighted Bill L.
{endor Telalazka Terms Number of Credits 0 This is the
< Bill Ref, Mo, 20367 Sugg. Discount 0.00 Total Credits Available 0.00 date you are
Go to il | Set Discount | Set Credits | writing the
check.

%ayment Account

|Cl1eckjng

Ending Balance

=

29.828.00

Payment Method

r- .
Im To be printed

% Assign check no.

Payment Date

P
[01/31/2008

¢ them =

v Learn n'u:u e

/ Pay Selected Bills | Cancel |

If you print your checks,

[ ]

o Select Print Checks.
Poyver? Sevwnary
Pisos D | (KILND
Popmant Srcwwd  Iwcing
Papmast Hatwos et

Pavwnet ban Tow wa

[

Y

ko m ] b T

]

S 4 M

bty

W P M 00 R Faene on i

e

You will be led to the Payment Summary screen after you select Pay Selected Bills.

If you are hand-writing your checks, enter the check number in the white column.
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e Click OK.

zl

Payment Account  Checking é

K=l

How do you want to assign check numbers?
' Let QuickBooks assign check numbers,

{* Let me assign the check numbers below,

Check Mo, | Date Payee Amount
z000]|01/31/2008 B Telalaska 172.00 |~ |

e 1|

0K Cancel | Help | E

LA

You will receive a payment summary screen:
e Click Pay More Bills or Done.

Payment Summary g]

Paymert Dot

Payment Date 033t (2008
Payment Account  Cheding
Payment Method  Chedh

Faymert has been sucoesshilly recorded for the folowing B4

Check No. Date Dus Voo Fervourt ©ad
mr:rzzm ’remua 172.00
Total 12,00
e oo 1 Gind and change 2 O pasment

| PayMorends || rone |

BEHIND THE SCENES.......

The minute you pay a bill, this is what happens in your
accounting system:

Checking Account goes

Accounts Payable goes
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Reports to Track Your Bills

QuickBooks has a great report to track all your unpaid bills.

e Click Reports.
¢ Click Vendors & Payables.

e Click Unpaid Bills Detail.

Dvmpn he e e

Report Center
Memorized Reports
Process Multiple Reports

Company & Financial
Customers & Receivables
Sales

Jobs, Time & Milzage

Vendors & Payables

Employees & Payraoll
Banking
Accountant & Taxes
Budgets

List

b I% Seﬁes I%n
-l

* i
3

3

k AP Aging Summary

3 AP Aging Detail

k Vendor Balance Summary
r Wendor Balance Detail
]
»

Unpaid Bills Detail

Accounts Payable Graph

Transaction List by Vendor

This report gives you a list of all the unpaid bills in your account titled Accounts Payable.

This report

Modify Report...

Memorize... | Print... | E-mai_lvl Export...

\sh Advance Services

shows all bills

Dates |Custu:|m

~] [o131/2008 E] K’

entered through

g:41 P
070307

this date.

City of Salmon R

Unpaid Bills Detai
As of January 31, 2008

Telalaska
Gill
Total Telalazka

TOTAL

B Type B Date + Num <+ Due Date < Aging + Open Balance «
Office Max

» Gill 01M7/2008 80954 012772008 4 50.00 4
Total Office Max 50.00

See a mistake?

Double-click this
line and change
the bill.

01/M11/2008 20367
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For other useful reports to help you handle your unpaid bills
e Click Reports.
e Click Vendors & Payables.
e Select the report you want from the list.

Repart Center Q {::g

Memorized Reports Find  Services Item

Process Multiple Reporis |

-

Company & Financial 3
Customers & Receivables 3 C
Sales »
Jobs, Time & Mileage [
Employees & Payroll 3 AP Aging Detail \
Banking r Vendor Balance Summary
Accountant & Taxes k Wendar Balance Detail
Budgets » Unpaid Eills Detail
List 3 Accounts Payable Graph
Transacton List by Vendor }
Custom Summary Report
Custom Transaction Detail Report 1099 Summary
) 1095 Detail
Guickieport (b -
Transaction History Yendor Phone List
Transaction Journal Vendor Contact List J

NOTE OF CAUTION!

As soon as you enter a bill, the expense immediately goes to your Profit & Loss Statement,
even though you have not paid the bill yet. This can be misleading to anyone reading
your Profit & Loss Statement.

Go to page 378 and read about viewing reports on either a cash or an accrual basis.
Learn how you can modify your Profit & Loss so that only paid expenses are reported on
it.
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WRITING
CHECKS

n the last section, you learned that Entering and Paying Bills was a two-step process.
First you enter the bill, and then you pay it. Writing checks in QuickBooks, however is
a one-step process—write the check and you are done.

How do you decide whether to Write a Check or Enter a Bill and Pay it?

Always use the Enter and Pay Bills feature of QuickBooks unless you have an immediate
request for a check.

Do NOT write a check:
¢ If you have already entered a bill, YOU MUST GO TO PAY BILLS.
e If it is a paycheck — Go to Payroll.
e If it is a payroll tax check — Go to Payroll.

Writing a Check

Step 1

e Click Check on your Icon Bar.

dors  Employees Banking Reports Window Help

i Z ||& @ B B & @ # B B H

wee Center | Report Center

Payroll Backup Acont  Invoice Biill Find Services Item Pay Bills Ched&\
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Select the correct bank account (choose your checking account).

e Make sure your check number is correct if you write your checks or the To Be
Printed box is checked if you print them.

e Enter the date you are writing the check.

e Bring in the vendor name using the down arrow or type it in and select either
Quick Add or Set Up.

e Verify that you have the correct amount.

e Select the correct expense account.

¢ In the memo field, enter why you are writing the check.

¢ Don’t forget the Class—the department or grant paying for the expense.

e Click Save & Close or Save & New if you are writing another check..

Put a check
number if you
write your
checks.

M previous [ Mext @ Print - | %{Find

Bank Account |Checking | Ending Balance 42, 1573

le Mo, 2993
N Date 01j05/2008 E
. Pay to the Crder of Best Buy | § 1,200.00
One thousand two hundred and 00/100% * * === sssxssssnsssnnsnnassnss Dollars
Best Buy

(=

Address

Expenses $1,200.00 IItems s0.00 | ™ online Payment [

Account Amount Mema Customer:Job | Billa... | Class Check this box
Computer 1,200.00 |Desktop computers Water/s... . .

= = | if you print
your checks.

[ |

Clear splits Recaloulate Save & Close Save & New | Clear

Creating an Employee Advance Check

We strongly advise against issuing Employee Advance checks because these really are
loans to your employees. Some communities have a service charge attached to these
checks. Some require approval signatures for creating these checks. The following is an
example of an Employee Advance check.
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e Select the Employee Advances account under Account.

e No class is necessary. This is not a community expense. The employee will pay
this money back through their paycheck. See page 303 for handling an employee
advance in a paycheck.

atus 1 =32 Jlisdisuun |DIVERRIY [IRRNIS]- NN

Type a help question | Ask]

i erevious  [F next @Print - | %{Find

Bank Account  [Checking | Ending Balance 39,682.63
No, 3006
Print As: Michael Wilson Date 01/07/2008 H

Pay to the Order of Wilson, Michael | $ 100.00

Onehundred and 00/100% * # ¥ # ¥ & @ e r s F e F xR XX T X R X R XX T XXX TR XXX R IL

Michael Wilson
PO Box 506
Address | Salmon River, AK 99999

Expenses £100.00 I Ttems 0,00 I ™ online Payment [~ To be printed

Account Amount Memo Customer:Job | Billa... | Class

Employee Adv... ¥ 100.00 | - |~
A

Voiding a Check

It is a good idea to keep track of all your checks. They are numbered and all of the
checks should be accounted for. If your printer misprints or jams and destroys a check, or
if you make a mistake, that check should still be in your QuickBooks check register. It will
be listed as a VOIDED check.

If you have already created a check, but decide not to send it out, or you will be reissuing
it, you can void it in your check register.

e Locate the check in your check register. Click on it one time.

— T e T T T | ittt | (e 1

“hecking Type a help question | Ask * HowDoI?| _|0O| %

M| & coto... | & Print... | @ Edit Transaction QuickReport Download Bank Statement
Date Mumber Pavee Payment oS Deposit Balance
1 Type Account | Memo
< lo1/os/2008 HB||2900 Best Buy = 1,200.00 Deposit 28,300,004
3 CHE Computer ﬂl | |

T |
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o Click Edit.
o Click Void Check.

ity of Salmon River Two - QuickBoo

Edit View Lists Company Customer

b Wnde TyEing [ [

; Revert
Uk GEEr{
oy hrlH-E

Il Paste L
Edit Chedk Crl+E
Mew Check Ctrl+
Delete Check Ctrl+D
Memarize Check Ctrl-+M

| vodchedk ||

e QuickBooks voids the check and clears it with a check mark.

Type a help question | Ask % How Do I? Ol x

A % Go to.. | ﬁ Print... | @ Edit Transaction QuickRepart Download Bank Statement m
Date Mumber Payee Payment J Deposit Balance :
1 Type Account | Memo
i |o1/osi2008 ERl) 220 Best Buy = lo.00 o ||Deposit 28,500.00] =
: CHE Computer > yom:
01072008 ToPrint  [['Wilson, Michael 426.47 28,373.53 J

If something happened to the paper check before you created it in QuickBooks, void it
this way:

e Create a vendor named VOID. Use this vendor for all your voided checks.
e Create an expense account named VOID to hold all these voided checks.

¢ Make sure you entered the number of the voided check.

e There is no class because there is no expense.

YUrrwos Prea Frm « | G
Bory Accant |. ﬂ Ercng taance WAL
=
. 2008
Dale 010772008 Il
Foy i e Order of VOID _'] 000
Doy
oD
Adden
Mo VLA Crbix
e T S T C R Ve—.
[ Capensen $0.00 | tiees §000) [ Criew Fapret [ Tobe povig
Arat i Custorerideb | e, Clams
0 000 ] D N
ool
|
Cow tons | Masauase | speiOoe | saveldew | Cow
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Looking in Your Check Register

e Click Reg on your lcon Bar.

2 EB B E

Check Deposit Payment Payw Bils

arks  Window  Help
=]
Pavwroll

Bill

HE B @ 4 X

Invoice Backup  Accnt

Find

Type a help queskion

Looking at this check register you can see one deposit and two checks. Look closely at
the column labeled Type and QuickBooks tells you about each entry. Notice that the
codes CHK and BILLPMT tell you which checks were entered and paid as a bill, and
which checks were issued on the spot without a bill.

Correcting a Mistake

= e N < = heip auestion | Ak How Do 2] DI ]
| —_— =
A & Goto.. | €5 Print... | @ Edit Transaction QuickReport Cownload Bank Statement
i,
E Date Mumber Payee Payment J Deposit Balance
) Type Account | Memo
Check only. 007 v 30,000,000 30,000,00 |
NO BILL. DEF Opening Bal Equity  Account Opening Balar |-
2003 3000 Telalaska 172,00 29,828.00
BILLFMT ||Accounts Payable Telephone Services
i} 3001 Best Buy 1,200,000 28,528.00
Eniared & CHK Computer
Bill and —=—llano2 Office Max 50,00 28,578.00
Paid a Bill. BILLPMT ||Accounts Payable Computer Paper -|
Splits | Ending balance 23,578.00
[ 1dine
Sort by |Date. Type, Number)... ﬂ Record Restore
1=: = —T

Know the difference between correcting a mistake and changing QuickBooks data. It is
okay to change checks, deposits, transfers and received payments WHEN they are not
reconciled. See page 232 for an explanation of reconciled transactions.
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If you change a reconciled transaction, you will ALTER INFORMATION SET IN
QUICKBOOKS. It will have a ripple effect on the Profit and Loss and the Balance Sheet.
If the reconciled transaction is in a prior year, it will change that year’s information.

You will know if a transaction is reconciled by looking in your check register. If the
transaction has a check next to it under the check mark column, it has been reconciled
and you do not want to change it. If there is no check mark, and you see a mistake in
your check register, you can correct it easily by doing the following.

e Click one time on the check or deposit you wish to change.
o Click Edit Transaction at the top of the check register.

e QuickBooks will take you into the check or the deposit.

e Make your change and click Save & Close.

If there is a check
mark, you cannot
correct your

e __________ — mistake by
% Go to... | ﬁ Print... | @ Edit Transaction QuickRepart Download Bank Statemer changing the
~ Y transaction itself!
Date ,Hﬁer Payee Payment o D/
-~ Type Account | Memo /
01/01/2007 J | £~30,000.m
DEP Opening Bal Equity Account Opening Balar |
01/24/2007 BI|3001 Best Buy =1]1.200.00 Deposit 23,800.00
CHE Computer ﬂ| Memo \

fd e mnT T et~ E . \ e TEN O

BEHIND THE SCENES

When you write a check:

Checking Account goes

Expense Account goes T

The expense is now on your Profit and Loss Statement.
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Printing Checks

If you print your checks, you can prin
top of the Write Checks Screen, or yo

Click File.
Select Print Forms.
Select Checks.

{3 City of Salmon
Ll Edt

New Compary. .,
Open or Reshors Co

Swatch to Muti-user
Lodtes

Accourtant's Copy

Pt Foms
Printer Setup.
Send Forms, ..
Swong

t them one at a time by clicking the print icon at the
u can print several of them at once as follows:

River - QuickBooks Pro 2007

View Lits Compary Custormess Yendors Employess  Ban

| e g
‘ Englayes Cemter | Report €
»

Py,

Mcds
’

|
B Payment Stubs.

Cred Mancs

Irwosces.,
Labeis

ALrF
Paychacks.,

Ext

e
.

This screen displays all the checks you
to each one.

Pay Stubs.
Sebes Bwcets. .,
1099571066

have waiting to be printed with check marks next

e Make sure the right Bank Account is selected. In this case, the checking account is
correct.
e Make sure the beginning check number matches the number of the first check you
are placing in the printer.
e If you want the check printed, leave the check mark.
e If you want the check printed later, click on the check mark and it will disappear.
e Click OK.
Select Checks to Print Type a help question |Ask (S = How Do 17 X]
Bank, Account |Checkjng v | First Check Murnber
Select Checks to prink, then click Ok,
There are 3 Checks to print For $5,540,00.
4 Date Payes Amaount oK
[/ [oifos/z008 Best Bu 1,200.00]
J |o1/z30z008 Dielta Weskern 3,490.00
< |0zi15/2008 Larry Wright 850,00
Select Mone
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e Select the type of check style form you use: Voucher, Standard or Wallet.

e Select Print.

e MAKE SURE YOUR REAL CHECK NUMBERS MATCH THE CHECK NUMBERS
THEY WERE ASSIGNED IN QUICKBOOKS. If they do not, you might have
problems reconciling your bank account if the check numbers are all reversed. See
Correcting a Mistake on page 231 if you need to change your check numbers.

Print Checks Type a help question |Ask ¥ How Do I?

You have 3 checks to print for $5,540.00

Settings Fonks Partial Page

— Prink
== T officejet d series on DOT4 001

Cancel
Printer bype: Page-ariented (Single sheets) w

Help
Moke: Toinstall additional printers or to change port

assignments, use the Windows Control Panel.

Logao
Check Skvle Mumber of copies: | 1
(® voucher () Skandard () wallet Collate

_-— ey - =

]

[] print company name and address,
[]use logo

§
i

!

i =

§
i

e T

N
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INVOICING YOUR
]3 CUSTOMERS EACH
MONTH

f you don’t send your customer an invoice, they probably won’t pay their Water/Sewer
bill. If they don’t pay their Water/Sewer bill, your utility will not be in business for very
long. Therefore, this chapter is VERY IMPORTANT.

In this section, you will learn how to
e create a customized invoice for each Water/Sewer customer.
e memorize an invoice for each customer so you will not have to recreate it every
month.
e create a monthly statement for each customer.

Creating a Customized Invoice

Each month you invoice your customers for water and sewer services. Unless the
customer receives metered water where the usage varies each month, the invoice you
send to your customer does not change from month to month.

Step 1

e Click Invoice on your lcon Bar.

eports  Window Help

& @ B B &2 4 # B B = BE

Payrol Backup Acont  Inveice  Bil Find  Services Item PayBils Check Check Register
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Select the Water Sewer Job attached to the customer that you are invoicing.

e Select the Water/Sewer Class.

e Select the Water/Sewer subaccount of Accounts Receivable.

e Make sure the date is accurate. It should be the first of the month.

e In the column labeled ltem choose the service for which you are billing.

Notice that the description and rate come in automatically.

e Bring in any other Water/Sewer services for which you are billing
e Click Save & Close.

4 Previous

Water Sewer
Job attached to
customer name

Select the Water/ Sewer
Sub-account of Accounts
Receivable.

Water/Sewer

Speliing "_th History

7 Customer: Job \/ Clasl( Account = Template  Print Preview

|Alhert. James:\ater Sewerj |'\-'-a'ater,-"5e...ﬂ |Accaunts Receivabl,.. j |Intuit Service Invoice

Albert James
PO Box 300
Salmon River, AK 99999

nvoice 01/01/2008 E|

Choose Intuit
Service Invoice

mm
Item Quantity Description Rate Class Amount
Water 1 Monthly Water Rate 35,00 |Water/... 35.00 =]
Sewer 1 Manthly Sewer Rate 35.00 [Water/... 35.00 J
-
Customer -
Message
Total 0,00
[¥ To be printed &dd Time/ Costs, .. | Apply Credits... | Payments Applied 0.00
[" Tobe e-mailed Balance Due 70,00
Merma |

e i : W, Wi el i i ] i "
 Let QuickBooks help vou get vour Invoice paid online by credit card Save & Close I Save & New Clear

236
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Invoicing for Metered Water

Everything is the same as in Step 2 above, except you will enter in the number of gallons
used and QuickBooks will multiply that number by the water rate and give you a total.

& previous [ Mext @ - @ - E
Customer:Job

|I‘r'ak. Joe:Water Sewer ﬂ

| YPE @ NEIp QUESTION |ASK

- | By [ speling Ty History | -3 -

Class

FONOW LD LF

Account

|'-.-'-Iater,-"5e...ﬂ |Acc0unts Receivabl... ¥|

Template  Print Preview

|Intuit Service Invoice ™

01012008 B | 2

Invoice

Enter the
number of
gallons used.

Item Quantity / escription
/

Rate Class
Metered Wa... |800

Joe Iyak
PO Box 200
Salmon River, Ak 29999

Amount
Metered Water, per gallon 0.02 |Water/... 16,00 =
Sewer +]1 Manthly Sever Rate 35.00 x][wat... * 35,00
-
roatamer | 1

Invoicing With a Sales Tax

When you are creating an invoice with a sales tax, you must use a subtotal item and you
must follow a specific order:

1.

The services for which you are billing go first.
2.

After all your services are listed, bring in the Subtotal item which you created
in the setup on page 127 (notice that this totals up all your services).
3. Immediately after the Subtotal, bring in your Sales Tax item.

NOTE: The Sales Tax is only calculated on the item just above it. If you have

more than one service, you must have the Subtotal Item or else you will
have the sales tax % applied to only one service.
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W previous [Frext o - B - B ~ | 54 speling Wy History | -3 -

Customer: Job Class

Account Template  Print Preview
es, Ida:Water Sewer I'\'-a'ater_."Se...ﬂ IAccoLlnts Receivabl... ﬂ IIntLlit Service Invoice ¥ |
Invoice yoi2008 @) |3
The subtotal
adds the
Ida James q
PO Box 186 services above
Salmon River, AK 99999 it.
Item Quantity Description Rate Class \L Amount
Water 1 Monthly Water Rate 35,00 |Water/Sewer 35,00 =]
Sewer 1 Monthly Sewer Rate 35.00 |Water/Sewer 35.00 ==
Subtotal Subtotal 70.00
Sales Tax Sales Tax 3.0% [Water/Sewer / 210
hd|

Customer =
Message
The Sales Tax

¥ To be printed Add|Time/ Costs, . I Apply Cr{ % is multiplied 0.00
[ To be e-mailed \ by the 72,10
Meme | Subtotal.
< Let QuickBooks help you get your Invoice paid online by credit card. Save A Closd | Revert

If you have only one item in your invoice, you can bring in Sales Tax without using the

Subtotal item. Always remember, though, when you bring in Sales Tax, it is only
calculated on the ONE item just above it.

BEHIND THE SCENES.......

When you create an invoice:
Income goes T

Accounts Receivable goes T

It is important to note that the minute you create an invoice

in QuickBooks, your income account increases even though your
customer has not yet paid their invoice.
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It’s Your Turn!

Now you will work your way through your customer list and create invoices for every
customer that gets a monthly water/sewer invoice. Follow Step 2 carefully by selecting
the Water Sewer job attached to your customer. Don’t forget the class and make sure
you select the Water/Sewer Subaccount. When you complete an invoice, you can click
Save & New instead of Save & Close and QuickBooks will bring up a blank invoice.

Check Your Work!

Follow this section closely and learn how to create and memorize a report so that you
can check your invoices each month.

e Click Reports.
e Click Customers & Receivables.
e Click Transaction List by Customer.

1 [ Reports Window Help

Report Center Q ‘{::g @ L
er  Memarized Reports r Find Services Item Pa
Process Multiple Reports
=  Company & Financial 3 g
=  Sales 3 AR Aging Detail
n Jobs, Time & Mileage k Customer Balance Summary
| vendors & Payables 3 Customer Balance Detail
Employees & Payrall k Open Invoices
Banking r Collections Report
Accountant & Taxes k Accounts Receivable Graph
Budgets r Unbilled Costs by Job

Ll
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e Click Modify Report.

Type & help guestion | Ask

Modify Repart. .. Memaorize. .. | Print... | E-mail » | Export... Hide Header Refresh
Dates From [08/01/2007 B8] To [06/25/2007 B Sort By [Default ~]
8:36 AM Salmon River
0625007 Transaction List by Customer
June 1 - 25, 2007
% Type & Date < Hum = Memo % Account & Clr = Split & Amount

Work your way through this Display list by clicking the down arrow,

e Delete these columns by UNCLICKING (click the item once) the following:
Memo
Cir
Split

e Add this column by CLICKING the following:
Class

e Make sure the From and To dates are the same and that they are the date you
created the invoices.

e Save your choices by clicking SAVE.

Display Eil
— R.eport Date Range

Dates This Month-to-date
08/01/2007 B To [0

From

— Colurmns

 (left margin) -
Trans =

W Type
Entered/Last Modified
Last modified by
W Date
W Hum
adj
PO =
Marme
Source Mame
Mame Address
Mame Streetl
Mame Street2
Name City d|
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Great! Now you have a list of all the invoices you just created and you can quickly check
them for accuracy.

Things to look for:

B The account & the
o7l ii71 Transaction Lis stome Type a help question | Ask > class should be

= | Modify Repart... Memarize. .. | Print... | E-mai_lvl Export... Hide Header Refresh Water/Sewer.

es |Custom | From [01/01/2008 B| To [01/01/2008 B Sort By [Defaul o~

e ity o2 a City of Salmon River
able to see the X ) .
January 1, 2008
- L3 Type b Date + Num = Account + (Class = Amount @
o Albert, James
& Water Sewer Is the
" » Invoice o1otiz008 1 Water/Sewer-AR  Water/S.. 70.00 4 < amount
correct?
:.f.,.. lyak, Joe
Water Sewer
Invoice 01/01/2008 2 Water/Sewer-A/R Water/5... 51.00
James, Ida
Water Sewer
Inweoice 01/01/2008 3 Water/Sewer-A/R Water/S... T2.10
Morrow, Angela
Water Sewer
Invoice 01/01/2008 4 Water/Sewer-A/R Water/S.. 70.00
Smith, Sam
Water Sewer
Invoice 01/01/2008 5 Water/Sewer-A/R Water/5... 70.00

Let’s memorize this report so you do not have to modify it every month. You can save
all these settings which you just created, and call up this report each month to check your
invoices.

e Click Memorize at the top of your report.

New Transactions » g; Print % Customer & Job Info ﬂ Export...

; Type a help guestion | Ask % How Do I? m]

Modify Report... Memaorize. .. | Print. .. | E-mai_lv| Export... Hide Hegder Refresh

Detes |Custam A =] From [oroyz2007 B To [oynyz007 B sort 5y [REEY L |

-/
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Give your report a meaningful name and save it in the Customer section by checking the
little box and selecting Customers

e Click OK.
E Memorize Report .
Mame: |Check Invoices Report]
¥ save in Memorized Report Group: ICustDmers j

0K | Cancel |

Calling Up a Memorized Report

Next month QuickBooks will create your invoices for you. Get in the habit of looking at
them in this report to make sure they are correct. Also use this report to make sure that
you have not omitted anyone that should be getting an invoice. Every dollar coming
into your community counts! Don’t leave anyone out!

o Click Reports.

e Click Memorized Reports.

e Click Customers.

e Click Check Invoices Report (or whatever name you gave your report).

e Remember to change the date of the report to the current month.

i foon Weioe e

e \ ' |
» hd'.v! - ., S Out Ohes .,9,
= e Mot Repors
I
e S | _
™ Cutomers & Sacenabies * Compens
. Lot 0 Alwm
- Tw & Meage L MM
L e ifeptie U ) » c.n-oumw
Srgeovent A lowrs . Contomw Sawce Summey
T ey ’ [ -
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Memorizing Customized Invoices

You just finished creating your customized invoices. You also looked at the Check
Invoices Report in the previous section to check your invoices for accuracy. Now you
will learn how to memorize these invoices so that each month they will be automatically
created for you by QuickBooks.

Creating a Water/Sewer Group for Memorized
Invoices

e Click Lists.
e Click Memorized Transaction List.

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

= Chart of Accounts Ctrl+A
Item List

Home Custc
Fixed Asset Item List

M Price Level List

Class List

Other Mames List
Customer & Vendor Profile Lists 3
Templates

| B ¥endors

Memeorized Transaction List Ctrl+T

=

e Click the Memorized Transaction button.
e Click New Group.

L]
; & Memce o Type a help question Askh ¥ How Do]?h _ | EIL xl
E Transact... | T... | Source Acco... | Amo... | Fregu... | Auto Mex...
)

{ Memorized Transaction 'El Emter Transachion

Edit Memarized Transackian Zhrl+E

MNew Group

Delete Memorized Transaction Chrl+0

Y IRTIV LA ]
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e Call your new group Water Sewer.

e Select Automatically Enter.

e Select Monthly next to How Often.

e Your next date will be the month following the invoices that you are memorizing.
e Click OK.

ame I'\-'-;ater Sewer OK |
£ Remind Me How Often  [Monthly =] Lcell
™ Don't Remind Me Mext Date ]
{* Automatically Enter Mumber Remaining I

Days In Advance To Enter I.j

Memorizing the Invoices

Once your Water/Sewer group is created, you will memorize an invoice for every water
sewer customer. You will do this by going to the first invoice you created for monthly
billings, memorize it, and move through them to the last one.

e Click Find on your Icon Bar.

eports  Window  Help x
- v
& & B = ¢ =]
Payrall Backup Accnt  Invoice Bill Find Services Item PayBils Check Check Register

OR

e Click Edit.
e Click Find.

i3 salmon River - QuickBooks P
File | Edit Wiew Lists Company

fl']i Unds Chtl+2

Hoi Rewerk

(

Ll CErl
| Copy Chtl+C
{  Paste Chrl+Y
<
£ UseRegster Cirl+R
=
[  Use Calculator
Search...
Find... Ctrl+F
Preferences...
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e Make sure the Simple tab is clicked and Invoice is the Transaction Type.

Click Find.

FU LIPSO A I T

E

w_imple I Advanced I

11 T L EAI AL RS ¥ e TR

| rROELr

Type a help question | Ask]

In the To and From fields, enter the date you created your first set of invoices.

L wwear Y

* How Do I?| _|0O0] X

Transaction Type
- Find |
IIn'-.-'olce =~
Customer:Job &l \
I J Cloze |
Date
|o1/o1/2008 B| To [y108 | Help |
Invoice #
Amount
Date | Type | Mum MName Memo Amount | G0 Ta |
Repark |
Expatt...
e Double-click the top invoice.
UL IS EMIEIETT o MR ' 11 PEW 1 EA I sA D s * b FCIIL T 1 [ {E R ‘A UWIRIL T
A | Type 2 help question | Ask| IR = How Do 12| _ I
Simple I Advanced I
Transaction Type
Invoice &~
Customer:Job
| [
Close
Date
|oijoi2008 H| To |oifoif2008 = Help
Invoice #
Amount
Date Type Mum Mame Memo Amount | GoTo
1/01/2008 |INV 1 Albert, James:... 70.00]
01/01/2008 |INV 2 Tyak, Joe:Wat... 51.00 Report
01/01/2008 |INV 3 James, Ida:W... 72.10
01/01/2008 |INV 4 Morrow, Angel.. 70.00 E +
01/01/2008 |INV 5 Smith, San::W... 70.00 Aport...
Mumber of
matches: 5
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e QuickBooks will display your invoice.
e Click Edit.

¢ Click Memorize Invoice or press CTRL-M.

(2 Oty of Samon River - QuackBiooky Pro 2007

Fe [Edr vew Len Corpeny Cimiomers Wercory Snpiovess Secking Reports Vindoe e
n : r - — —~ A - ., -
s o] ¥ 4 & B 8 8 @ % & ¥ B &
o Sevent Enployes Center | Aepars Cender Faph Imvoice Backp A B . Reg  Credr Depast Papment 7
p—
F V : e
&

U rvros et P -Q -a- h & ot %-ut::- !_‘;’l - uﬂ .

Cumiocrer : Job Teow Acrat
| C1 hew Iondnce Coleh
| ToieD [abert, Janesiviote Seve ¥ |Weserse... 2] Jaccounts Recenaby... ¥
e 2
e invoice
- T
3

Abert lames

My

¥ 200

Gabmon Frvwr, MK 900593

Tten | Quasty  Deszoren [ Rate

o \Va2er Sece 200 [
1

e Click Add.

|Monthly Wate

La—— I3

}u;w-r:. e Seatw

Replace Memorized Transaction

€ ) Water Sewer is already in the Memarized Transaction list. Wauld you like to replace it or add
L] anew ane?

It is very important that you enter your customer name—Ilast name followed by
first name—in the field labeled Name. If you don’t, you will see a long list of

memorized invoices with the name of Water Sewer. You will not know which
invoice goes with which customer.

e Select With Transactions in Group.

Select Water Sewer in the Group Name field.
e Click OK.

* Memorize Transaction

Mame | albert, James

() Remind Me
() Dan't Rermind Me

() fukomatically Enter

@ With Transactions in Group

Group Mame |

After memorizing an invoice, go back to the Find list and click the next invoice to be
memorized until you have memorized all of your invoices.
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Creating Invoices From Memorized Transactions

Each month, on the date that you selected for your memorized group of transactions,
QuickBooks will create a separate invoice for every customer in your Water Sewer group.
When you turn on the computer and open up QuickBooks on that date, you will see a
message asking you to Automatically enter  memorized transactions—with a number
in the blank that corresponds to the number of invoices you chose to memorize.

e Click Now.

P Automatically enter 25 memarized transactions

Later |

Once your invoices have been created, check them for accuracy by bringing up The Check
Invoices Report (see instructions on page 241).

Don’t forget to enter the date you created your new invoices in the To and the From
fields. If any of your customers’ invoices need to be changed for any reason, double-click
your customer’s invoice in this report, make your change and click Save & Close.

If your community has metered water, you can open up any of your customer’s invoices
this way and add the current month’s water usage to the invoice. Don’t forget to click
Save & Close.

Check Your Work!

Check your Memorized Transaction list to make sure all of your customers have a
memorized invoice.
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e Click List.
e Click Memorized Transaction List.

{7 salmon River - QuickBooks Pro 2007

File Edit Wiew ’E Company Customers Vendors Emp
£ Chart of Accounts Ctrl+A
Item List
Fixed Asset Item List
fie Price Level List
Class List

Home Custc

Other Names List
Customer & Vendor Profile Lists 3
Templates

[ B Yendors

Memorized Transaction List Ctrl+T

Look through this list and make sure there is a memorized transaction for every customer
who gets a water/sewer invoice. Make sure they are underneath the Water Sewer Group.
Make sure that the next date is the date that your next group of invoices is due to be sent
out.

Is this the
date your

next invoices
are due?

"'rﬁ Type a help question Askl ¥ How Dﬂ-I?I - ||:I| xl
Transaction Name T Source ...

+Water Sewer

¢ Albert, James Invoice  |Accounts ... | 70.00
#Ivak, Jos Inwvaice Accounts ... | 51.00
¢ James, Ida Inwvoice Accounts ... | 70.00
¢Morrow, Angela  [Invoice Accounts ... | 70,00
+5mith, Sam Inwvaice Accounts ... | 70.00

. _HMemorized Transaction ' Enter Transaction

Printing Invoices

After you have edited and reviewed your memorized invoices for accuracy, you are now
ready to print them.
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o Click File.
e Click Print Forms.
e Click Invoices.

| e Edt van et Corpeny  Custonars  Ventos  Enphaym

P Company )
Otmn o Rntore Covownyy, orooyee Canter | K
Open Prevwens Compmny ’ p—
Save Cony o Backup.
Ciose Corrpany b [rannmitions s o8
Gatch 10 MY Lser Mode
y Jots Invliwmn wlin
Accounsant'’s Copy ’ t‘_]
M Payent o,
Pl Senp. . Owany, .,
Bend Pormy, Dred! Memoy
ooy ’
Labsis
it Allard Peytheda.
i i a

e Click OK if you wish to print all of your invoices.

e Or you may pick and choose which invoices to print by clicking on the invoices

you do not wish to print to make the check mark disappear.

0K

Cancel

PREW L A0 CRERNEST & JIFI 7 11 PREW 0 CA R S R ™ e FTIIIL T 1 L L A WNLErmE v
Bl Select Invoices to Print
b
AR Account
I Select Invoices to print, then dick OK.
= There are 5 Invoices to print for £333, 10,
E + | Date Type Ma. Customer Template Amount |
* A Jotioy/z008 INY 1 Albert, James:W. .. |Intuit Service In... 70.00]
| & |oifo1/2008 MY 2 Iyak, JoeiWater ... |Intuit Service In... 51.00
- | & |0ifoi/2008 MY 3 James, Ida:Wat... |Intuit Service In... 72,10
< [01/01/2008 MY 4 Marrow, Angela;... |Intuit Service In... 70,00
< [01/01/2008 MY 5 smith, Sam:Wat... |Intuit Service In... F0.00
IE
e Click Print
CE S - A semn
|
EET N |
i oo G|
Frotw Ppwt Fage cwcms Srge wees =

Nt T PRtE AN BTIRTE W W 0GR O
mwTeT e e (dmes lwrd Tws

ot C bt hgrvmd feve
o pope
I wrant
- rer.
™ Sn ezt ves ot o famd
e 3 Does [_
¥ Cdaw

W, e e Twanaw peTee
antenrel 3ot atirgs Bt 2 R
wset0n. TeruaEws v sCTeeend Do
g Temsates S b L

PR

————rTT

Help

Select All

Select Mone

Print Labels

INVOICING YOUR CUSTOMERS EACH MONTH

249




Creating an Icon to Create Statements

Using the instructions on page 57, create an icon for your lcon Bar that will Create and
Print Statements.

Here are the commands to add it to your bar:

Click Customers.

Click Create Statements which will bring up the Create Statements window.
Click the View menu, then highlight Add Create Statements to the Icon Bar.
Select the icon you want to use from the list at the left.

Click OK.

Creating Statements

In addition to, or as an alternative to sending out the invoices, most utilities also send out
statements. Statements can include other services in addition to water/sewer, and they
can also include past due balances.

Click Create Statements on the lcon Bar.

(4

ing Reports ‘Window Help

& B § B & 4 ¥ #E B B B 4

Payroll Invoice Backup  Accnt Bl Find Reg Check Deposit Payment Pay Bills Creakte Statements

The dates are critical on this screen. The Statement Date should be the date of the
invoices you just created. The Statement Period can go from the first of the
calendar year through your Statement Date.

By clicking All Customers, you have asked QuickBooks to print all of our customer
statements.

Check the box Show Invoice ltem Details on Statements.

Uncheck the box Print Due date on transactions.
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Pay attention to the field labeled A/R Account. Select Accounts Receivable
NOT the subaccount Water/Sewer.

e Click Preview. You can view your statements on the screen. If you have selected
the wrong dates or you want to change some criteria, you will not have wasted
your time and your paper printing the incorrect invoices.

e Click Print.

L e /< 2 help question | Ask

Make sure you

— Enter Statement Date and Type — Select Additional Options select Accounts
Statement Date Im Template Custornize | Receivable,
(% Statement Period Fram[12/01/2007 B8] To [01/01/2008 B [1ntuit Standard Statement E,S;égint
" all open transactions as of Statement Date AfR Account | Accounts Receivable
T Include only transackions ower I? days past due date Creste One st ° A ew >
¥ Shouw invife
— Select Customers ™ Print st5
¥ Al Customers [ print due date o

Check this, especially
if your city invoices
for more than one
service.

i Multiple Customers Do/hot create statements:

with a zero balance
™ One Customer ’ =

with a balance less than

™ Customers of Type

with no account activity
™ Preferred Send Method

v for inactive customers

View Selected Customers.., | Assess Finance Charges. .. |

Preview

Print | E-mail Close | Help |

Do not forget to
Preview your
statements!

Uncheck
this box.
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Below is a screen preview of a statement. Notice:
e It has the same date as the invoice.
e This invoice covers the dates 12/1/07 through 1/1/08.
e It shows the customer his opening balance coming into the new system, January’s
billing and a grand total due.
e The customer can easily see that he is being billed for Water and Sewer services.
e The statement is neat, timely, and accurate.

City of S almem Fiver Statement

PO Eox 45
King River, A 99999

Date
112003

Tar

Toanes Elbeat
FOBex3i00
ahoe nFiwa, AT 99909

Amovat Dee AmonatErc.

57000

Dat Trarsacton amont [F=151 [

oémTI007 Baluawss Srwasl nno
Wak fawe1-
12312007 oy 0000 fonno
Otponiing balass
- Opsaing balaws 1500 00
laLa0eE oA

— Warzt 3700
-- fewezEiT 00

Match your customers’ invoices with their statements and mail them out on time. You
can also email them by clicking on the E-mail button instead of the print button.

Protecting Customer Account Files

Your customers are the heart of your Water/Sewer Utility. Your Accounts Receivable
system needs to be redundant. That means that if someone steals your computer or your
QuickBooks company file becomes damaged, there needs to be a way for you to
reconstruct customer account history.

Suggestions:

¢ In addition to your daily backups, make a backup after each monthly cycle
of creating invoices. Keep this backup in a separate place from your other
daily backups.

e If you are a small utility, consider printing an extra copy of each customer
statement and filing it in a customer file.
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e If you are a larger utility, you can punch holes in the statements and keep
them all together in a binder. Each month you can remove the prior
month from the binder and substitute the current statements.

e If you issue late notices, penalty letters or disconnect notices for individual
customers, set up a file and make sure that all communication to and from
your customer gets in this file. In case of disputes, these files will become
very helpful.

e File any copies of customer checks which are returned because of non-
sufficient funds in one folder.

Receiving Cash and Check Customer
Payments

Every day your customers come in and out of your office and make payments. Some of
you have customers paying for multiple services. Some customers pay in cash, some with
checks. When you receive any payment, ask yourself if there is an outstanding invoice in
QuickBooks. If there is an invoice, you must receive the payment in the Customer Center
of QuickBooks.

e Click on the Customer Center icon.

A salmon River - QuickBooks Pro 2007
it View Lists Company Customers Vendors Employees Banking Reports Window Help

T~

@ & & g
Hame Customer Center Vendor Center Employee Center

I

@j&j%

Report Center Payroll Backup Acont  Inwvoice

When you receive a payment, you have to make sure that you are applying the payment
to the correct customer and the correct service for which they are paying.

In this example, Angela Morrow is paying $70.00 on her January 2008 invoice with
Check #4528 on January 15, 2008

Once you are in the Customer Center, highlight the service attached to the customer that
is paying. In the example below, Angela Morrow is paying her Water/Sewer bill.
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While this customer’s service is highlighted,

Click New Transactions.
Click Receive Payments.

| - Customer Center: Morrow, Angela:Water Sewer (All Transacti

fy MNew Customer & Job + | T:| New Iransactions = = Prir
=

Invoices Ctrl+1
J Customers & Jobs l Tran: .
Sales Receipts

ﬂ Statement Charges

Receive Payments

Il Mame I B:  Credit Memos/Refunds

Yiew |Acti'-.-e Customers

Look at the screen on the facing page:

Verify that the payment is being received for the correct customer, for the correct
service.

Select the Water/Sewer A/R subaccount attached to Accounts Receivable.

Enter the amount of the Water/Sewer payment.

NOTE: This may be confusing if the customer is paying for more than one service
with one check. Enter the amount of the payment NOT the amount of the check.

Enter the date you are receiving the money.

Select the correct payment method — Cash or Check.

Enter the check number.

If you give your customers handwritten receipts, enter the receipt number in the
memo field.

IMPORTANT! Because you live in rural Alaska, there is probably not a bank in
your community. If there isn’t, you are receiving cash and checks into a Safe or a
Cash Drawer. The purpose of accounting is to follow the money in and out of a
business. Therefore, you are going to tell QuickBooks exactly where this money is
going. In this example, the money is going into the community Safe. Later on,
you will make a transfer of money from the Safe to your checking account when
you make your actual deposit to the bank.

What if you cannot select your account called Safe from the list?
Go to page 50. You will have to make a change to the Preferences area of
QuickBooks.

IF YOUR COMMUNITY HAS A LOCAL BANK - Select Undeposited Funds
From the account list in the field labeled Deposit to:

Click Save & Close.
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Water Sewer
Subaccount

Water

Sewer Job
& Previous T8 Mext | Qh History - | éGet OI%
=
| Customer Payment / A/R Account  |Accounts Receivable:,.. ¥ |
| Received From ||'T1DI'I'D'.-'-.'. Angela:Water Sewer ¥ | Customer Balance 70.00 r{:m
aly

1 Amount | 70.00 Date |-J 1/15/2003 E Get paid faster.
a Accept credit cards

in QuickBooks.
4| Pmt. Method ICheck j Check # |4528 in QuickBooks
1l Mema | Depositto  |Safe Where is the

money going?
Into the safe or

- I= Process credit card payment when saving Find a Customer /Invoice. . directly to your
4 2
] /| Date MNumber Orig. Amt. Amt, Due Payment bank?
= .
J |oifoy002 14 | Faoof o 70,00

Make sure
QuickBooks
checks off the
correct invoice.

Yotals 70.00 70.00 70.00

Amounts for Selected Invoices
Amount Due F0.00

Un-apply Payment Iﬁ.pplied F0.00

NOTE: If you do not see any
customer invoices, check to see if
you have the right customer service
(job) and the correct A/R
subaccount!

I?iscqunt and Credits 0.00
Applied

Save & Close | Save & New Clear

BEHIND THE SCENES.......

When you receive the payment:

The customer’s Accounts Receivable balance goes |

The Checking Account or Safe balance goes T

BUT:

Water Sewer Income stays the same; it went T when you invoiced the
customer
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Handling NSF Checks and NSF Bank Fees

There may come a time when a customer’s check is returned to you because of non-
sufficient funds. You will receive a letter from your bank with your customer’s check
enclosed or you will discover the NSF check when you open your monthly bank
statement. If the NSF check was a customer payment for an invoice, you will need to do
the following:

¢ Remove the NSF check amount from your checking account.

e Subtract the Bank Fee for the NSF check from your checking account.

e Re-invoice your customer for the returned check amount as well as the NSF bank
fee you were charged.

Invoicing the Customer for the NSF Amount and
Bank Fee

Examine the NSF check to determine what service or services the customer was paying for
and the amount paid towards the service. You will re-invoice them for the amount of
each service included in the NSF check.

In this example, Angela Morrow’s check #4528 dated January 15, 2008 for $70.00 was
returned for nonsufficient funds. This payment was for water/sewer services. There is an
$8.00 bank fee charged for this check.

e Click Invoice on the Icon Bar.

e Select the Customer and the appropriate Customer job for which to re-invoice for

the NSF check.

Select the appropriate Class.

Select the correct Accounts Receivable subaccount.

Enter the correct Date.

In the Item column, select NSF.

Enter the Amount of the NSF check. You might be tempted to bring in the

water/sewer service item. Do not—because you have already done this in your

original invoice. This NSF item will charge the customer once again for the correct
amount and it will also remove the amount from the checking account at the
same time.

e On the next line, in the Item column, select Bank Fee and enter the amount of the
bank processing fee. This invoices your customer for the Bank Fee that your bank
charged you for the NSF check.

e Click Save & Close.
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@ previous [ Mext @ - @ - % - | ﬁ Speliing E‘:h History | - % -

Customer: Job Class Account Template  Print Preview
|M|:|rr0'r\'. Angela:Water 5., j |'\-'-.l'ater,r'SE...ﬂ |.ﬁ.cc0unts Receivabl... ﬂ |Intuit Service Invoice ¥ |

Invoice 01/15/2008 ﬁ| 6

Angela Morrow
PQ Box 10
Salmon River, AK 93939

p———

Item Quantity Description Rate Class Amount
MSF MNSF Check 70,00 |Water/Sewer 70,00 -~
Bank Fee ¥ Bank fee for NSF check .00 |Water/Se,., ¥ 3.00 l_
hd|
Customer -
Message
Total 78,00
¥ To be printed Add Time/Costs, ., | Apply Credits,., | Payments Applied 0,00
[ To be e-mailed Balance Due 75.00
Mema |

- Let QuickBooks help you get your Invoice paid onling by credit card.

Save & Close I Save & New Clear

When you invoice your customer for the NSF check and its bank charge, the amount of
the NSF check is immediately deducted from your checking account. This will enable you
to clear this NSF charge in your reconciliation.

Ry v 2 hep auestion | Ak How Dol T 101 |
2 Goto... | <5 print. . | & Edit Transaction QuickReport Download Bank Statement
Date Mumber Payee Payment S Deposit Balance
Type Account | Memao

2/31/2007 Vi 30,000,00 30,000.00 ]
DEP Opening Bal Equity  Account Opening Balar| —

1/15/2008 Morrow, Angela:Water Sewer 70.00 29,930,00
INY Accounts Receivable: NSF Check A

1172008 3000 Telalaska 172.00 29,753.00
BILLPMT ||Accounts Payable Telephone Services \

1/24/2008 3001 Eest Buy 1,200.00 \ 258,558.00
CHE Computer -|

splits | Ending balance 28,508.00
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BEHIND THE SCENES

When you invoice for an NSF check:

The customer’s Accounts Receivable balance goes T
Bank Service Charges goes
Checking Account goes

BUT:

Water Sewer Income stays the same; it went T when you invoiced the
customer

Subtracting the Bank Fee from the Checkbook

Create a check to deduct the Bank NSF Processing Fee that the bank charged to your bank
account.

Click Check on the lcon Bar.

You do not need a check number. This is a check you won’t print or mail.
The Payee is your bank.

The Amount is whatever the bank charged you to process the NSF check.
The account is Bank Service Charge.

In the Memo field, enter the name of your customer with the NSF check.
The Class is whatever department the service was for.

_____ kel — .

Don’t forget
your Class!

Cew S5im I I 2o LOne | Save & New ] Reves
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Now these charges will be in your checking account when you are ready to reconcile
your bank statement. Your customer has been invoiced for the NSF check and the bank
charge for processing the check.

T TRk I Znon il ronE

Type a help question | Ask = HowDoI?| _|O] x
3 Go to... | @Print... | @Edit Transaction QLlickRepnrt Do';-.'nload Bank Statement

Date Murnber Payee Payment J Deposit Balance
Type Account Memo

12/31/2007 v 30,000.00 30,000,00 ~ |
DEP Opening Bal Equity Account Opening Balar |-

01/15/2003 Marrow, Angela:Water Sewer 70,00 29,830.00
TNV Accounts Receivable:) NSF Check

01/15/2008 E MSF WellsFarao ﬂ 5.00 Deposit 29,922.00
CHE Bank Service Ch,, ﬂ| Angela Morrow, Ch... /

01/17/2003 3000 Telalaska / 172.00 29,750.00
BILLPMT ||Accounts Payable Telephone Ser'-.-'iu:e;/ - |

Splits | Ending balance 28,500,00
[ idine /
This is the

Sort by IDate.T‘;pE. F-lLImber,"...:( Y ey - Record | Restore I
1 the check.

When the customer pays this invoice again, you will Receive Payment. Income will not
be double-booked.

BEHIND THE SCENES.......

When you write a check to deduct the bank fee:

Bank Service Charge Expense Account goes T
Checking Account goes

After you receive the payment for the new invoice for the NSF check
and bank fee:

Checking Account goes T
Accounts Receivable goes |
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Handling an NSF Check With No Outstanding
Invoice

Example: Your customer, Joe lyak comes in for a cash exchange. He gives you a
check for $15.00. You give him cash. The check later on turns out to be an NSF
check with an $8.00 bank fee. Until, you get him to honor his check, your utility has
essentially loaned him this money.

e Create a check for your customer with the amount of the NSF check plus the
NSF bank fee for the total amount of the check.

e Use Employee Advances account (which includes loans to employees) or you
can create a new account called Customer Advances.

e In the memo, note the name, check number, situation for the NSF check,
amount of the NSF check and bank fee amount.

e You do not need a Class.

ﬁ Type & help question Askl W Ho
@ rrevious [ Next & Print = | € Find

Bank Account |Checking Rl Ending Balance 28,500.00

Mo, MSF Check

Print As: Joe Iyak Date 01/20/2008 HEE
Pay to the Order of Iyak, Joe ﬂ § 23.00
. Twenty-three and 00100 ** === s sssssssssssssssasssssssassnns Dollars
Use this account, or Toe Iyak
create a Customer PO Box 200

Advances account. Address | Salmon River, AK 99999

A You don’t need a
class, this is a
Mema MSF Check 15.00; Bank Fee 8.00
loan, not an
Expenses $23.00 | Ttems <0.00 | I"] Gnline Payment [ To be printed expense.
Account Amount Memo Customer:Job | Billa... | Class /
\ [Employee Advances 23,00
hd
Clear Splits Recalculate I Save & Close I Save & New Clear |
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Here is your check register. These charges are now there for later reconciliation of

your bank account. Remember, they will appear as two charges on the bank
statement: $23.00—the amount of the NSF check—and $8.00 for the bank fee.

! Type Account | Memo [
|01/15/2003 Marrow, Angela:Water Sewer 70,00 29,930.00 ;l
INY Accounts Receivable:) NSF Check
o 1/15/2003 MSF WellsFargo 3.00 29,922.00 J
CHE Bank Service Charges Angela Marrow, Check
01/17/2003 3000 Telslaska 172,00 29,750,000
BILLPMT |[Accounts Payable Telephone Services
01/20,/2005 M5F Check|{Tvak, Joe 23,00 29, 727,00
CHpw Employee Advances NSF Check 15.00; Ban -|

When the NSF check is for a service with no previous invoice:

Employee or Customer Advances goes T

BEHIND THE SCENES

Checking Account goes
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Make sure you call your customer and tell him about the NSF check and the fee.
¢ When he repays you, Make a Deposit to your Safe or your Checking account.
e The Account under the Expenses tab will be Employee Advances or Customer
Advances. You must use the same account that you selected for the check so that
it will cancel the debt.

:‘H Type & help question Askl ¥ How Do]?l _ ||:I| xl
@ erevious B next @ Print - | Payments Eth Histary
Deposit To |5._=|fe ﬂ Date ||:| 1/18/2008 E Mema |Depu:usit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Received From | From Account | Memo | Chk Mo, | Pmt Meth. | Class | Amount
Iyak, Jos Emploves Advances  [Repayment of MNEF Cash 23,00 =

BEHIND THE SCENES.......

When the employee or customer pays you back:

Checking Account goes T

Employee Advances or Customer Advances goes
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FUEL
PURCHASES

f your utility or community buys and sells fuel, it is a good idea to put a system in place

to keep track of how much fuel is being sold, how much fuel is left in the tank, and
how much fuel you are purchasing. This system will enable you to determine if you are
making or losing money, and it will also help you maintain control of the fuel supply.

System of Controls for Selling Fuel

Have one or two people designated to sell fuel. They will know the system and
there will be less likelihood of mistakes being made.

Limit fuel sales to certain days and times.

Sell your fuel on a cash or check basis. Your community has already paid for that
fuel, so you want to get your money back as quickly as possible.

If you do decide to extend credit to customers, set some credit criteria. Require
payment of their invoice within 30 days. No one with a past due balance over a
certain time period should be allowed to purchase fuel.

Know how much fuel you have on hand. Dip the tank every week and look at
the amount of fuel sold that week. (See page 275) Can you account for all the
fuel? Is fuel disappearing?

Set up a log book that records total fuel transactions for the week: the amount of
fuel you have on hand, how much was purchased and how much was sold that
week. This will help you keep better track of your fuel.

Setting Up Fuel ltems—Diesel #1, Propane, Diesel
and Gas

You may sell one or all of these types of fuel. Each type you sell will require its own

item.
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Let’s set them up.

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
hemie
: Fixed Asset Item List
| Price Level List
Class List

COther Mames List
Customer & Yendor Profile Lists »
Templates

Memorized Transaction List Cirl+T

Step 2

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

[tem Lis Type a help que

Mame Description

| Activities 'l Rep

Cirl+M
Edfng\ CEr|HE
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Step 3

This

Select Non-Inventory Part from the drop-down menu in the field labeled Type.

In the field labeled ltem Name/Number enter a short name to identify your fuel.

Describe your service in the Description field—this will appear on invoices exactly
as you type it here.

Enter your Rate per gallon or pound in the Price box.

Select the Income account.

Click OK.
<A City of Sakoon River  Quicklooks Pra 2007 - [Mew Hem]

S ™% IR Vew Lsts Covpsw Customers Vendos Engloyees Bacding  Reports Window  Heb

e o) o - 4 [ I - B
Hoow Cugtomer Contey  Wendor Certey  Evployee Conter — Report Centey Foyrod Badap Aok bvoxe BR

Tyym
\L 3 " se for guods you tuy but don't track, e office
Norrrwertony Pt ML ckes, or matanials for & spacfic b that 05

chage back.to the oustones

Hore harmParber [ Subtere of Harnd sctizet's Sart Narde
Gos

7] Moo s be unaed 1 awmrrbbes o i prachuend for & maecfc cutonm; b

defscrlptlon rases RIS

will appear G g G 595 U] e s pactive
- Accoune

on yOUr Ircone v

invoices.

Use this account.
DO NOT make a
Fuel Income

Account.

Other fuel items will be set up the same way with the appropriate charge per gallon or
pound.

Setting Up the Fuel Job for Each Customer

Each
keep

of your customers that buys fuel will have to be set up with a job so that you can
track of their purchases.

Step 1

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

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

\

Step 3

@¥

& MNew Customer & Job = New |

J Customers & lﬂb\l Transactions

N\
View |Active Customers N ¥ | =+
Mame | Balance Total
+Albert, James 0.0c

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

<% MNew Customer & Job ~ New ]

Mew Customer

Add Job Transactions

View |ActiveN\Customers -+
[ame | Balance Total
+4lbert, James 0,00

+James, Ida

sMnrrowe . Annela f.nr

266
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Step 4
¢ In the field labeled Job Name, type Fuel.
¢ |If there is no Opening Balance, leave the date alone.
e Click OK.

3 City of Salmen River - Quickfiooks Pro 2007 - [New Job]

LY M B Vew Uty Corpany Cutorens Vendon Erpliess Dedeg Sepots Windee e
=) @ & 5 ¥y @ =
e Custoner Cerder  wendor Conter  Evglapee Corter  Peport Center Paprod  Badhep Aok

T N Fus '
wel gepaero0 (] 2L I dsteme l o ‘

e spenng balacce?

. [ Concel
Leave this Infa | Addbond Infa [Irem—g— b Irfo - =
blank e
. Iyah. Joo ' Contax i iy
Gy N Fhore ¢
L1 3abs nactive
P M) A
Fest Nave M1 ax, Frone
Laut Narw Ak, Cortact
Enad
ce
he To ~
Cogry 5>
[ o [ Mdatinw |

If you have customers with opening balances, follow the instructions on pages 105-106.
Be sure to substitute your Fuel A/R subaccount, Fuel Class and Fuel Customer Job.
Repeat this process for all of your customers that purchase fuel.

Check Your Work!

It’s easy to see if you have done it correctly. Each of your customers that buys Fuel will
have the Fuel job under their name. Check to make sure they have the correct opening
balance.

A Ony of Sabmen River - Quickiieoks P 205

G Ml FR Ve Late Cowgary Ciatomws VW

e 2 -5

']

Pewe  Custowe Cofer Yeouks Carder  Eaphine

R e o I S

Cintamers & Jbe | logreactsne |
View | Acties Custormrs v |7:7;‘
|
tiese Rdares Totet |
hon, s S0
"Wt Sewe ]
sly, Joc 0.00
S v |
» o, 2o » .\\‘
- £0.00
000

Thom
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Purchasing Fuel

To purchase fuel, write a check as you would to purchase any other expense item.

Remember! Fuel is one of the more expensive items you purchase. Therefore, if you
find yourself ordering it, receiving it and delaying payment—Enter a Bill instead!! That
way, the fuel expense will be entered in your Profit & Loss Statement in the month it was
ordered, instead of the month it was paid.

Step 1

e Click Check on your Icon Bar.

wors Employees Banking Reports  Window Help

1
= & & g B = & #
wee Center | Report Center Payroll Backup Accnt  Invoice Bill Find Services Item PayBils Check

Step 2

Select the correct bank account (choose a checking account).

Make sure your check number is correct or the To be Printed box is checked.
Enter the date you are writing the check.

Make sure that the Vendor is your fuel supplier.

Verify that you have the correct amount.

e Select the Fuel Purchase account.

¢ |n the memo field enter how much fuel you are buying and the type of fuel.
e Don’t forget your Fuel Class.

e Click Save & Close.

|4ﬂ|PrE'-.-'i0us [ rext & print = | €} Find

Bank Account |Checkjng j Ending Balance 40,957.05

No, 3005

Make a note of o e O of Bt - Date 01/23/2008 H
ay to the Order of Delta Western il 5 .

how much you - Sl

Three thousand four hundred ninety and 00/1QQ* = s ** s *xx = x s s s xx s xxx = *x x> Dollars

are buying.

Delta Western
101 Main Street
Dilingham, AK 99576

Mema Be sure to
Expenses $3f4§0\ £0.00 I [ Orline Payment [ To be printed select Fuel for
— class!
Account Amount Memo Custome... | Billa... | Class /
Fuel Purchase 3,490.00 | 1000 gallons of gas @ 3.45/gal Fuel -

| b *
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BEHIND THE SCENES

When you purchase fuel:

Fuel Purchase Expense goes T

Your Checking Account goes

Selling Fuel

The safest way to sell fuel in your community is on a cash or check basis. When it is time
to make another fuel purchase, you will have the money. When you sell fuel on credit,
you have to invoice the customer and send them a statement at the beginning of the next
month. It could be weeks before you get the money.

Cash and Check Sales

Selling fuel on a cash basis is easy. You create a Sales Receipt for the customer when they
give you the cash. In some communities, the sale of fuel takes place away from the city
office. An employee other than the QuickBooks employee sells the fuel, and receives the
cash or checks in payment. At the end of the day, they hand over the cash and checks to
the QuickBooks employee. If this is the way your community handles Fuel sales, you
may create multiple Sales Receipts one after another at the end of the day.

Step 1

e Click on Customer Center.

i3 City of Salmon River, - QuickBooks Pro 2007 - [Home]

’9 File Edj Company  Customers  Vendors  Employees  Banking Reports  Window  Help
: s g =
B @ &) g2 =¥ - 8 a B E
Hari Customer Center  Vgndor Center Emploves Center  Report Center ¢ Payroll Backup  Accnt  Inwvao

N
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Step 2

Step

Click on New Transactions.

Select Sales Receipts.

{2 Clry of Sakmun River - QuickBosks Pro 2007 - [Custemur Canter; Albwrt, James (Al

4 Fle Edt Yew Lkts Compay C s Vendors b Exding Repits  Wedow
@ @ & e 4 & o
Mome  Costomer Canber  Vendor Center  Erployes Cacter  Report Center Payrol  Backo
M4 NewCustomes & Job v % New [ronsactioms» S5 Print s ) Eycete 7 word

OKeS ks
| Customers & Jobs Trane Invioes L ‘nn
W | Active Customers - Stabomerk Charges T, James
Recane Payments
J Navw Ba  Crodk MamosiRefurds

3

Fill out the Sales Receipt as follows:

In the Customer:Job box, select your customer along with the Fuel Job name.
Make sure the Class is Fuel.

Enter the Date of the sale.

Select the type of fuel your customer is purchasing under ltem.

Enter the quantity in the Qty field in gallons.

Enter the payment type in Payment Method.

Put the Check Number if there is one.

Select the account where you want the money to go in the Deposit To: box.
The account will probably be your Safe.

Click Save & Close.

b —.

s C b, tharcdadie

rovos Prat G- -8 - & Booerg Qs - oetodnern (18 -

C
Customer: ob Coss
. lf.~ DeFus _’J I=,",' :]
5] Sales Receipt
N Sout To
7O Box 200

Saimon River, AX 39999

[ Croawe |
87 §;‘e:- -
e Gmotor Qty Qs Amcont J
|Gas Gas Do ol 03,75 &
Is the money Cistoner ;‘ ' -
going in the Safe eseace
or the bank? Tots 08.75

Tobeprnteg [ Tobesoeled |

Tate omr.

sgrencioos | savenmew |  cew |

270 QUICKBOOKS FOR SANITATION UTILITIES




If there is no Deposit To: box on your screen, go to pages 47-50 to solve that
problem by Editing your QuickBooks Preferences.

BEHIND THE SCENES

When you sell fuel:

Income goes T

Checking Account or Safe goes T

Charge Sales

Make sure you have some rules in place as to who can charge fuel. The process for
charging fuel is just like the process for invoicing for water/sewer services.

Step 1

¢ Click Invoice on your lcon Bar.

eports  Window Help

& d B B & &4 # B B #H B

Payrol Backup Acont  Inveice  Bil Find  Services Item PayBils Check Check Register
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Select the Fuel Job attached to the customer that you are invoicing.

e Select the Fuel Class.

e Select the Fuel subaccount of Accounts Receivable.

e Make sure the date is accurate. It should be the day they charge the fuel.

e In the column labeled ltem Code choose the product they purchased. Notice
that the description and rate come in automatically.

e Enter the Quantity purchased in that field.

e Click Save & Close.

Fuel Job
attached to
customer name

Fuel Class Select the Fuel Sub-

account of Accounts
Receivable.

[ Speling ®y History |

Cul er: Job Class\/ Account / Template  Print Preview
vaV, Joe:Fuel |FLIeI ﬂ IAccounts Receivabl... ﬂ Intuit Service Invoice [ |
Invoice 01/18/2008 §| 1
Joe Iyak
PO Box 200

Salmon River, AK 99933

e

Item Quantity Description Rate Class Amount
Gas * |35 s per gallon 3.95ﬂ Fuel il 138.25 |:

=
Customer -
Message
Total 138.25
[¥! To be printed #dd|Time/Costs... | | Apply Credits... | Payments Applied 0.00
[™ To be e-mailed Balance Due 138.25
Mema |
+ Let QuickBooks help you get your Invoice paid online by credit card Save & Close | Save & New Clear

BEHIND THE SCENES

When you invoice for fuel sales:

The customer’s Accounts Receivable balance goes T

Income goes T
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Receiving Payments for Invoiced Fuel

If you have created a fuel invoice for a customer, you must receive a payment against
that invoice when their payment is received.

Step 1

e Click on Customer Center.

City of Salmon River - QuickBooks Pro 2007 - [Home]

ew L ompary Customers  Wendors  Emplovees

Banking Feports  Window  Help

& & B (& g B E

Customer Center  Vefpdor Center  Employee Center  Report Center  © Pawroll Backup  Acont  Inwvo

Step 2

e When you receive a payment, you have to make sure that you are applying the
payment to the correct customer and the correct service for which they are
paying.

e Once you are in the customer center, highlight the fuel service attached to the
customer that is paying. In the example below, Joe lyak is paying his Fuel bill.

3 City of Saknan River - Usricklasks Pro 2007 - |Cimtomer Contwe- fya, Je-fawt (All Tramsactions)| Tyoe 4 ol m-mw

e 2B Vew lex Cowpary Catomers S Dypioswes  Bendng  Seports Window  Help

& @ o] @ @ e B g W 2 4 ¥ B m B D <

e Commwe Coptm  Vwcks Covomr  Caplopss Cartmy  Ragom Casksr Popck Ineoke Bahy  Acn - et Ani  Owch Cepas Pagraesr Py Dis  Crese Saemwnts

%10 tewDudmsnr & Job ¢ 41 Now reasctios e G Brmte M tgsle "N wade

Thpen Wandams —

Costomare b Jolu | Tigwwnore sob Indwrrnatoes Lo Pepmats for s Job
Smsle L — + Fus Nty
Chech lowowms flapon
Chack [raica: Nepodt N ek Jow
Harw At Jawms

o Jyak Wore

Dwhry Wl Zena PO ez 2
Frghopee Cavtas Wik s had, S Sakeon Prowr, (4 W7

o

TN S

Jwes W

| e Nty ..
*Witor Sewer o}l
}
Mo, Aroe 20
o * FOD || o |28 Tronsactons e D Ne R e W01 - RS
W Zena a2
1 .- T e
v, S nao || e s G imy e
troonr 1 I Actrarts Froomable Pef 48 ]
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Step 3

While this customer’s service is highlighted,
e Click New Transactions.
e Click Receive Payments.

3 City of Safeven Rover - Quickiiooks Pra 202/

Me L Sew (53 Cowpory Cemoewrs Swaies Beckepess hesbewy e
- 3 -
S &) & 7
Moww  Cutoes Corom  Wards Catwe Exphosms Cardm  Fgunt Contar

G S Canturcer & Jsb = | 1) Aeie Dmaitens 2 e e [

— ~— : Iovoaces el
wtoommrs I Jobe v S Rocchs
Satwmect Charges [

Step 4

Your customer’s outstanding invoices are listed on the bottom of the screen.

e Select the Fuel Job attached to the customer in the Received From box.

e Select the Fuel subaccount of Accounts Receivable in the A/R Account box.

e Enter the Amount they are paying.

Make sure the Date of the payment is accurate.

Select the Payment Method from the drop-down menu.

Enter the check or money order number if that applies.

Enter your receipt number in the Memo field.

MAKE SURE TO SELECT THE CORRECT BANK ACCOUNT in the Deposit To
box — It will probably be your Safe.

Make sure that there is a check mark next to whatever invoice they are paying.

e Click Save & Close.

i Ry e 2 help question | ASK L ATLT I?L_I_l_- ] .
| previous T Next | E‘:h History - | éGet Online Pmts |
’| Customer Payment AR Account  |Accounts Receivable:.., ¥ Select the

Make sure

th heck ;| Received From |I‘,'ak. Joe:Fuel | Customer Balance 138.25 correct bank
e chec 1

. Amount [ 138.25 Date [01/z272008 B account!
mark is next

to the Pmt. Method  [Check =] Checkz [z
invoice they 41 Memo | Deposit to |Safe 1
are paying. §

< Learn more

: [T Process credit card payment when saving Find & Customer /Invaice. ..

J | Date Mumber Crig. Amt. Amt. Due
J |01 1 138.25 138.25

Totals 138.25 138.25 138.25 |
1 Amounts for Selected Invoices
Amount Due 138.25
Un-Apply Payment | Applied 138.25
Discount & Credits... | Disc?”'-'t and Credits 0.00
Applied
Save & Close | Save & New Clear
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BEHIND THE SCENES

When a customer pays their fuel invoice:
The customer’s Accounts Receivable balance goes |

Your Checking Account or Safe balance goes T

BUT:

Income from fuel stays the same; it went T when you invoiced the
customer

Controlling the Fuel Supply

Controlling the fuel supply involves knowing how much you purchased, how much you
have sold and how much you have left. You have to start somewhere. Pick a date when
you know that your fuel tanks are full and work forward. Find out how many gallons
are stored in each tank. Write it down and note the date. Each week create the
following report.

e Click Reports.
e Click Sales.
e Click Sales by Item Summary.

| | Reports Window Help

Report Center

-

ar  Memorized Reports
= Process Multiple Repaorts

Company & Financial
Customers & Receivables

I

Sales

Jobs, Time & Mileage
Vendors & Payables
Employees & Fayrol

Sales by Customer Summary
Sales by Customer Detail

Sales by Ttem Summary
Sales by Item Detail

* v v

e Look at this report each week by entering the correct dates.
e Keep subtracting gallons sold from gallons remaining in tank.
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e Make sure your dates are accurate. This report shows how much fuel was sold
during the month of January 2008.

Print... | E-mai_l-| Export... Hide Header | Collapse Refresh

]| From [01/01/2008 B To [01/31/2008 B Columns [Total orly
City of Salmon River

Sales by Iltem Summary
January 2008

Jan 08
% Oty + Amount ¢ % of Sales ¢ Avg Price +

Parts
Gas i 237.00 4 100.0% 3.95
Total Parts 237.00 100.0%
TOTAL 237.00 100.0%

Once or twice a month, dip the tanks for gallons remaining in tanks and compare this
with what you have calculated from the QuickBooks Sales by Item Report.

If you have a large discrepancy, recreate the QuickBooks Sales by Item Report and
refigure number of gallons remaining in tank. Redip the tanks.

If you still have a large discrepancy, you have a problem. You will have to alert your
supervisor and make a change somewhere in your system. It is a good idea for your
community to decide on “tolerance levels.” That means decide how much of a
discrepancy is acceptable when you perform these inventory checks. Procedures for
handling discrepancies will have to be devised by your council. You should address this
problem immediately as this is money going out of your community that could be used
for other things.
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MAKING
DEPOSITS

aking Deposits seems straightforward. The money comes in and you put it in your
bank account. What actually happens at your utility, though, may be a bit more
complex. QuickBooks has a way to handle whatever your situation might be.

What type of deposit am | making?
You have two main types of deposits:

) Money that comes from grant revenue, fuel sales, Bingo, washers and
dryers—in other words, any money that does not relate to an outstanding
invoice in QuickBooks.

o Payments received from customers whom you have invoiced for services
such as water, sewer, cable, garbage.

Where is the money going? To the Safe or the Bank?

When money comes into your utility, what actually happens to it? Do you put it into
your utility safe or deposit bag where it stays for a period of days or weeks before a
deposit is made to the bank account? Or do you send checks and cash off to the bank at
the end of each day?

Money coming into your utility that stays on hand for several days or a week before
being sent off to the bank is temporarily stored in a Safe or a Cash Drawer. This Safe or
Drawer becomes your utility’s local bank. The bulk of your financial activity goes in and
out of this Safe or Drawer. Therefore, when you make deposits in QuickBooks, you
should show that the money goes into the Safe and then is later transferred to the bank.
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Making a Deposit With No Outstanding Invoice

If there is NO outstanding invoice in QuickBooks and you receive money for a
department or program in your utility, you will go to the Make Deposit screen.

Step 1
e Click on the Deposits icon at the top of the screen (if you don’t have one, you can
learn how to make it on page 58).

i City of Salmon River - Quicklooks Pro 200/

Fle Edt Wew Uss Compary Customers Vendors Evployees Dankng Reports Window Heb
e ® & & @ : & 3 «-:a

& B &
Some  Customer Cénter  Yendor Center  Evolopes Cerker  Report Cenker Aot Imvokce  Payrol

iR

e Select Make Deposits under the Banking menu at the top of the screen.

A Coty of Salmon River - QuickiBsaks Pre 2007

M 83 Vew ity Conpery Outormrs Vendon  Enciovess ESTEE IMWMV

e & & @ o v 18 o =
Frd

Qeder Crechs b Envelopes »
Enter Gt Cord Charges
Lise Rogeter ol

Hone  Custones Corner  Vendor Conter  Englogee Conter  Rag

Trarafer Funce
Reconcls

Orien Bying
Lo Naregar

Ochesr Naws Lt
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Step 2
e Select the correct bank account in the Deposit To box.
AGAIN - If the check is actually going into your office Safe, choose that
account—NOT the outside bank account.
e Select the Date of the deposit.
e In the Received From field, enter the name of the person or organization that sent the
money. Set them up with address and contact information in QuickBooks. Granting
agencies, the State of Alaska or the federal government will be set up as Other.

Choosing an Income Account

If the income is: Select this account under From Account:

Grant Revenue Select Grant Income. See page 93 for how
to set up a Class to track this money

Sales Tax Money Select Sales Tax Income.

Refunds from Vendors Why is this money being refunded? Did you
return an office supply purchase? To show
the return, go to the original check where
you made the purchase and use this same
Expense account so the expense is decreased.

Bingo Money Choose Income. Select Bingo class.
Laundry Money Choose Income. Select Washeteria class.
Heating Assistance Money Chose Income. Select Fuel class.
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Jot down any reminders concerning this transaction in the Memo column, for instance
the date of the grant period, or specific uses for the money.

If the deposit is cash: select Cash from the drop down menu under Pmt Meth.

If the deposit is a check: Select Check under Pmt. Meth., then type in the check
number of the deposit check under Chk. No.

Select a Class.

The amount of the check is entered in the Amount column.

Click Save & Close at the bottom of the screen.

Where is the money going?
In the SAFE or outside your
community to the bank?

Make sure you select
the right date.

4 —=
Deposit To  [Checkin x| Date |01/22/2008 E| Memo |Deposit
== 2 g =l loz/22 B [pep Choose a
Click Payments to select customer payments that you have received. List any other amounts to deposit below. class.
unt

Received From From Account | Mema | Chk Ma. | Pmt Meth, Class )/
B -

[ |

i e |

w

Choose an income
account unless this is a
refund or purchase return.
See note on the previous

page.
4 Deposit Subtotal
To get cash back from this deposit, enter the amount below. Indicate the account
. where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount

. H |

Deposit Total

Sawve & Close Save & New Clear
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A completed deposit will look like this:

This is grant revenue ($20,000) received from the Environmental Protection Agency for
the grant period 1/1/08 — 6/30/08.

;H Type a help question Askl # How Do]?l - |E|| Xl
W rrevious B Mext @ Print - | Payments Eth History
Deposit To ISafe x| Date ||:| 1j27/2008 B| Mema IDeposit
EPA
Click Payments to select customer payments that you have received. List any other amounts to dej C lass
Received From | From Account | Mema | Chk MNo. | Pmt Meth. | Clasz
. i | ¥ A )
Grantlng TEnvironmental Pr DLI Grant Income . 3 =| EPA | 20,000,000 |
-

Agency
Name

Grant Period
Grant and Grant e
To get ca Income amount below. Indicate the ach
where yol ur Petty Cash account. N umber
account
Cash back O ¢memo Cash back amoum
I s | I

Deposit Total 20,000.00

Save & Close | Save & New | Clear |

Below is another example of a deposit. This one is for cash taken out of the washers and
dryers at the Washeteria and put into the Safe.

O previous [ Next E:;%Print - | & payments % History

eposit To ISafE x| Date ||31_.-'3.3_.-'2.3.33E Mema IDeposit

lick Payments to select customer payments that you have received. List any other amounts to deposit below.

Received From | From Account | Memao | Chk No, | Pmt Meth. | Class | Amount
Income Money from Washers Cash Jash 300,00 =]
Income Money from Dryers Cash Jash 250.00

BEHIND THE SCENES.......

When you deposit cash or checks with no outstanding invoice:

Income goes T

Your Checking Account or Safe balance goes T
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Depositing Payments from Invoiced Customers
Into Undeposited Funds

Depositing Payments from Invoiced Customers can be handled in two different ways. On
page 254, you learned how to receive a customer payment for water/sewer service. The
customer payment in that example went directly into the utility Safe. QuickBooks can
also deposit the money to an account called Undeposited Funds.

For utilities that have banks located inside of their community, QuickBooks will enable
you to receive your customer payments throughout the day and then make one deposit
to the bank at the end of the day. As the payments come in and you receive them in
QuickBooks, the checks go to Undeposited Funds. When the deposit is made at the end
of the day, all of the checks and cash in the deposit are selected from Undeposited Funds
and then transferred to the QuickBooks checking account.

Below is a Receive Payment window for a customer water/sewer payment.

e Notice the Deposit to field. Undeposited Funds has been selected from the
account list.

What if you cannot select your account called UNDEPOSITED FUNDS from the list? Go
to pages 47-50. You will have to make a change to the Preferences area of QuickBooks.

Water
Sewer Job

Water Sewer

Type a help queston |ASK| hd Subaccount

| rrevicus T ext | Eth History = | @Get Orilin tz |

| Customer Payment VT [accounts Recei'-.-abl%/
i| Received From |James. Ida:Water Sewer ~| customer Balance 72.10 i
' amount I—'21E| Date Im Get paid Faster.
o Accept credit cards
Pmt. Method | Check | Check # |o7os in QuickBaoks.
4 Memo | Dieposit to IUndeposited FLII'ICI: )
. : \\ Where is the

- = Frocess credit card payment when saving

money going? First

4 4 | Date Mumber Orig. Amt, Amt, Due Payment ( it will go.to
NN« ovorgzo0s |3 72.10 72.10 Undeposited Funds,
then the bank.
i
z
Totals 72,10 72,10 72,10
4 Amounts for Selected Invoices
Amount Due 7210
Un-Apply Payment | Applied 7210
Discount & Credits, .. | IZ_)iscqunt and Credits 0.00
Applied
Save & Close | Save & MNew Clear

BEHIND THE SCENES

When you receive cash or checks as payment for invoices into
1 hadarmmasecttad CivmAa,



Moving Customer Payments from Undeposited
Funds to the Bank

Step 1

e Click on the Deposits icon at the top of the screen (if you don’t have one, you can
learn how to make it on page 58).

{7 City of Salmon River - Quickiiooks Pro 200/
Flo Edt Wew Uze Company Customees Vendors Evployees Dankng Recorts Window Heb
bzl @ &

7 4
some  Customer Center  Vendor Center  Evolopee Center  Report Center

Or
e Select Make Deposits under the Banking menu at the top of the screen.

A Coty of Salmon River - QuickiBeaks Pre 2007

Me 23 Vew iy Conpary Outorwrs Vendon  Enciovess ERTEIRN faprarty  Window  Hely

a v‘jJ b‘] w Wil Chrecks Corkew R ’4. a
Frd

Qeder Crexchs b Envelopes
Enter Crod Cord Charges
Live Roguter Carleit

Traenfer Nunce
Reconcle

e Custonnsr Corner  Vendor Conter  Exghogee Contey  Rag

Trles Bkng

Lo Narager

Ocher Nawes st

You will now be in the Payments to Deposits Screen.
IF YOU ARE NOT IN THAT SCREEN, CLICK CANCEL AND START OVER!!

Step 2
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e Place a check mark next to every check that will be included in your deposit, or
Select All if you are depositing all of the checks.
e Click OK.

1oL eyt s 00 b Sepeat

|

Now you are at the Make Deposits screen.

Notice that QuickBooks has transferred the check which you selected on the previous
screen to a Make Deposit screen.

e s it the correct bank account? You may have to change the bank account from the

Safe to the Checking account.
e Click Save & Close.

|ype & help queston | ASK ¥ How Do LY _|O] X

Date [01/30/2008 B| Memo |Deposit

Click Payments to select customer payments that you have received. List any other amounis to deposit below,

Received From From Account Memao Chk Mo. Pmt Meth. Class Amount
James, Ida:Water.,, |Undeposited Funds 0703 Check 72,10 [~
\/-—\
QuickBooks
entered
Undeposited |

Funds. ]
Deposit Subtotal 72,10
To get cash back from this deposit, enter the amount below; Tount

where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

=l |

Deposit Total 72.10

Sawve & Close I Save & New I Clear I
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BEHIND THE SCENES.......

When you deposit customer payments from Undeposited
Funds:

Undeposited Funds goes |

Your Checking Account or Safe balance goes T

Check Your Work!

Look in your check register. Here is the customer payment. This payment was received
on the Receive Payments screen. Undeposited Funds was selected. Then you went to
Banking to make a deposit. The Undeposited Funds screen came up. You selected the
payment and were immediately taken to a deposit screen where you clicked Save &
Close.

| IR zml | e/ l=t=Tu i a} in .
iy Type & help question | Ask # How Do I? BQZOSIt f'rorc?
s ndeposite
a, & Goto... | £ Print... | & Edit Transaction QuickReport Download Bank Statement Funds to
T) \ .
e Date Mumber Payse Payment | of Deposit Balancs\  Checking.
Deposit iif Type Account | Mema
Code 01/24/2008 3001 Best Buy 1,200.00 28,5
. CHK Computer
Q42008 3002 Office Max 50,00 477,00
_ BILLFMT ||Accounts Payable Computer Paper
01/30/2008 N 72.10 23,548, 10
DEP Undeposited Funds  Deposit
p1/30/200s 1| NN e =llpayme Depo I
Account = Memo -|
splite | Ending balance 28,549, 10
[T 1line
Sort by IDate.T‘,'pe. Mumber/.., | Record Restore
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Adding On to a Customer Payments Deposit

You may add other deposit items (money received from other sources that has not been
invoiced) on to a deposit that has come from Undeposited Funds.

Step 1:
e Deposit Customer Payments just as described on page 282.

Step 2:

e Add a line to the end of the deposit by clicking in the white space of the From
Account column just below the last Undeposited Funds.

e Select where the money is coming from, the payment method, the class and the
amount just as you did on pages 280-281.

A Loty of Salmon Riwer - QuickBsoks Pra 2007 - [Make Deposits]

Type & hoks gueetin [ask v v 0o 1 G

3 Fle DR vew Usts Conpety Custimers Yendies  Englovess Bading  Reports Window el - 8N

@ &> &0 & T 4 & B & W Q « # m B M 9 -
Hae Ousboromr Cartar  Ywrcor Cander  Cropkoyes Corbar  Ragort Cackor Paped  Iavke Dackip Aot rrd e

Orack  Dagost  Pwyreert Pq{l‘: Croats 2atarsarty
Dpevos Puee Grr « Wrsprents Y Hstory

Descet To | Deouy v Dete Orop00eli]  Meen (Depos

IO Parpnerits b St Oustones DI ATenes Tat you hares ra0mwed. Lt anvy ofher Sn0unes o deposk bk

Recwnved From From Adcourt Meve: Chic 2 Perd Muth. Cam Aruasd

Moerow, fogele'Nater Sowsr |Lrcegaoatacd Srte 8 W hch | 00 A
trecoree [ Washetaria recegtts Jen 4-10 Cah b saatoria 186,50
CFfion ke

Offics Depct refurd thedk for returmed pretes VT Chach

Adwe wd Pnance 19500
Trarirg [ atw vwbrsavent for ity brarng--Me Wion Ir/«n Chach

[Wnter [Samer me.00

This deposit has several additions to the payments received:

e Washeteria money for the week of January 4-10.

e Refund for a printer that was sent back to Office Depot. Notice that the From
Account selection here is the expense account used for the printer when it was
originally purchased.

e Reimbursement for a training expense. The From Account selection here is also
the expense account used in the original payment for the training.
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Transferring Money from the Safe to the
Checking Account

If you deposit customer payments and funds from outside sources to your safe, then at
some point you will want to transfer money from your Safe to your checking account at
your bank.

When you actually send in a deposit to the bank, all you have to do is transfer the money
between the safe and the checking account. You will not list the checks.
To transfer funds:

Step 1
e Click Banking.
e Click Transfer Funds.

2 City of Salmen River - QuickBosks Pro 2007

Fle 08 vow Ints Copasy Outosstrs Vendors  Esglovess EEREREN
) .‘#] 63 "‘J Wie Deds Qeisw Q J s .5} _} g
frd

towe  Codorew Cestet Wescks Certwr  Crghoyws Coter  fag  Ordw Chada & Ervelopas d
Enty ot Cand Oharges

Lo Pageter cked
Masn Dopaosds

Enter the correct date.

e Make sure the bank accounts are correct in the Transfer Funds From and
Transfer Funds To windows.

e Make sure the Transfer Amount matches the deposit amount on your banking

deposit slip.
o Click Save & Close.

Ll i e  Type & help question |Ask| % How Do 12| (1] %] E

& previous [P Next |

Transfer Funds
Date 01/31/2008 B

Transfer Funds FromlSafE ¥ | Account Balance 20,830.00
Transfer Funds To ICheckjng x| AccountBalance 28,549,10
Transfer Amount § 15,000.00 -
il
LN Fnds Transfer] B
Save & Close | Save & New Clear

alaIan 2 |
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Transferring Funds Between Bank Accounts

You may have several bank accounts. When you call the bank and ask them to transfer
funds from one account to another, you use the Transfer Funds screen just as above.

BEHIND THE SCENES

When you transfer funds between accounts:

Transfer from account goes

Transfer to account goes T

Preparing the Bank Deposit

Handling the Cash

-Count the bills and count them again.

-All bills should be face up and secured with a rubber band. No staples or

paper clips.
¢ Handling Coins
-Count and roll the coins in bank wrappers.
e Xerox every check.
e Endorse the back of each check — this means putting your utility name and bank
account number on the back of the check.

e Fill out a bank deposit slip and total up the deposit.
¢ Bundle the original checks, the deposit slip, the cash and the coins.

Preparing Your File Copy of the Bank Deposit

You should have a file copy packet of every deposit. This packet will include the xerox
copies of every check in the deposit, a copy of the deposit slip and any notes explaining
the origin of the cash and coins, or any other special situation that might be unclear in the
future. File all the deposits together in a file folder. Separate the deposits by bank
account so they are easier to find.
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MANAGING
YOUR SAFE

ost of the rural utilities in the state don’t have a bank in their community. They

bank by mail, and it is sometimes a week or more before the money that comes
into their community actually gets to the bank. In the meantime, customers are making
payments for services, checks are being exchanged for cash, people are purchasing fuel,
and the money flow continues.

Any community that is committed to having a reliable accounting system will deal with
this problem by creating a bank of their own—the safe. They will record in QuickBooks
everything going in and out of this Safe, because this is where most of the financial
activity takes place. It may not be called the safe—instead it may be the green bag, the
brown box or the duct tape envelope. Whatever its name, it serves the same purpose. It
acts as the utility’s or community’s bank.

The amount of money in the safe can be sizeable, and it needs to be accounted for just as
the money in your bank account. You would be upset if the bank had no idea how much
money you had in your bank account. The safe account needs as many safeguards as
your bank account.

Keeping Your Cash Safe

Your office is a busy place. Cash comes in, cash goes out. People give you checks for
payments, they want to exchange checks for cash, or they want to do both at the same
time. How do you do your job and keep the cash safe at the same time? The answer to
this is to set up procedures that you follow each and every day.
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RULE 1: Always Know Your Account Balance

The balance in your QuickBooks Safe Bank account should always be equal to the amount
of money actually in your Safe. Ensure this happens by:

e Making QuickBooks deposits to the safe as you receive payments.

e Write checks in QuickBooks from the safe when you spend safe money.

e Record all the transfers you make to and from the safe in QuickBooks as they
happen.

e Reconcile QuickBooks with the actual safe often.

RULE 2: Limit Who Has Access to the Safe

Too many hands in the safe can cause problems. If you are short money, it may be
impossible to figure out what happened if a lot of people go in and out of the safe.

e If possible, pick one person to handle the actual contents of the safe. They put
the money in and they take it out.

RULE 3: Spread the Work If You Can

If you have the manpower, it is a good idea to assign the different “safe tasks™ to
different people. Having one person in charge of each of these tasks is ideal.

¢ Entering the cash transactions into QuickBooks.

e Putting money in and taking money out of the safe.

¢ Counting the cash and making sure that the amount agrees with the account
balance in QuickBooks.
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What Do You Do When You Spend Safe Money?

When you use money in the Safe for expenses, you write a check in QuickBooks for the
expense just as you would if it were a real check. (See page 228)

¢ Just make sure that you select Safe as the Bank Account when you write your
check.

@l previous [ Mext ﬁPrint - | %{Find

z| BankAccount |safe R Ending Balance 5,830.00
c
/ Moo L
) Date 01/21/2008 H
// Pay to the Order of AC Store R4 § 20,00
Tlr.'.lent\rl and Ijlj I.'1IJIJ HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH DD"arS
AC Store
- Address

Memo Paper ffcopier at utility office

J Expenses £20.00 I Ttems £0.00 I [ Crline Payment [ To be printed
Account Amount Memo Customer:Job Billa... | Class
Office Supplies 20,00 Water/s.,, &
- - -

BEHIND THE SCENES.......

When you spend money from the Safe:

The related expense account goes T

Safe balance goes ¥
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What Is in the Safe?

Customer Payments

Throughout the day, community members come into the office to pay for their
Water/Sewer services. These checks and money orders can be placed in a Water/Sewer
envelope inside the safe. They have been entered into the Safe Account in QuickBooks
through the Receive Payments window. (See pages 254-255)

Cashed Checks for Community Members

Occasionally, community members will come into the office and write a check in
exchange for cash. There is no accounting effect from this transaction. There is no entry
into QuickBooks, because you will still have the same amount of money in the safe. You
are simply swapping cash for a check of equal value.

Cash and Checks Received from Other Community Services

Your safe will also have money received from Fuel purchases, Washeteria Services and
any other service that your community offers.

Checks Received from Outside Sources

The safe may also hold grant checks, heating assistance, state and federal money received
but not yet transferred to your bank.

Petty Cash

You may hold back a small amount of cash from your Safe to Bank transfers for petty
cash purchases. You can use this cash for purchasing postage, paying freight bills and
making purchases from the community store. When you make a purchase, you still must
write a check from the safe showing the expense.
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What is the Opening Balance of Your Safe?

It is so important for you to keep track of the money coming in and out of your city or
utility office. You now know that if you do not make deposits to the bank every day,
you receive your customer payments and other day-to-day income into the Safe.

You also know that you Write Checks for small expenses purchased with safe money and
use Transfer Funds to show money leaving the Safe and going into your Checking
account.

Before continuing on with this chapter and learning how to reconcile your QuickBooks
account balance with the balance in your office safe, you must now enter a beginning
balance for your Safe. If you have been following along with this manual by creating
your own company file, you now have some activity—customer payments, checks or
transfers in your QuickBooks Safe register.

Look inside that register now:
e Click your Acent icon.
e Double-click your Safe.
e You will see activity similar to the transactions in the following picture of our safe
register. You will also see an ending balance for your Safe.

fi
"'l
H
1]
#

£
T E
4TS
5

]
hi
% 18
i |
"
g
L
o
I

i

e ) . QuickBooks \
o = Safe Ending |
o ;E‘ BTN [Cezh Serifleer \ Balance \\
) A I —
"""" o Trensfer

e Count the cash and checks in your office Safe.

e Compare the total with the ending balance in your Safe account in QuickBooks. It
should be different.

e Calculate the difference.

e Follow along and make a beginning entry that adjusts your ending balance so that
it agrees with the current balance in your office safe.
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Example: Our Safe balance in QuickBooks is $5,885.00. The balance of our actual Safe
in the office is $6,400.00. We need to increase the balance in QuickBooks by $515.00.
This is an Opening Balance adjustment that will be dated one day prior to our Starting
Date.

If You Need to Increase the Balance of Your Safe

If you need to increase your Safe balance in QuickBooks for the opening balance entry,
you will make a deposit.

e Select Safe for the field labeled Deposit to.

e Make sure your date is one day prior to your Starting Date.

e Your account will be Opening Balance Equity.

¢ In the memo field note that this is your opening safe balance.
Click Save & Close.

Date your entry
one day prior to
Starting Date

&l erNous 5 Next ﬁPrint 'l
Deposit To‘ |safe x| Date [12/31/2007 E] EmE |Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

\ ived From | From Account | Mema | Chk Mo, | Pmt Meth. | Class | Amount
—) 515.00 |

Opening Bal Equity

Opening B...

Look in your Safe Register and make sure the ending balance is the actual balance of your
office Safe. If it is not, you will have to edit the transaction above by clicking on the
entry line in your check register and changing the transaction.

pen. | $rm | PBoeeer Fosest Hleraiiniee

= s e e { Tenst

Click here and edit if
S — your ending balance

3\ is incorrect

]
]
|

A LI/ Isyour
“[ ending
balance
= ==z\ correct?
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If You Need to Decrease the Balance of Your Safe

If you need to decrease your Safe balance in QuickBooks for the opening balance entry,
you will write a check.

Let’s say that the actual balance in our office safe is $5,200.00. Our Safe register says
$5,885.00. We will have to decrease the balance by $685.00.

@l rrevious [P Newt &5 Print - | €, Find

Bank Account |5aﬁa j Ending Balance &, 400,00
Mo, Cpen Ball
Date 12/31/2007 HE
Pay to the Order of j £ /B5.00

Sixhundredeighty_ﬁlvleandI:II:IJI'II:II:IHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH Dollars

Address

J Expenses $685.00 I Tteme &0.00 I [ online Payment [ To be printed
Account Amount Merno
Opening Bal Equity &35,00 |Opening Balance in Safe

Now our balance is $5,200.00.

Deposit

Paper ffopier sk uiikty oifie

Deposit

DEF it Deposit

Now that the balance in your office safe agrees with the balance in the QuickBooks Safe
account balance, try very hard to keep them in agreement. Become familiar with the
process in the following section—Reconciling the Balance in the Safe and do it regularly.
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Reconciling the Balance in the Safe

Unlike your checking account, there is no bank statement for your safe. At least once a
week, the cash and checks in the safe should be counted and the total compared with the
total in QuickBooks for the Safe Bank Account. Perform the following steps:

Count the cash (bills and coins) in the Safe.

Total the checks.

Add these figures all together.

Compare the total to the Safe bank account balance in QuickBooks.

If the Balance in the office safe and the QuickBooks Safe Bank Account
are different...

e Calculate the difference. Does this amount sound familiar?
e Ask yourself the following questions.
Have you purchased stamps or some other small purchase for which you have
not created a QuickBooks check?
Have you made a bank checking account deposit which included cash or
checks from the Safe that did not get entered as a transfer of funds?
Did you post cash or a check that was deposited to the bank to an expense
account instead of the Safe?
Did you deposit laundry money and forget to record it going into the Safe?
Did you make an error when you made a Cash Exchange?
Hopefully, you will find your error. If you are unable to find it, hopefully it does not
amount to a large amount of money. If it is a large amount of money, it is a good idea
to take a look at your system and make changes so that this will not occur again.

Making a Journal Entry to Correct an Error in the
Balance of the Safe Account

You must make an adjustment so that your total in the safe equals the total in
QuickBooks. To do this, you will make a general journal entry which will tell
QuickBooks how much to adjust the Safe account. First, however, you need to make a
special account to hold the cash difference amount.

Step 1

See page 68 for setting up an Expense Account. This expense account will be called Cash
Short/Over.
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Step 2

Now, here’s what you do to make the journal entry.

e Click Company.
e Click Make General Journal Entries.

of Stvnan flivar - Quedlisela Prs 200/

Making an adjustment to your QuickBooks balance in the Safe account involves making
changes to the following two accounts:

e Safe
e Cash Short/Over

Step 3

IF money in the Safe is Less than the QuickBooks Balance...

Make this entry if your actual balance in the office safe is LESS than the balance in the
QuickBooks Safe Bank Account.

e When you click on the first line under Account, your Chart of Accounts will pop
up.

e Select the Cash Short/Over account.

e Type in the amount of the cash difference in the box under Debit.

e Press the Tab key until you get to the next line. Admin is the class.

e Select the Safe bank account, or the name of your “Safe” account. In this
example, the Safe bank account is called Safe.

e Enter the same amount under Credit as you did under Debit.

e Click Save & Close.

Don’t
forget your
class!

& previous B Newt &5 Print...

| E‘:h History |
Date Ilj 1/31/2008 B Entry No.ll /
Account | Debit | Credit | Memo | Name | B... | Class ¥
Cash Sha... 25.00 Admin ... [=]
Safe 25.00 Admin ... —
=l
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IF money in the Safe is More than the QuickBooks Balance...

Make this entry if your actual balance in the office safe is GREATER than the balance in
the QuickBooks Safe Bank Account.

¢ When you click on the first line under Account, your Chart of Accounts will pop
up.

e Select the Safe bank account, or the name of your “Safe” account. In this

example, the Safe bank account is called Safe.

Type in the amount of the cash difference in the box under Debit.

Press the Tab key until you get to the next line. Admin is the class.

Select the Cash Short/Over account.

Enter the same amount under Credit as you did under Debit.

Click Save & Close.

Type a help question | Ask * How Do I?| _|O

@ rrevious [ Next E%Print... | E‘:h Histary |

Date I':I 1/31/2008 H Entry Mo, I 1

Don’t forget

Account | Diebit | Credit | Memo | MName | B... | Class your class!
Safe 25.00 Admin ... 4
Cash Sho... 25,00 Admin ... =
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RUNNING
THE PAYROLL

ln this chapter, you will learn the many facets of processing a payroll. Processing a
payroll is much more than just preparing a paycheck for your employees. It involves:

Calculating your employees’ time worked.

Managing payroll deductions such as child support, employee advances and
water sewer payments.

Handling additions such as stipends.

Creating paychecks.

Calculating and paying payroll taxes.

Creating and maintaining your office payroll records.

Calculating Employee Time

In order to have good payroll information coming out of QuickBooks you have to input
the correct information. When you are calculating employee time worked, you will
need to know the following for each employee:

Sample Employee: Michael Wilson

Regular hours worked broken down by department

Example: 20 hours Water/Sewer
20 hours Admin & Finance

Overtime hours worked broken down by department

Example: 2 hours Water/Sewer
1 hour Admin & Finance
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When you are calculating overtime, State of Alaska and Federal law state that overtime
is:

e Any time exceeding 8 hours in a day

¢ Any time exceeding 40 hours in a week

Go to the following website to read more about the Alaska overtime law.

http://www.labor.state.ak.us/Iss/whact.htm

Managing Payroll Deductions

Every payday, you should have an updated list of payroll deductions for all of your
employees. This list should include the type of additions and deductions—Child Support,
Water/Sewer payment, stipend or employee advance—and the amount. Make sure that
the deduction amount is for the pay period and not the month.

Example:
Michael Wilson
Deductions:  Child Support $50.00
Water/Sewer Payment $70.00
Addition: Stipend $50.00

Our employee, Michael Wilson wants to pay $100.00 per month in Child Support. We
have a biweekly payroll which means we pay twice a month. Therefore, each payday
we should be taking out $50.00 for Child Support. In the months that have three bi-
weekly payrolls, no deduction will be taken on the “extra”™ check. Michael also wants to
have his Water/Sewer payment come out of the first check of every month. Therefore,
the second (or third) check of the month will not have this payment deducted at all.
Our employee is also a council member and he will receive a stipend in this paycheck.

NOTE: REFER TO THESE SECTIONS IF THEY APPLY TO YOUR UTILITY:

e USING EMPLOYEE PAYROLL DEDUCTIONS FOR CUSTOMER PAYMENTS: See
page 311.

e IMPORTANT INFORMATION ON STIPENDS: See page 309.

300 QUICKBOOKS FOR SANITATION UTILITIES



http://www.labor.state.ak.us/lss/whact.htm

Creating Paychecks

Before you even get into the payroll area of QuickBooks, take a moment to figure out
your pay period dates and your paycheck creation date.

Example:

On page 182, we set up our Payroll Schedule so that our first payroll in QuickBooks
would be for the pay period 12/23/07 — 1/5/08. This is a biweekly payroll which ends
every other Saturday. We will issue the paychecks on Monday, January 7, 2008.

Let’s go to payroll.

e Click the Employee Center icon on your Icon Bar.

3 salmon River - QuickBooks Pro 2007
File Edit WView Lsts Company Customers Vendors Employees Banking Reports Window Help
EF j & & B

Report Center

ﬁ‘@ & —

Home

Payroll Backup Aco

e Click the Payroll Tab.

@ Print = @ My Payroll Service ? L

Employees ]Transactmm/l Payroll |

/

The correct payroll schedule should be in the window next to Pay Employees. (If this
schedule is incorrect, or if there is no payroll schedule, go to page 182). If your schedule
is accurate, move on.

e Click Start Scheduled Payroll.

_earning Resources »

1

Process Payroll by... | ...for Payroll Schedule | ...and Pay Period ... with Check Date |
% 01/07/2008 Bivveekly 12/23/2007 - 01/05/2008 01/07/2008]
Pay
Employees

Related Payroll Activities Special Payrall = Start Scheduled Payrall... |
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Once again, check your dates.

e Make sure the Pay Period Ends date is correct.

e Make sure the Bank Account is a checking account.

e Make sure the Check Date is correct. You can change them here if it is necessary.

e If you are going to be paying employees for working in more than one
department, the easiest way to input this information is to double-click the
employee name and get into the paycheck screen.

ﬁ - |I_|
Enter Hours for employees

Enter hours for each employee directly in the table or dick an employee's name to enter information directly in the
emplayee's paycheck,

Payrall Information

Payroll Schedule: Biweekly Pay Period Ends |.3 1/05/2008 B Bank Account:  Checking |
Employees Selected to Pay: 1 Check Date h1/o7/2008E Bank Account Balance: 43,549, 10

Whatif I don't see the columns that I need?

How do I add or change a number in a aray cell?
Uncheck Al | What if I need to add other employees to this list?
4 | Employes | Haourly ... | Qvertim... | Overtim... | Total Hours
4 wilson, Michael Double-click N\ |-
the employee o
name.
hd
Continue Cancel

Michael Wilson’s Hours were:

Payroll ltem Name Rate Hours Department

Hourly Wage 1 $10.00 20 Water/Sewer
Overtime Wage 1 $15.00 2 Water/Sewer
Hourly Wage 2 $15.00 20 Admin & Finance
Overtime Wage 2 $22.50 1 Admin & Finance
Payroll Deductions

Child Support $50.00

Water/Sewer Payment $70.00 (See page 311 to set this up)

Payroll Addition
Stipend Wage $50.00
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NOTICE!
e The employee earns $10.00/hour for Water/Sewer, so Hourly Wage 1 is $10.00
hour and the Class is Water/Sewer.
e Overtime Wage 1 pairs up with Hourly Wage 1. 1t is $15.00 and the Class for
Overtime Wage 1 is the same as the Class for Hourly Wage 1—Water/Sewer.
e When paying employees for more than one department, you have to pay very
close attention to the Hourly Wage and Overtime Wage items you select.

The right hand side of the paycheck screen has the employee’s gross pay—Hourly Wage
1&2, Overtime Wages 1&2, Stipend Wage, followed by deductions—CSED, Water/Sewer

payment and payroll taxes.

The bottom left side of the screen contains the Employer’s Taxes in the Company
Summary Box.

After thoroughly checking this screen for accuracy,

e Click OK.

Each
department
he worked for

Type & help question Ask' ¥ How DoI?l il
Pay Period | 12/23/2007 E| - [01/05/2008 |
[ Use Direct Deposit

Review Or Change Paycheck

Wilson, Michael

Here are arnings

one Item Mame Rate Hours Custonﬁﬁ \ Class Sick Available
addition ourly Wage 1 10,00 2000 Water [Sewer 21 | Vacation Avai
and two ourly Wage 2 15,00 | 20000 Admin & Finance = | Sick Accrue

deductions. Cvertime Wage 1 15,00 2:00 Water /Sewer Vac, Accru
- Overtime Wage 2 22,50 1:00 Admin & Finance r Do nat ac
=|
Total Hours: 43:00
Qther Payroll Items Emplayee Summary //
Ttern Name Rate Quantity Itern Mame Amount //

Stipend Wage 50,00 | |Hourly Wage 1 200,00 200,00 |

CSED Deduction -50.00 — |Hourly Wage 2 300,00 300,00 4 |

Water Sewer Payment -70.00 Overtime Wage 1 30,00 30,00 ell

| ﬂ Overtime Wage 2 22,50 22,5

~ \ lI Stipend Wage 5IZ|.IJIJ- _<
Employer’s ).3 \ CSED Deduction -50.00 Deductions
Taxes mpary Summary Water Sewer Payment -70.00 & Payroll
< Item Name L Amount YTD Federal Withholding -158.00 Taxes

\Social Security Company) 37.36 37.36 |~ | |Social Security Employee -37.36

Medicare Company 8.74 8.74 1 |Medicare Employee -8.74

AK - Unemployment Company 9,95 9.95 AK - Unemployment Employee -2.76

e’
:I Check Amount: 7B
Brexyiaus TEk 0K | Cancel Help " Enter Paycheck

Amount

Employee Advances would be

brought in here if applicable.

NOTE: If the employee had a payroll advance, it would be brought into the Other
Payroll Items area along with the other deductions and additions.
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You will be brought back to this screen, but now the regular and overtime hours are
filled in for the employee.

e Click on each employee in this screen and fill in the following: regular and
overtime hours worked for each department (class), their additions and their
deductions

e Follow the step above for each employee until all of your employees on this
screen have their Hourly Wage hours, Overtime Wage hours and Total Hours
filled in.

e Review everything for accuracy.

e Click Continue.

Ente -|O
Enter Hours for employees
Enter hours for each employee directly in the table or dick an employee's name to enter information directly in the
employee's paycheck,
Payroll Information
Payroll Schedule: Biweekly Pay Period Ends I.] 1/05/2008 B8 Bank Account:  Checking hd
Employees Selected to Pay: 1 Check Date 01072008 H Bank Account Balance: 43,548, 10
What if I don't see the columns that [ need?
How do I add or change a number in a gray cell?
Uncheck Al | What if I need to add other employees to this list?
S | Employee | Hourly ... | Hourly ... | Owertim. .. | Overtim... | Total Hours
o | Wilson, Michael 20:00 20:00 2:00 1:00 43:00 |L
hd|

Continue Cancel

You have one more chance to review your paychecks.
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Check this
box if
printing
checks.

Look at this screen carefully:

e Ask yourself if these numbers make sense.

e Look at gross pay and net pay. Are these paycheck amounts realistic?

e Are the total number of hours correct?

e If you are handwriting your checks, check the box that says Assign check numbers
to handwritten checks and enter in the next check number.

e If you are printing checks, check the box labeled Print Paychecks from
QuickBooks.

e Click Create Paychecks.

wint» FA My Pavroll Service P | earnina Resonrcas »

Review and Create Paychecks
Review the summary payroll information, Click an employee name to view paycheck details or to change any of the
information. Choose your paycheck printing option and then dick Create Paychecks to continue.
— Payroll Information
. - Enter next check
Payroll Schedule: Bivesl Pay Period End 05, Bank A t:  Checkin .
ayroll Schedule y ay Period Ends IIJ 1/05/2008 B ank Accoun 2 number if
Mumber of Paychecks: 1 Check Date 01/07/2008 E Bank Account Balance: 43,5 handwriting checks.
kxpaycheck Options
* Print paychecks from QuickBooks " Assign check numbers to handwritten check Explain
First Check Mumber ~ |3003 Preferences
Emplayee Gross Pay Taxes Deductions Met Pay Employer Taxes Contributions  Total Hours Direct Dep.
Wilson, Michael 602,50 -54.86 -120.00 417.64 56.05 0.00 43:00 -
602,50 -64.86 -120.00 417.64 56.05 0.00 43:00
< Back | iCreate Paychec Cancel |

e Click Print Paychecks or assign a check number if you handwrite your checks.

Payroll (codrmaetion sod Rest Megs

v nciemt seind | peyshecks:
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Check Your Work!

Let’s look and see what happened after this paycheck was created.

Note that your Payroll Schedule has been automatically updated for the next pay period.

arning Resources »

Process Payroll by... | ...for Payroll Schedule | ...and Pay Period . with Check Date |
% 0172172008 Biveekly 01/06/2008 - 01/19/2008 01/21/2008]
Pay
Employees

Related Payral Activites_» | special Payroll_» | [ Start Scheduled Payroll

Your paycheck is in your check register. Its Type is PAYCHK so you can readily see it was
created in the payroll section of QuickBooks.

R N | ¥'T & NEIR quesTIOn S D)
;_ & Goto.. | &5 Print.., | 24 Edit Transaction QuickReport Cownload Bank Statement
.; Date MNumber Payee Payment J Deposit Balance
it Type Account | Memo
= |1zj31/2007 o 30,000,00 30,000.00 =
n DEP Opening Bal Equity  Account Opening Balar =
;: 01/07/2008 3001 Wilson, Michael 417.64 29,532,356
_:T PAY CHE | -split-
;_. 55_."20'38 Marrow, Angela:Water Sewer 70,000 29,512,348
/ TNV Accounts Recei'-.-'able:'\l MSF Check
4 |01/15/2008 M5F WellsFargo 3.00 29,504,356
1 CHE Bank Service Charges Angela Morrow, Check| -|
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BEHIND THE SCENES IN A PAYCHECK

Gross Pay Payroll Expenses Goes T
Stipend Wage Goes T
Payroll Taxes Goes T
FWT Payable Goes T
Medicare Payable Goes T
Social Security PayableGoes T
ESC Payable Goes T
Child Support PayableGoes T

*¥* Dtility Bank Account Goes T

Net Pay Checking Account Goes |

*% This account is involved with a paycheck ONLY when the employee has elected to
pay his or her water/sewer payment out of their paycheck. (See page 311)

Unscheduled Payroll Checks

Sometimes, an employee will come into your office and ask for an early paycheck. We
strongly suggest that you stick to your normal pay periods and tell the employee they
must wait until payday. There are two very good reasons for having them wait:

e If you issue an early paycheck, you are essentially giving your employee money
that they have not yet earned. This is the same as loaning them money.

e There is a payroll liability attached to any paycheck. When the real payday
arrives, you create another payroll tax liability for the rest of the employees. You
must remember to pay taxes on all the paychecks. It is easy to become confused
and omit the taxes from the check created earlier. Confusion leads to IRS
penalties and fines.
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If in spite of all this, if you decide to go ahead and issue an early check, follow these
steps:

e Click Payroll on the lcon Bar.

e Click the Payroll tab.

e Click Special Payroll or Unscheduled Payroll.

e Click Other Special Payroll.

i3 salmon River - QuickBooks Pro 2007
File Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

o
@ & & 6= & 8 & B Q
Home Customer Center Vendor Center Employee Center | Report Center Payroll Backup Accnt  Inveice Find Transactions

L% Print » % My Payroll Service 2 Learning Resources »

4

Employees ] Transactions I Payroll l
Process Payroll by... | ...for Payroll Schedule | ...and Pay Period ... with Check Date |
4 Subscription Sta % 01/22/2007 Biweskly 01/07/2007 - 01/20/2007 01/22/2007]

‘four QuickBooks Erffianced Payroll Disk Pay
Delivery subscription is active. Employees

Start Scheduled Payroll. ..

More informatian Related Payroll Activites

Create Termination Check
Other Spedal Fayroll

I L o

e Enter the Pay Period Ends date. Even if you are paying early,*enter the actual
ending date of the pay period.

e Enter the date you are creating this paycheck next to Check Date.

e Check the employee you wish to pay.

e Double-click his name to get to his payroll screen and proceed with the
instructions in the Scheduled Payroll.

e By entering your employee’s payroll screen through the Special Payroll screen
instead of the Scheduled Payroll screen, you will not upset the dates of your
scheduled payrolls.

[EF HOoL =L

Enter Hours for employees

Enter hours for each employee directly in the table or dick an employee's name to enter information directly in the
employee's paycheck,

Payroll Information

Spedial Payroll Pay Period Ends ID]_I,QDI,:'EDD}' [El Bank Account:  Checking ﬂ
Employees Selected to Pay: 1 Check Date ID if22/2007 B Bank Account Balance: 32,164.85

What if I don't see the columns that I need?

How do I &add or change & number in & gray cell?
Uncheck All |

S | Employee | Hourly ... | Hourly ... | Qvertim... | Overtim... | Total Hours
o Wilson, Michael M 2000 20:00 2:00 1:00 43:00 |L

It is wise to pay the payroll taxes right away for this special payroll. That way, you will
not forget, and there will be no fines.
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Moving Stipend Wages to the Council Class

When you pay a stipend as an addition to a paycheck, the expense goes to the Stipend
Wage expense account. A stipend wage is part of the budget for the council so it needs
to show up in the Council class. Unfortunately, there is no place on the QuickBooks
paycheck screen to enter a class for an addition to a paycheck. Therefore, you will need

to make a general journal entry to move the stipend expense and its payroll tax into the
Council class.

T N > - v uesion Ask{ ] owbo 2] ]
Wilson, Michael Pay Perind |12/23/2007 H| - [01/05/2008 E|
. [l Use Direct Deposit
Zarnings
Item Name Rate Hours | Customer:Joh Class Sick Available 0:00
Hourly Wage 1 Ll 10,00 | EREW Ll'\-'-a'ater_-"Se‘;-.'er ﬂ: Vacation Avail. 0:00
Hourly Wage 2 15.00 | 20:00 Admin & Finance 1 | Sick Accrued
COwvertime Wage 1 15.48 2:00 Water/Sewer Vac. Accrued
Overtime Wage 2 22,50 1:00 Admin & Finance - B ot sErimsahiee
-
Total Hours: 43:00 _I
Jther Payrall tems Employee Summary
Item Name Rate Quantity Item Mame | Amount | YD
tipend Wage 50,00 A [Hourly wage 1 200,00 200,00 = |
CSED Deduction -50,00 = [Hourly Wage 2 300.00 300,00
Water Sewer Payment -70,00 Owvertime Wage 1 30,00 30.00
Owvertime Wage 2 22.50 22,50
LI Stipend Wage 50,00 50,00
CCEM Mad im#mem -Cnan S =(p R aTal

Looking at a Profit & Loss by Class dated the day of the payroll, you can see that the
stipend expense and its tax is Unclassified.

Type & help question | Ask

Modify Report. .. Memarize... | Print. .. | E-mail * | Export... Hide Header | Collapse

stes |Custom =1 From [01/07/2008 B To [01/07/2008 B Coumps [ ~ | Scrt By [Default
6:00 P City of S8almon River

oriosir Profit & Loss by Class

Accrual Basis January 7, 2008

+ Admin & Finance « Water/Sewer < Unclassified = TOTAL “ Stipend wage
Income » 0.00 4 0.00 0.00 0.00 and Stipend
Expense P 0T
Payroll Expenses 322.50 230.00 0.00 i) X
Payroll Taxes 30.49 21.73 3.83
Stipend VWage 0.00 0.00 50.00
Total Expense 252,58 281.72 53.83 658.55
Het Income -362.99 -261.73 -83.83 -658.55
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¢ Click Company
o Click Make General Journal Entries

Company Customers Wendors Employees B

Home Page

Company Information. ..

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

Change ‘Your Password. ..

Set Closing Date. ..

Planning & Budgeting 3
To Do List

Reminders

Alerts Manager

Chart of Accounts Ctrl+A
Make General Journal Entries...

Enter Yehicle Mieage...

Prepare Letters with Envelopes 3

Making a general journal entry in QuickBooks involves the debits and credits of
accounting. If you follow this format exactly, you will be successful.

This entry:
e takes the $50.00 amount of the Stipend Wage from no Class into the Council
class.

e takes the $3.83 payroll tax from no Class into the Council class.

T |ype & nelp gueston | ASK] ¥ How Do 1¢] .

@ previous [P Next & Print... | By History |

Date 01/07/2008 B Entry Mo, |3
Account | Debit | Credit | M., | Mame | Bi... | Class
Stipend Wage 50,00 Coundil
Stipend Wage 50,00
Payroll Taxes 383 Coundil
Payroll Taxes 3.83
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After you click Save & Close, your Profit & Loss by Class dated the day of the paycheck
should change. You should see the stipend and its tax listed underneath the Council class.

u)

| Modify Report... Memarize. .. | Print... | E-mail » | Export... Hide Header | Collapse Refresh
Dates [Custom =] From [01/07/2008 B To [01/07/2008 B] Columns  [SEee R ~ | Sort By [Default
6:25 PI1 City of Salmon River
orisin? Profit & Loss by Class
Accrual Basis Januaw 7, 2008
<+ Admin & Finance « Council + Water/Sewer « Unclassified -« TOTAL k3
Income » 0.00 4 0.00 0.00 0.00 0.00
Expense
Payroll Expenses 22250 0.00 230.00 0.00 552.50
Payroll Taxes 30.45 3.83 2172 0.00 56.05
Stipend Wage 0.00 50.0 50.00
Total Expense 352.58 53.83 2581.72 . 658.55
Net Income -3562.99 -63.83 658.55

Stipend
& Class

Remember: If you want to see the total Stipend Wage expense and total payroll tax
associated with the stipend, your Profit & Loss by Class must be the date of the paycheck.
Make sure the general journal entry is also the date of the paycheck.

Using Payroll Deductions as Payments for
Water/Sewer Services

It is a great idea to allow employees to make water/sewer payments through their
paychecks. However, the process involves more than just deducting the payment amount
from their paycheck. Follow through with the entire process before deducting any
payments from employees’ paychecks.

First, you will learn how to set up your system to handle these payroll deductions. The
process goes like this:

e Create a Utility Payments bank account in your Chart of Accounts.

e Set up a payroll deduction payroll item called Utility Payments for the payment.
e Set up the employee record with the payroll deduction.

e Create a Payroll Deduction to your Payment Method List.
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After you have set these up, the actual process is done in two steps:

e Deducting the payment from the paycheck.
e Receiving the deducted amount as payment for utility services.

Creating a Bank Account for Employee Utility
Payments

If you have employees that pay their utility bills out of their paycheck, then you need an
additional bank account. This is not actually a bank account, but rather a holding
account for the employee payments until they are credited to the employee’s invoices.

Step 1

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

ports  Window Help

& & B & 4

Payroll Backup ANt Invoice Bl Find Services

\

Step 2
e Click Account.
e Click New.

| Mame 3
+Checking
‘| » Accounts Receivable
1| *Employee Advances
1] #Undeposited Funds
+Accounts Payable
+Payroll Ligbilities
+(Opening Bal Equity
+Retained Earnings

“Account *i|  actiites v

B MNew Ctrl
Edit Account Ctrl+
Delete Account Ctrl+
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Step 3
e Select Bank as the account type.
e Click Continue.

N Sebnon Wver  QuikBouks Pru 2007 [Add New Acceunl: (hoose Actmstt Type]

M P 2% yen Lets Covoery Cattews Vendes Swoyess Sedoy Retords Wedow eb

2 ) o & ¥ 4 &

Fairee Cusomey Cemer  werdo Comer  Erghipee Corter | RedotContes || Aoyl Badkip Ao In

j Choose ane acceunt type and dick Contimue.

Categorae mOSeY YOUr DySness eams Or pecds
~
O Incame Bask Account

Or, tyack e velue of your asset and labAtes

" Funed gaset (major purchases)

 Bank
 tean
© Cretit

gty

7 Other Account Types [Cwec 'l

Step 4

e Name this new bank account Utility Payments.
e Click Save & Close.

- - -— - - wr
W CAmormty Corr  Wardr Comte  Eaghinee Oty Aagort Corde Fard Db Acnt

(TTT Account [w A -

Mt s CEPEETER

] st o

Remember to
select Bank as the

type!

Red Ant e

Ertm Opereg Barss | Shaallundet s steotn habexal

Pwwrsd roe 1n orvher (haain sdun | it ik romder

| ] v b | nm ot oan Guafunds AN (e

1] Aot 1w natne e s e [ Connl

7 tapense
Create one % &ach magh seimunt

Card = - .

0 M SRR the ANt scCunt See. Contmue | Cave I
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Check Your Work!

If your utility has only a checking account and a safe, your account list will look like the

sample below:

A Gity of Salmon River - QuickBooks Pro 2007 - [Chart of Accounts]
ij File Edit WView Lists Company Customers Vendors Employees Banking Reports  Wing

@ & &2 =) E4 & [E
Home Customer Center  Vendor Center Employee Center | Report Center Payroll Invo
Mame ¥ Type
+Checking Bank
+5afe Bank
+Utility Payments Bank

¢ Accounts Receivable
+Employee Advances
¢ Undepaosited Funds
+Accounts Payable
«Payroll Liabilities
+Opening Bal Equity
¢+Retained Earnings

Accounts Receivable
Qther Current Asset
Other Current Asset
Arcounts Payable
COther Current Liability
Equity

Eauitw

Adding a Water/Sewer Payment Payroll ltem

This item allows employees to make water/sewer service payments directly from their

paycheck.

e Click Payroll Item.
e Click New.

Mew Ctrl-+M

Edit Ctrl+E
Delete Ctrl+D
Make Inactive

Ize Ctrl-+HJ

Find in Transactions...

Cirl+P
Activities

Print List...

314
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e Click Custom Setup.

o Click Next.

Add new payroll item

Select setup method

Flease select the method to use for setting up a new payroll tem.

¥
- 51?’3 i i
é lse Easy Setup for common payroll items for compensation and benefits but

|
t ?\c‘ not tawes. Use Custom Setup for tawes and for less commaon payroll tems.

be

&

£

Cancel

e Click Deduction.
o Click Next.

Add new payroll item

~

(10 (1

X X

Fayroll item type

Select the type of payroll tem you want to create.

Wage (Hourly, Salany}
Commission (Percentage or Flat Amourt)
Addttion {(Bonus, Mileage Reimbursement)

{ Deduction {Union Dues, 401(K) deferal, Simple IF{A}

Company Contribution (Employer 407{k) matching contribution)
Federal Tax (FUTA., Social Securty, Medicare)

State Tax (State Withholding, SDI, SLIT)

Cther Tax (Local Tax, Misc. State Tax)

£

Cancel |
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e Enter the name Water Sewer Payment.
o Click Next.

< - B
New Fmnlovee... @l Manane Fmolovee Information » =1 Print»

M Add new payroll item (Deduction)

Name used in paychecks and payroll
reports

2 Enter name for deduction:

" égﬁ’:‘ |vizter Sewer Payment]

1 \C,?‘ For example, if vou are creating a deduction for employee 401{%
é? ) you may want to call it '40 1)

o

5

Back | Next Einish

This next screen is important.
You will select the Utility Payments bank account from your account list. Every time
an employee has a payroll deduction for utility payments, the payments will go into
this account as a negative amount. When the payment is received, this payment will
go into the same account Utility Payments bank account as a positive. The Utility
Payments account will then show a zero balance when the process is completed.

e Select the Utility Payments Bank Account from your account list.

Add new payroll item (Deduction: Employee Utility Payments)

Agency for employee-paid liability
Enter name of agency to -
which liability is paid:
Enker the number thak
- identifies wou ko agency:
Liabilt: ac‘”“.”t |ility Payments v
{employes-paid):
This liability account tra] < Add New >
account at any kime. Checking Bank
Safe Bank,
Petty Cash Bank
Employvee Advances Other Current &
IUndeposited Funds Other Current &
ESC Other Current Li
Back, ] I Texk Payrall Liabilities Other Current Li
CSED Payable Other Current Li
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Do nothing with this screen.
Click Next.

Add new payroll item (Deduction: Employee Utility Payments)

Tax tracking type

If this item is reported on tax forms, you need to specify how it is classified. Choose the
tax classification from the list.

None v l

QuickBooks does not include this amount on all Payroll Tax Forms,

Do nothing with this screen.
Click Next.

L N LT e S T e ey ¥ SN

l—'— Taxes
Jeect e mass T MRt D T SNt

e 8 s 4 MEORt Quidines SOmees SEgE Iy T St o B Jees e
20%re (3L 0rg Pe W1 T s Setemes Te Ve pramt v";n

| 00 etan
\¢f ovr rreey o . k:':-a I

Make sure Neither is selected.
Click Next.

Add new payroll item (Deduction: Employee Utility Payments) ';(_E

Calculate based on quantity
L/& O akadt the kem bsed on oty

51 Salect this Rem ¥ you mark this payrol e to be coaated based on & guantity that
you srter manualy on %

Sabact this em £ you wank this payrol item 10 be calculated based on the Regda
ée Pay arvd Overtiave Pay hours morkad,

\é p‘ () Cakobate trs Rom bisad o bours

& Nether
Select this ken F you wart this payroll Rem to be based on a percent of Net or
Groas, or & Tl amount par paycheck,

o= = e ) =]
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A

Click Net Pay.

NOTE: It may not sound right, but if you do not select net pay, the employee’s
water/sewer payment will not have taxes taken out of it. It is taxable income.
Click Next.

Add new payroll item (Deduction:Employee Utility Paymen
Gross vs. net
Select phwther to caloulale ofy

oS pary
=) pet pay|

\ é ﬂ‘ ¥ the rate Is & percentage, this tom wil be caliidated based on gross of net pay,

>\\O &

bk [ met | [ nep || conce

Because utility payments vary, do nothing with this screen. You will set up a
payment amount later in each employee’s record.
Click Finish.

dd new payroll item [Deduction: Employee Utility Payments)

Default rate and limit

The rate yvou enter here will be the defaulk rate For this item when added to the emploves
recard. To change the rate or amount For a particular emplovee, edit their record directly.
CuickBooks will use the number in the employee record when calculating pavchecks.,
Enter a percent symbaol (%) after the number if this is a percentage.

If this item has an upper limit, enter it here, IF vou leave the limit blank on an emploves’s
recard, this lirmit will be used. I you leave this limit blank, the limit entered on an
employes’s record will be used. IF wou enter a limit both here and on an employee’s
recard, the lower of the bwao will be used.

This is an annual limit. {Restart calculations at the beqginning of every vear.)
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Setting Up the Employee Record with the
Water/Sewer Payment Deduction

e Click Employee Center on your lcon Bar.

{A salmon River - QuickBooks Pro 2007
File Edit View Lists Company Customers Vendors Epbloyees Banking Reports Window

2 & &

Home Customer Center Vendar Center Employee Center

z .2

Report Center Payrall

e Switch to the Payroll and Compensation Info tab in the Change Tabs field by
clicking the arrow next to Personal Info.

- pe - - = T s
Haome Cuskomer Center  Yendaor Center  Employee Center  Repart Center  © Payroll  Invoi
Infarmation For: Michael Wilson
Change tabs: | RN c
Persanal Payroll and Compensation Info al Infa
Employment Info
Home Address
Address | PO Box 606 Emi

ina
Ciky Salman River
State Ak w 7P |Dooog
Fhone
Cellular
Alt, Phone
Fax
E-mail

Pager PIN {Pager)

¢ In the Additions, Deductions and Company Contributions section of the window,
bring in the Water Sewer Payment payroll item.

e Enter the amount of the payment.
e Click OK.

Type a help question | Ask §

| Information for: Wilsan, Michael

Change tabs:  [payrol and Compensation Info 7|

Payroll Info I

Whatis a payroll schedule?
Earnings

Payroll l—_l
Item Mame HourlyfAnnual Rate Schedule Bivveekly i
o 10.00 = Pay Frequency IB‘WEEHY -

15.00

Qvertime Wage 1 15.00 «| Class j'

Bring in the
Water Sewer
Payment
deduction
here.

Additions, Deductions and Company Contributions

Item Name Amount Limit. Taxes...

i -
Stipend uagé 50.00 = SickVacation...
CSED Deduction =] -50.00 | 4|
—~ Water Sewer Pay... -70.00 Direct Deposit

~|

™ Employee is covered by a gualified pension plan
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Adding Payroll Deduction to the Payment Method List

e Click Lists.
e Click Customer & Vendor Profile Lists.
e Click Payment Method List.

* s Cpery Catooes Jesirs Ingosess Seveyg Smporw W0
Crers of Adcmurny Cred

-
ox Demist Renort Caras =s.-":-
—  Faes dsszt Dees Lt

N Pt

st Pepailias Let

3 Toen et

=

ey Naves Les

e Click Payment Method.
e Click New.

MasterCard
Visa

Discover
MasterCard
Visa

¢ | PaymentHethod »| Reports * |7 1n
e o |
_y  Edit Payment Method Cirl+E !
¢ Name the method Payroll Deduction.
e Select Other as Payment Type.
e Click OK.
- 0] x
Payment Method K
|Pa‘;'r0|| Deduction
Payment Type =
[ ~| e

Help

Method is
inactive

i

Your set up is now complete for handling water/sewer payment payroll deductions. The
process you will now go through each time you use this deduction in a payroll requires
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two steps—the deduction from the paycheck and applying the payment to the customer’s
account.

Creating a Paycheck with a Water/Sewer Payment as a
Payroll Deduction

Everything in the payroll process on pages 301 through 305 is the same except you will
add the Water Sewer deduction to the employee’s pay screen.

Review Or Change Paycheck Type & help question Askl ¥ How Do]?l x|

Wilson, Michael Psy Period |12/23/2007 | - [01/05/2008 E|
- Use Direct Deposit

The Water Sewer

payment \{ame Rate Hours | Customer:Job Class : Sick .-‘-\.\tallable. 0:00
d d tiontis age 1 10,00 [ 20:00 Water /Sewer | | Vacation Avail, 0:00
el \age 2 15.00 | 2000 Admin & Finance 1 | Sick Accrued
entered here. e Wage 1 15,00 2:00 Water [Sewer Vac, Accrued
time Wage 2 22,50 100 Admin & Finance _I r Dot e e
-
Total Hours: 43:00
Qther Payroll Items Employee Summary
Item Mame Rate Quantity Item Mame Amount YD
tipend Wage 50,00 | |Hourly Wage 1 200,00 200,00 |
SED Deduction -50.00 1 |Hourly Wage 2 300.00 30000 4 |
Water Sewer Payment -70.00 Overtime Wage 1 30,00 30.00 |}
| ﬂ Owertime Wage 2 22.50 22,50 |
LI Stipend Wage 50,00 50,00
CSED Deduction -50.00 -50.00
Company Summary Water Sewer Payment -70.00 -70.00
Item Mame Amount ¥TD Federal Withholding -16.00 -16.00
Social Security Company 37.36 37.36 *| [Sodal Security Employee -37.36 -37.36
Medicare Company 2.74 3.74 1 |Medicare Employee -8.74 -8.74
AK - Unemployment Company 9.95 9.95 AK - Unemployment Employee -2.76 -2.76
LI Check Amount: 417.64
Preyious [t oK | Caneel Help I Enter net/Calculate gross  finc

Immediately after creating a paycheck with a water/sewer payment payroll deduction,
the payment is posted to your Utility Payments bank account as a negative.

B2y G¥ fChedeng I
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Applying the Water/Sewer Payment to the Employee’s
Customer Account

Immediately, after completing your payroll, you will complete the process by receiving
the employee’s customer payment against their Water/Sewer invoice. In order for this to
happen, your employee must be set up as a customer with a water/sewer job and there
must be water/sewer invoices created every month along with the other customers. This
invoice should be memorized in the Water/Sewer group along with the other customers.
(See page 244)

NOTE: QuickBooks will not allow identical names. You cannot have the exact same
name as a customer and an employee. We added a dash and the letter ¢ (for customer)
to the end of Michael Wilson’s name when we made him a customer.

-l‘ﬂ Previous [ Mext | Eth History - | éGet Online Pmts |
Customer Payment AR Account [Accounts Receivable:... ¥

Received From |Michael Wilson-ci\ater Sewer | Customer Balance 70.00

— Select Utility
Payment | 70.00 SEE 01/07/200: H Payments Bank
Method is a Account.
payroll ayroll Deduction j Reference # I
deduction.

I Deposit to |L|tl|lt‘r' Payments < Learn more

Card Mo. | Exp. Date I -"'I

. [™ Process credit card payment when saving Find & Customer/Invaice. ..
a — —
T J | Date Mumber Crig. Amt. Amt. Due Payment

J 0101008 |7 70,00 70,00 70,00 |=~
i
z
|| il
: Totals 70,00 70.00 70.00

The following screen shows the Utility Payments account. The first item (with the Type
Code PMT) is having a positive affect on the account when the payroll deduction
payment is applied to the employee’s customer invoice. The second item (with the Type
Code PAYCHK) is having a negative affect on the account when the payment is being
deducted from the employee’s paycheck. In the end, this account zeroes itself out.

i L e & help question | Ask| SRS How Do 12| _ D0 x|

& Goto... | & Print... | B edit Transaction 5] QuickReport =] Download Bank Statement

Date Mumber Fayee Payment i Deposit Balance
Type Account | Memo
01/07/2008 Michael Wilson-c:\Water Sewer 70.00 70.00
FMT Accounts Receivable:'Ww
01/07/2008 3001 Wilson, Michael 0,00 0.00
PAY CHE  [|[Checking [split]
rrrr——— e 11| - — - 1
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BEHIND THE SCENES

When the utility payment payroll deduction is made:

Utility Payments balance goes
Employee’s paycheck goes

When the employee/customer’s payment is received:

Your customer’s Accounts Receivable balance goes |
Utility Payments balance goes T

TIP: If you ever get confused and can’t remember if you applied the employee
water/sewer payment or withheld the employee water/sewer deduction, look in the
Utility Payments bank account. It will give you the name of the employee and you can
easily tell if the item is a payroll deduction or an invoice payment. At the end of a
complete payroll, this account should always be zero.

Calculating and Paying Payroll Liabilities

After completing your first payroll, you should have payroll taxes calculated and waiting
to be paid.

e Go to your Employee Payroll Center.
e Click the Payroll Tab.

In the screen below, there are three items. The first item is your 941 payroll taxes due
from the paycheck. These taxes should be sent out or paid electronically on the same
day as the paychecks.
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Remember 941 taxes are:

e Federal Withholding
e Social Security
¢ Medicare

The next item is the $50.00 which will be sent to Child Support Enforcement Division.
We scheduled the Child Support to be paid once a month, therefore they are due by
February 1.

The last item is the Alaska State Unemployment Tax. This tax is a quarterly tax. The
quarter ends March 31. The tax must be paid by the last day of the month following the
end of the quarter.

4 | Send By Status Payment Period Amount Due |
01f11f08  |Upcoming Federal 341 {IRS) 1/5-1/8/08 108.20
ﬁ-" 02/01/08  |Upcoming CSED Deduction Jan 2008 50.00
3 04/30/08  |Upcoming AK Unemployment Insurance (DL...|Q1 2008 12.71
Pay
Scheduled
Liabilities
Total Selected Ttems: 0.00
Related Payment Activities - | View Pay |

Paying the 941 Taxes

e Highlight the 941 Taxes.
e Click View/Pay.

.'qﬂ’ﬁ-. CI-}:-"EIII_-"CIS Lpcoming AK Unemployment Insurance (DL...|Q1 2003 12.71

Fav
Scheduled
Liahilities

Total Selected Items: 108,20

Related Payment Activities = Yiew Pay !
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QuickBooks asks you to select a bank account from which you will pay the payroll taxes.

e Click your Checking Account.
e Click OK.

Lmoa LT L LT e T e P

i

Choose a bank account for the tax and other liability payments.

Enter or choose an account. |!;|-,E.;|fj|-,g j

0K | Cancel |

QuickBooks has prepared the check for you.
e Make sure the check number is accurate.
e Check the date.
e ltis agood idea to enter your EIN number in the memo and identify the check as
a 941 tax check.
¢ You do not Class this check. It was already classed on the paycheck.
e Click Save & Close.

'ﬂrlllﬁll‘. AL owrn oL = Llllll
ank Account |Checldng ] Ending Balance 43,131.46
Mo, 3003
Date 01/07/2008 H
Pay to the Order of WellsFargn - § 108.20
OnE hundred Elght and 2I:I||1|:":IH tEE S EEEEEE B EEEEEEEEESEEESEEEEEEEEEESE- Dl:l"ars
WellsFargo
Address |

Memao 02-0162599/941 Taxnes

Period: 01/05/03 - 01/08/08 Learnmore ¢ E-payment O Check No class
Expenses 20.00 ] Payroll Liabilities $108.20 ] I™ Tobe printed
Fayroll Item Amount Memao Class
Federal Withholding 16,00 = ﬂ
Sodal Security Company 37.36
Socal Security Employes 37.34
Medicare Campany .74 j

Recalculate | Save & Close Save f: Mext Cancel I
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Look at your list of taxes to be paid.
e Notice that the 941 tax liability is no longer listed.

Check Your Work!

Related Payment Activities

T |

Look at your 941 tax check in your check register.

e Notice the Type code is LIAB CHK.

o jn ns

;
| [E=ml

e

.
| T

2ol gy |Biweekly

+ | Send By Status Payment Period Amount Due |

02/01/08 [Upcoming CSED Deduction Jan 2008 50.00]

) 04/30/08  |Upcoming AK Unemployment Insurance (DL...|Q1 2008 12,71

Cig =

Pay
Scheduled
Liabilities
Total Selected Items: 0.00

|01/06/2008 - 01/19/2008|

g7 Checlang S help question _h_LASk ¥ HowDo 2| _ O] x|

:\_ & Goto.. | &5 Print.., | & Edit Transaction QuickReport Download Bank Statement

; Date Mumber Payes Payment S Deposit Balance

it Type Account | Memo

i 12312007 S 30,000.00 30,000.00 |

n CEP Opening Bal Equity  Account Opening Balar L

;: 01/07/2008 3001 ‘Wilson, Michael 417.64 29,582.35

Iy PAY CHK  ||-split-

5 01/07/2008 3003 WellsFargo 108,20 29,474,186

7 LIAB CHK ||-split- 92-0162599/941 Taxe

4 |01/15/2008 Morrow, AngelaWater Sewer 0,00 29,404, 15

1 INV Accounts Receivable:? Chedk -|
Splits | Ending balance 43,023.26

[ 1dine
u
1 | Sertby [pate, Type, Number/... 7| Record Restore

When they are due, pay the other Payroll Liabilities—such as CSED and IRS

Levies—the same way.
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BEHIND THE SCENES

When you pay your payroll taxes:

FWT Payable Goes |
Medicare Payable Goes
Social Security Payable Goes
ESC Payable Goes
Child Support Payable Goes
Checking Account Goes |

Creating and Maintaining Your Office Payroll
Records

In case of a payroll audit, you must keep your payroll records on file for three years. In
an audit, the state or the IRS would ask to see your payroll records. They would expect
to see the following documents all grouped together by payroll.

¢ Employee Time Cards
e  QuickBooks Pay Stubs
e  QuickBooks Payroll Report

Depending upon how many employees you pay each payday, this packet would vary
greatly in size. If you have less than ten employees, you could put each payroll packet in
a quarterly file folder. This quarterly folder would contain 8 payrolls if you have a
biweekly payroll (2 per month). If you pay greater than 10 employees, you might want
to have one file folder per payroll. Make sure you label and date your file folders.
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Printing Pay Stubs

o Click File.
e Click Print Forms.
e Click Pay Stubs.

Salmon River - QuickBooks Pro 2007

File Edit View Lists Company Customers Vendors Employes

MNew Company... l @
:

Open or Restore Company. .. Employee Center | R

Open Previous Company 3
Save Copy or Backup... I#

Close Compary ? Learning Resourc
Switch to Multi-user Mode
Utilities 3
Accountant's Copy 3
Brink . Ghrl %
Saye as FDR... Pay
Bl Payment Sibs..
Printer Setup... Checks...
Send Forms... Credit Memos. ..
Shipping 3 Invoices...
Exit Alt+F4 Lebes...
* Paychecks...

Su Mo Tu We Th Fr 5a Pay Stubs...

1 2 Sales Receipts. ..

3 4 5 & 7 8B 8 1099 /1096, .,
3 14 15 16

Your date range on this screen must include the creation date of the paycheck.
e Click Print.

[ i L]
pelect Pay Stubs
Bank Account  [Checking ] Dated [01/01/2008 EB| thru [01/31/2008 |

Select Pay Stubs, then dlick Print or E-mail.
There is 1 Pay Stub to print for $417.64.

< | Date Employes Amount | Prewiew |
< |01/07/2008 Wilsan, Michael 417.64

Select Al |

Select Mone |

Preferences |

Default E-mail Text |

Show: & Both " paychecks €~ Direct Deposit

Print E-mail Cancel Help
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Creating a Payroll Report

QuickBooks has a great payroll report which shows details on each employee and also

includes a total page for the entire payroll. To create this report:

e Click Reports.
e Click Employees & Payroll.
e Click Payroll Summary.

2y1ol Surmra y
Payrat lieen Detw
Payrsl Oetad Rgvew

mwn_unbm‘

e Enter the date your pgychecks are dated in the From and the To fields of this
report to ensure that you do not get more than one payroll in this report. Notice

that this is the SAME date in each field.
e Click Print at the top of the report.

4, fepr | S s : S
s (lase 2] monm 05008 % Jo o700 Loy

e City of Salmon River

" Payroll Summary
Janwary 1, 2008

VM sor. thataed

¢ Mowre + Rate s henil »

Sawre  »

tregioywe itsgee Tasen anc Adpurrmersy
Groes Poy
noxrey Wage 1 4 "
Moty Viope 3 ”®
Overteme Tiage ¢
Onwrirme Tisge
Lagevet ege
Tots Grons Py

Adpates Loes Fay

Tanes iowness

et o VAT Ein Ty

Medew s [ wgen e

Sow S anty Eguagee

AL reeges et fngeiee -
Tots Tases bmrwnt

Cwet s Provn Net Pay
CRD Detuxson
Caver Lewws Peprmers

T onst Dok sarm Nom et Py

e Ty "I
—

"

Ungleyer Tases st ComtrBusons
Uedcwe Compary
o Secur ey Comgary
AL Ememgboyment Comgany

T otai impeoger Tases and CormrDumens

k3
L RRS

"nrm

ks
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Preparing Payroll Tax Reports
941 Quarterly Reports

Each quarter you must file a 941 Quarterly Report. It is due the last day of the month
following the end of each quarter. Before processing the 941 in QuickBooks, create an
Employee Payroll Summary report for the quarter for which you are reporting. The dates
for the report should be the beginning and ending dates of the quarter. The report
shown here is for the first quarter. Look at the Total column on the last page of this
report. The 941 report will tell the Internal Revenue Service how much you paid in
gross wages and what the 941 taxes were on these wages. As you process the form in
QuickBooks, make sure that the numbers agree with this report.

BEWARE: When you create a new company file in QuickBooks, it is possible that the first
set of quarterly tax reports will have incomplete data. How can you tell? Look at the
following quarterly accounting periods.

1st Quarter: January 1 through March 31
2rd Quarter:  April 1 through June 30

3rd Quarter:  July 1 through September 30
4t Quarter:  October 1 through December 31

What was your starting date? If your starting date was not the first day of a quarter, you
probably have incomplete payroll data for your first set of quarterly reports.

3 T e 4 NED Tuted w Hew Do 7
flemet | Mewe. Bwi. Tesie topot Aeteg:
P

Qstes Kosor =] ron} s B 702702000 W Comey [ormoree
City of Saimon River
pocoed Payroll Summary

January through March 2008

L)

sor. W hae TOTAL
fout e Bate Jam 1A i s O

Emgropes Vages. Tases and Adpustimeens

Sarael Yoty tryginyes
AKX . nempioyment tmploves

Total Tanes Vitheld

Dedurnons Sorm Bet Eay
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e Click Employees.
e Click Payroll Forms.

Banking Reports Wil
] Employee Center
g Payroll Center

Enter Time 4

T

Pay Employees 3
Edit/Void Paychecks
& Payrol Taxes and Lizbilites »

u
F

g
My Payroll Service L
Payrall Setup

- Manage Payroll Items r b

Get Payroll Updates

e Select Federal Form.
e Click OK.

-I Salger Forgl Tyos ﬂ ]

Select the type of form you want to prepare.

Learn more about state payroll tax forms

[ OK ] ’ Cancel ]

o Make sure that Quarterly Form 941 is selected. Verify that your dates are
correct.
e Click OK.

r Choose a form

Choose the form you want to use:

your 944/9454
Statement, Transmittal

 Select Filing Period

Quarter ICustom i Quarter Ending |3_.-'31_.-'.33| =]

0K | Cancel | Help |
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e Check the two boxes as indicated below and select AK from the list.
e C(Click Next.

i P aynoll M axionm ]

Tax Form for EIN: 82-0161142 .
Interview for your Form 941/Schedule B
Employer's Quarterly Federal Tax Return

Instructions: Use this interview to help you fill out your Form 941 and Schedule B (if applicable).
* QuickBooks uses your answers to complete your Form 941,

Do you need a Schedule B?

Are you a semiweekly depositor OR a monthly depositor required o file Schedule B? . w (] Mo
Check this box to print Schedule B regardless of applicability ... ... |

To find out if you need

LA

Schedule B, click the "Deifails about this farm” link.

Answer the following questions for Form 941

Enter the state code for the state whare you made your depeosits OR select ‘MU if you made your
deposits IN MUIIRIE SIaBS AE

If you do not have to file refurns in the future, check here ... ... . .. . . ] \

and enter the dafe that final wages were paid

. S O S 1] 5 = i Ree £ -
You weould not Rsve to fils returas in the future |

If you are a seasonal employer, check here [l

. [P— Y e .
Seszons! 2TRIoyars are notL requred 1o

Cherk here if ND wanes are suhiect tn sncial securitv andinr Medicare tay 1
Wiew details about thiz form Yies filing and printing instructions Mest »3>
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Carefully review this report on your screen. Compare it with your Payroll Summary
Report. Pay particular attention to:

e Line 2—Wages, tips and other compensation

e Line 3—Total Income Tax withheld

e Line 5a—Social Security taxable wages and Social Security taxes
e Line 5d—Medicare Taxable wages and Medicare taxes

Make sure that Line 11 is accurate. This line tells the IRS the total of the payroll taxes that
you have already sent in. If you are up-to-date on your payroll taxes, Line 11 will equal
Line 10, and Line 12 will be blank.

o Click Next.

e e ——— e ——

anuary, Feteuary, March
Apr, My, June

1
2
3 July, August Septamber
4 Ocwbat, Noyvember. Decamber

OO0

Part 1 ~ Answer These Questions For This Quarter

T Number of employees who received wages, tips, or other compensation
for the pay period including March 12 (Quarter 1), June 12 (Quarter 2),

September 12 (Quarter 3). December 12 (Quarter 4) %L
2 Wages, tips. and other compansation 2 €02.50
3 Total income tax withheld from wages, tips, and other compensation 3 16.00
4 If no wages, tips. and other compensation are subject to social security

or Medicare tax. check hera and go W \ine € O

5 Taxable social security and Medicare wages and tips
1 R b amn
Taxable social security wages €82:50
Taxabie soclal security tips X 134 =
¢ Taxabile Medicare wages
and lips _ §52.50 x 029 = 17.47
d Total social security and Medicare tax
colurn 2. ines Ea + 5B+ 5c= e 5d Bd|
Total taxes before adjustments (| nez 3 « 5d = ine € 6
7 Tax Adjustments (Read nstiuctons for (ing 7 bafore compietng ines Ta. r
Current quarter’s fractions of cents 7al 8.02
Current quarter's sick pay b
¢ Current quarter's adjustments for tips and
group-term life insurance el
d Current year's income tax withholding |

atach Form 94 ol

ES

P

’
-
L
+

o

Vi dotods gihoud thes awy Ve g svef povirg wwbruciors <k Povow | Wee 33
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e Check the box that says You were a semiweekly schedule depositor for the
quarter. You may have to right click in the box and select Override to do
it.

o Click Next.

PRI 25

M~ ™ | 92 01E1343 Fap

Part 2 - Tol Us Abaut Your Depoait Schasuie and Tax Listitity for tivs Quarter

ot mtnien abnd whaiior yin o 0 idinly sebesiuie e -heibile
oo Pubbaaton V6 (Crsular ). setion 1)

T4 Drtmr the state shiveviation fir the s1te whare Yoo made your depasns (5 artee WU If you
made yowr dDORIE In multipie states AR
W Chast o
(] Lo 20 1w bews tham 82808 0 1 P )
] You were s manthiy sehedule deganter for the antvs quarses
Eivter pour tax Habilty for aach mont. han oo 1 Fan
Tow Liatsity: Month

Mantn 2
\ Wonth 3

N Totat batelity foc quarser
L] 1- wers 8 samiwsehly schedule uuu-.muymoc this quarter. 7 ot Lo
oL op oy

Faport of Toe Liak "1 - whie Depoatin and wien

Dml n-vu—-.nwou-u
fa it (s Wt 4 “ SRS e L R

TE I ot BUENn A8 1000 &7 e MIDRNU BAYING WERES Tk e [
M) st s T e WEa ) wae

T2 0 yow w0 vemnonal smploper and pou S0 nat Bave 10 Ale 8 retum far svery quarter of ihe yew

neck Nerw

Partd - May W Speak with your Thirg Party Desigeas

T L e I e e L T e T
P || e
TNNI0M Ged TALE i B aLStIRA LI a WY

| Laen woh e | b b Ea | | [

This next page is a schedule of your payroll deposits.
e Look it over for accuracy. Click Check for Errors and correct any errors.
e Click Next.

Screau=B Report of Tax Liability for 207
{Foem 341) Semiweekly Schedule Depositors
e o Sade —peg Employer loestibcation Ne. =i

Sizv af Fslsen River | LR TS
Report for this Quarter

1 jaruary, Februnry. Macen =
2 Zpnl May, Ane a
3 Ay Auguet Ss - O
4 Ocote b Decembes O

Uise this schedule 1o show your Tax Listey for the quarter: Do Mot wss it o shou ynm deposis, Vuu sy
i out this form and attach it to Form 381 (or Form 941.55) it you are 2 dy schedule
became one because your accumulated tax liability on sny day was noooooamon Enter ,oanvﬂmytn
Tlabitity on the mumbered space that comesponds 1o Bw date wages were pald. See Section 11 in Publication
15 (Circular £). Employer's Tax Guide, for details.

2

Manth 1

1 g ] 15 2 )

2 g | 16 23 £

3 10 | 17 ) £l

4 11 | 18 25 3

s 12 | 18 126 it

£ 3] 20 &

7 38,2014 | 2 28

Tax g'crhomh’ > 108_20
Month 2

1 [e] s | 2| [22 |

I S ENPST P C N ep——— A P | el 35y
tonmarienl Swamme | Phadibntwa| e
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e Click Print.

e Select Tax Forms Only.
e Select 2 copies.

e Click Print.

—_

—h

. Select item(s) to print:
(%) T ax formis] only
() Tax formis] and filing instructions

() Specific form(s)
2. Choose number of copies:

Mumber of copies: 4

Mote: Some tax forms have special printing requirementz. To zee printing instructions for thiz form, click

Cloze “Window, then click the Yiew filing and Printing Inztructions link on the Payroll Tax Form
window,

Printer:  hp deskjet 5100 series on USBO02

Help ] [ Printer Setup Frirk ] [ Cloge "Window

If you have been sending your 941 tax payments with every payroll, you should not owe
any money. Make sure you send the form in on time. File a copy of the 941 with your

payrolls from the same quarter, or you may want to have a separate file folder for all the
941s from one year.
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Alaska State Unemployment Quarterly Contribution
Report

Your new version of QuickBooks has the capability of producing this report for you.

e Click Employees.
e Click Payroll Forms.

| EmMployees  Danking  KEPOrts v
| Employes Center
Fayroll Center

Pay Employees 3
Edit/Void Paychecks
' payrol Taxes and Liabilities  »

Payroll Forms I
T

— T

Waorkers Compensation 4
e Select State Form.
e Click OK.
|
gfoclectrormType X
=| Select the type of form you want to prepare.
tz 0K Cancel
- ]|
e Select AK.

e Select Quarterly Contribution Report.
e Select the ending date of the quarter for which you are reporting.
e Click OK.

Blociect Payrol rorm |

r Choose a form

State I ALK -
Q01C - Qual

Why isn't my form here?

 Select Filing Period
Quarter |Custom - Quarter Ending |03/31/2008 B

Cancel Help
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e Enter the number of employees you paid in the 1¢, 2nd and 3¢ months of the
quarter.

e Enter Occupational Titles or Codes in Box 13.

e Enter Geographic Codes in Box 14.

e Go to the following link: http://labor.state.ak.us/estax/forms/toc_forms.htm
Halfway down the page is a section titled: Occupational Coding Manual. You
may look up occupational titles and geographic codes here.

e Print two copies: one for the State of Alaska, one for your files.

o] Payroll Tax Form

-~
NOTE: If yau have wage schedules or a cambinalion of wage schedules
fisting 100 or more emplayeas in this quarter ar 1 million ar mare in
laxable wages In the current or preceding calendar year you are If Mone enter
required fo file over the internet
1st 2 3rd
1 For gach month, report the number of workers who worked during Maonth onth Maonth
or received pay for the payroll period, which includes the 12th of
the month o 1 0 0
2 Total reportable wages paid this quarter ... ... ... ... 2 5 552.50
3 Less excess wages over the taxable wage base ... . 3 5 0.00
4 Taxable wages paid this quarter ... 4 | 5 55Z.50
Emplover's Rate
5 Employer's contribution ... 1.80 % 5 |5 3.95
Employee's Rate
6 Employes's contribution....... ... ... 0.50 % 6 5 z.78
Total Rate
7 Total contributions due ... 2.30 % 7|5 12.71
8 Amount remitted .. 8 5 1z2.71
9 ‘Wages Reported to other states? Zee instructions explaining this on page 2 9 O Yes
10 11 12 13 14
Employee's Employee's Mame (Do not list Reportable wages | Full Occupational | Geographic
Sodial Sscurity employess more than once.) paid this quarter Titls or Cods Code®
Mumber Last First M (no negative wages)
999-99-9933 | WILSON, MICHAEL 552.50 | JOBE TITLE CODE
[ | AN
N
N
w
“Wiew details about this form Yiew filing and printing instructions
Save and Cloge ] [ Save azs FDF... Check for Errors] [ Frint... ]
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Preparing the Check to Pay Alaska State Unemployment Tax

e Go to your employee center by clicking Employee Center on your lcon Bar.

e Click the Payroll Tab.

e Notice that QuickBooks displays your AK Unemployment Insurance payment due
and the amount matches your report.

e Place a check mark next to the AK Unemployment line.

o Click View/Pay.

Send By Status Payment Period Amount Due
02/01/08  |Upcoming CSED Deduction Jan 2008 50.00
i < |04/30/08  |Upcoming AK Unemployment Insurance (DL...|Q1 2008 12.71
=3 ==
Pay
Scheduled
Liabilities
Total Selected Items: 12.71
Related Payment Activiies  » View Pay |

e Carefully review the tax check.
e Make sure the check number and dates are accurate.
e Click Save & Close.

M previous  [B Next @Print - | %{Find % History

Bank Account hd Ending Balance 42,157.05

Mo, 3004
Date 04/17/2008 B
Pay to the Order of Alaska Dept. of Labar, ESC Division j $ 1271
Trelve and T1/100= = === s s ss s sannennnsnnnnnsannnnnnnnnrnn Dollars
Alaska Dept. of Labor, ESC Division
Address i
o
=l

00093939

Memo

Period: IIZII,"IIII,QCIIIIS H| - |I33.-"31_-"2CIDS =] [~ To be printed

Expenses 50,00 I Payroll Liabilities $12.71 I

Payroll Item Amount Memao Class

AK - Unemployment Comp... 9,95 |:

AK - Unemployment Empl. .. .76 1.
=

Clear Splits | Recalculate | Save & Close | Save & New | Revert

¢ Make sure you mail the report with your payment on time.

e Prepare a copy for your office file.

e File a copy of the Alaska report with your payrolls from the same quarter, or you
may want to have a separate file folder for all the Alaska Contribution reports
from one year.
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Preparing Year-End W-2 and W-3 Forms

e Click Employees.
e Click Payroll Forms.

|Em|:|||:|y'Ees Banking Reports W
Employee Center
Payroll Center

Ll =1

-

Pay Employees
Edit/Void Paychecks
Payroll Taxes and Liabilities  »

Fayroll Forms I

1™

Waorkers Comnensatinn b
o Select Federal Form.
o Click OK.

Select the type of form you want to prepare.

" State form

OK Cancel
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e Select Annual Form W-2/W-3 from the list.
e Make sure you have the correct year.
e Click OK.

[select Payroll Form

r Choose a form

Choose the form you want to use:

Form jannual Form 940/Schedule A - Interview for your Form 940/Schedule A
Quarterly Form 941/Schedule B - Interview for your Form 941/Schedule B
annual Form 9439434 - Interview for your Form 943/3434

A A, - for your 944/3454

 Select Filing Period

Year |2|:||JS

0K | Cancel Help

¢ You will see your list of employees.

¢ You must review each employee before you can print them.

e ltis a good idea to once again create an Employee Payroll Summary Report. The
date range will be for the entire calendar year, 1/1/XX — 12/31/XX. You will
compare the annual wages for each employee on this report with the W-2 screens
for each employee.

e Click Review/Edit.

e Click Next.

M Select Employees for Form W-2/W-3 [g|
Employee S5H Reviewed? Printed?
wilson, Michael 9953-93-3339 Mo Mo
Urmark Al Review/Edit | [ PrintEdile.. | [ Cancel
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e Review the next two pages for accuracy.
e Review each employee.
2 Payroll Tax Farm
Ligerosw 2 FomW2  3fomW] 4 Pinginsuchon:
Tax Form for EIN: 32-01625523 1 of 1 employees selected &
Step 2: Form W-2 Worksheet 2006
Displaying: WILZON, MICHAZL | Emptayee 1 o 1
rﬁmuumm.ﬁhmnum Federal ID Xumber
CITY OF SALMON RIVER 92-016259%
a Control number 1 Wages, tips, other 2 Fedenl income
b Employers 1D numbar 92-0162559 compeansation tax withhald
¢ Employer's name, addrezs, and AF code €02.5 — 16.00
CITY OF SALMON RIVER 3 Social secunty wages 4 Social tecurty tax withheld
€02.50 37.36
PO BOX 45 5 Medears whges and tips ©  Madicam tax withheld
BALMON RIVER State AR £02.50 9.74
S8399 7 Social security tips 8  AMlccated tips
d Employee's totial securiy number 9 Advance EIC paymert 10 Dependent care banedil:
999«39~9999
11 MNorgualdied plans 12  See inatrs for box 12
¢ Emplovee's name a__
First Michael Middle tnitad [ 13 Statutory employes ™ O _
Lat Wilson Reteemert plan = O c
Thrd-party sick pay » (]} d L
f Emploves's addmzs and 27 code 14 Other
FO BOX 806 de1cr AR-3UT Are 2.76
SALMON RIVER State AR dmicr A
59399 desor A
deicr Arh
15 Emgployer's state [ 16 State wages, I 17 State ] 18 Lecal wages, l 19 Local l 20 Locality -
Viewy dstosis obont s fom (SetectEapkopees. | [ ccc Proviows | [ dewt 2> |
| Savw st Cimn | [ Save we POF. | Port i Vour Rocorde | [ Cowck tee vt } [ St Forn |
e If you are preparing a W-2 for a Tribal Council member receiving a stipend, you

will have to enter Rev Rul 59-354 in Box 14. This will explain to the Social
Security Administration and the Internal Revenue Service why there are no
amounts listed in boxes 2, 3, 4, 5, and 6.

L] L B Locain,

Sewem =N t

it e oo g e St s | i Pz | Mt 200
fpmatlen | GemerrE | Ok iwE | P

Only for Tribal
Council members
receiving Stipends

RUNNING THE PAYROLL

341




After reviewing every employee, you will arrive at the W3 screen. The W3 summarizes
all of the W2s with totals. Review this form also.

e Click Next.
e Click Print.

s AW e

Mail your end of year reports on time. Make sure you keep a copy of all the W-2s and
the W-3 in a file folder that is labeled and dated.

Preparing Year End Form 1099 and 1096

Every independent contractor that your community paid $600 or more to in a calendar
year and was NOT paid as an employee should receive a 1099. You will file a 1099 MISC
form for each contractor and Form 1096 will summarize all the 1099s. Your contractors
must be set up as Vendors and the 1099 box in their vendor file must be checked. See
page 132 for these instructions.
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o Click File.
e Click Print Forms.
e Click 1099s/1096.

Salmon River - QuickBooks Pro 2007
File Edit WView Lists Company Customers VWendors Employees

Mew Company...

Open or Restore Company... r Employes Center | Repo
Open Previous Company »

Save Copy or Backup...

Close Company ? Learning Resources

Switch to Multi-user Mode

Utilities >
Accountant's Copy » Fr
- 33) 01
PBFIMG oo CEr R i
Saye as PO, Pay
Bl Poyment Stubs..
Printer Setup. .. Checks, .. |-
Send Forms. .. Credit Memos. ..
Shipping 3 Invoices. ..
) Labels. ..
Exit Alt+F4 Paycherks... |
Su Mo Tu We Th Fr Sa PayStubs... 1
12 Sales Receipts. ..

3 4 5 & 7 &8 %9 1099s/1096... I
10 11 12 13 14 15 18

e Click Run Report.

B e it L T Y
TR R A R D TR SR e e—

| A Sy g LI Acuaant magpy
.l

‘ AP e D
| e e e e et s
L R s metematey geet L v o [T Sty

L : ] -

R T
et g te
& Pt TV et [T ey
Pa— S s TPR eT TPy > erEr T s Sy vereye en

RUNNING THE PAYROLL

343




You will see a list of all your vendors. The list will tell you which vendors are Eligible for
a 1099. Read through the list for accuracy. If any vendor in the list requires a 1099 and is
not showing up as Eligible, go to their vendor file and check the 1099 box. See page 134.
This vendor tells us that only Larry Wright requires a 1099.

» Vendor L Tax 1D < Eligikle for 1099 = Address
AC Store No AL Store
Alazka Dept. of Labor, ESC Divizion No Alazka Dept. of Labor, ESC Divizion
Best Buy Nao Best Buy
Child Support Enforcement Divizion No Child Support Enforcement Divizgion PO Box 10275
Intzrnal Revenue Service No
Larry ¥Wright 555-55-5555 ez Larry Wright PO Box 364 Fairbanks, AK S5959
Office Max Nao Office Max
Telalazka No Telalazka 201 E 56th Street Anchorage, AK 55518
VWellzFargo No VWellsFarge

e Escape out of this report with the Escape key.
e Click the Map Accounts button.

= It's important to follow these steps to get your 1099s right.

1. Review your 1099 Vendors

[~

Use this report to ensure you have the correct eligible 1099 vendors.
Run Report ) o ) .
- Double-dlick a Vendor name to change information as necessary.

2. 5et up your 1099 Account mapping

[ ~

Use the Preferences window to associate accounts with each 1099 box. A
1099 box can have multiple accounts assodated with it.

3. Run a summary report to review your 1099 data

You need to tell QuickBooks which expense account contains your contract labor. We
have an account named Contractual Labor for the 1099 vendors.
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e Select this account next to Box 7 and click OK.

e You

I - - 5 uescon Akl Hou

[ My Preferences l Company Preferences I

Do you file 1092-MISC forms? % Yes i Mo

How to map accounts and thresholds to 1099 categories

1099 Cateqory Account Threshold
Box 1: Rents Mane 500,00 =]
Box 2: Rovalties Maone 10.00
Box 3: Other Income Mane 0.00
Box 4 Federal Tax Withheld Mone 0,00
Box 5: Fishing Boat Proceeds Mone 0,00
Box &: Medical Payments 0,00

7: Monemployee Compensation Conractual Labo ™, m

Box &: Substitute Payments Mo 10,00
Box % Direct Sales Mane 5,000,000
Box 10: Crop Insurance Proceeds Maone 0.00
Box 13: Excess Golden Parachute Mone 0.00
Box 14 Gross Proceeds to Attorney Maone 0.00

|

are now ready to Run Report and Print 1099s and 1096 Summary.

e Click Run Report.

P

It's important to follow these steps to get your 1099s right.

1. Review your 1099 Vendors
Use this report to ensure you have the correct eligible 1093 vendors.
Run Repart . O - .
Double-dick a Vendor name to change information as necessary.
2. 5et up your 1099 Account mapping
Use the Preferences window to associate accounts with each 1099 box, A
Map A iz
&I 1099 box can have multiple accounts assocated with it
3. Run a summary report to review your 1099 data
This report shows 1099 payments by box, You can review and correct
uncategorized payments that will not appear on 1099 because the account is

not associated with & 1099 box. Double-click an amount to get the details
behind the numbers.

4, Print 1099s and 1096 Summary

Print 1099 | Print your 1099s and 1096s on preprinted 1099 stock. For information abaut
= purchasing preprinted stock, dick Help,

Help Cloze
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e Verify that your dates are accurate.
e Click Print.

Modify Report... Memorize. .. | Print. .. | E-mail = | Expaort... Hide Header Refresh
Dates |Custom x| From 01012008 B To |12/31/2008 E|
pln=l=Rewi /a0 | Orily 1095 vendors |.-5.II allowed accounts ﬂ IUSE thresholds ﬂ

12:57 PM City of Salmon River

07407 1099 Summary
January through December 2008

<+ Box 7: Honemployee Compensation < TATAL &
Larry Wright p 850.00 4 850.00
hh5-55-5555
TOTAL 450,00 450,00

o Click Print 1099s.
- |0} =

t's important to follow these steps to get your 1099s right.

L. Review your 1099 Vendors
Use this report to ensure you have the correct eligible 1099 vendors.
Run Report ) . - }
Double-dlick a Vendor name to change information as necessary.
1. Set up your 1099 Account mapping
Use the Preferences window to associate sccounts with each 1099 box, A
Map A =
&I 1098 box can have multiple accounts associated with it.
}. Run a summary report to review your 1099 data
This report shows 1099 payments by box. You can review and correct
uncategorized payments that will not appear on 10935 because the account is

not associated with a 1099 box. Double-click an amount to get the details
behind the numbers,

L Print 1099s and 1096 Summary

Print 10995 | Print your 1099s and 1096s on preprinted 1099 stock. For information about
- purchasing preprinted stock, dick Help,
Help Close
[l
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e Make sure your dates are accurate.
e Click OK.

Printing 1099-MISC and 1096 Fc x|

Please specify a date range:

II:US‘tDm j _. ............... D K.\,

From |.:|1_.-'|:|1_.-'2-IIEISE Cancel
o [12/31/2008 ]

Help

™0

e Click Print 1099.

il T —Fl 1ul

| Select 1099s to Print Type a help question [Ask|SS # How Do 17|

| Select vendors to print 1099-MISC J 1096 forms:

! ﬁ% valid ID | Valid Address | Total
WAl orryviright  fves fres | ssooo B

Preview 1099

Print 1
Print 1096
Cancel
Help
hd
Select All
— 1096 Summary Information
Mumber of vendors selected: 1 Select Mone
Total for vendors selected: 350,00
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e Click Print 1096.

o b P ]

I'¥PE & NEIp QUEsTIOnN | ASK] FOROW LMD L

I

| Select wendaors to print 1099-MISC § 1096 forms:

v |_f | Vendor |'u'a|i-:| ID | valid Address |T|:|tal

[

Preview 1099

Print 1099

Print 1098

Cancel

Help

Select Al

— 1096 Summary Information

Mumber of vendars selected:

Total for vendors selected:

1
850,00

e Mail your end of year reports on time.
e Make sure you keep a copy of all the 1099s and the 1096 in a file folder that is

labeled and dated.

Select None
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RECONCILING
BANK
ACCOUNTS

econciliation is the process of making sure that your QuickBooks bank account agrees

with your bank. Each month, a statement arrives from your bank. The bank statements
show all the deposits and checks received concerning your account. If there is any deposit or
withdrawal on this bank statement that you do not have in your QuickBooks file, reconciling
your check book will help you catch it. You always want to know exactly how much money
you have in your bank account because making a mistake here can be costly. Non-sufficient
funds charges can add up quickly. Remember, it doesn’t matter what you think you have—
the bank is the authority here.

NOTE: If you are reconciling for the first time, see The First Time You Reconcile at the end
of the chapter for special reconciliation instructions.

Before You Reconcile...

e Reconciling a bank account sometimes takes time and concentration, so pick a time
when you can work uninterrupted.
e Have your bank statement handy.

Reconciling an Account

Step 1
e Click Banking.
e Click Reconcile.
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Step

2

Select the correct bank account in the Account field on top.

The Statement Date in this window should match the date of the bank statement itself.
The Beginning Balance amount should be the same as the beginning balance amount on
the bank statement. IF THIS BALANCE DOES NOT AGREE, YOU HAVE A PROBLEM.
DO NOT CONTINUE UNTIL YOU CAN EXPLAIN WHY THE BEGINNING BALANCES
DO NOT AGREE! SEE PAGE 353 FOR HELP WHEN YOUR BEGINNING BALANCE
DOES NOT MATCH.

If the beginning balance agrees, locate the ending balance on the bank statement and
enter it into the Ending Balance field.

If there is a service charge, enter it into the Service Charge field. On that line, make sure
the Date is the date of the service charge and that the Account is Bank Service Charges.
Class it to Admin.

If you were paid any interest, enter the amount into the Interest Earned field. Make sure
the date in the Date field is the date the interest was paid and that the Account is Interest
Income. Class it to Admin.

When all of this information is filled in,

Click Continue.

Begin Reconciliation Type a help question |Ask ¥ How Do I?

Select an account ko reconcile, and then enker the ending balance from wour account statement,

v

Account Checking W

Statement Date 01312008

Beginning Balance 30,000.00 What if my beginning balance doesn't match my stakement?
Ending Balance 28,010.55

Enter any service charge or inkerest earned.

Service Charge  Date Account Class
5,00 01312005 Bank Service Charges * | [Admin and Finance w
Interest Earned  Date Arccount Class
1.50 01312003 Inkerest Income * | |Admin and Finance b
Locate Discrepancies ] [ Undo Last Reconciliation ] [ Zontinue l [ Zancel ] [ Help

350

QUICKBOOKS FOR SANITATION UTILITIES




Step 3

You should now be in the Reconciliation screen. The left side of the screen lists Checks, Payments
and Service Charges. The right side of the screen lists Deposits, Interest and other Credits.

W > -

VAET ' " ) asal V| D
r )

1. Take your bank statement and place a check mark next to every check or charge that
appears on both the bank statement and the screen. You place a check mark on the
screen by clicking right next to the transaction in the column under the check mark. Make
a check mark next to each transaction ON YOUR BANK STATEMENT as well, so you can
keep track of what items you have reconciled.

Check off all the deposits and credits in exactly the same way.

Look at your bank statement. Are there payments or deposits on your bank statement

that you haven’t checked off? If there are, do they appear on the screen in QuickBooks

and you just haven’t checked them off yet because you missed them the first time
through, or are they amounts that haven’t been entered into QuickBooks?

4. If a check or a deposit has cleared on your bank statement but you do not have it in
QuickBooks, you are going to have to enter it. Research this check or deposit and try to
find out why it never got entered into QuickBooks. Once you have entered it, check off
this check or deposit on your reconciliation screen.

5. Are there NSF returned checks and NSF bank fees on your statement? These will appear
separately in the bank statement in the Checks and Payments column.

6. LOOK AT THE AMOUNT NEXT TO THE WORD DIFFERENCE IN THE BOTTOM
RIGHT CORNER OF THE SCREEN. As you check off deposits and checks on this
reconciliation screen, this difference amount keeps changing. Your goal is to get this
difference to zero.

7. When it is zero, it means that QuickBooks and your Bank are in balance. If it is zero, then
you may click Reconcile Now.

w N
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Step 4

After clicking Reconcile you will be given an option to print a Reconciliation Report.

o Click Detail.
e Click Print.

Salset flae el fa iyt ﬂll

Congratulations! ¥our account is balanced. All marked
items have been cleared in the account register,

Select the tvpe of reconciliation report vou'd like to see.

\ () Summary

(") Both

T view this repart at a later time, select the Report
menu, display Banking and then Previous Reconciliation.

[ Display H Print. .. ; Close

~——

Print the Detail report and staple it to your bank statement. File all your bank statements with
their reconciliations together in one file folder. Label and date the folder. Keep your bank
accounts separate.

City of Salmon River

Reconclliation Detall
Checking. Period Ending 01/31/2008

Tipe . Oste « Mum Name Clr Amount Balsce

Beginrnyg Balance W, 000,00
Cieared Transaabons

Checks and Payments - § itema

| . ! . J 41 1734 ¢

. o' » J % i
pU1E W, A J
e .52 J

tmn walanie J 1
N ” ™ /
dt3a Beal By J 1
5 ' " ™ J
L /
a 3 anz F et
Deponits soxd Cradits - 1 tlem

G ! v/

Unclesred Transactions
Deposits andd Credits - 7 lema
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What Checks Have Not Cleared?

After you have reconciled, go to your check register for that account. When you told

QuickBooks to Reconcile Now, it placed check marks beside the checks and deposits in your
check register as well. You can now scroll through your register and see immediately which
checks and deposits have cleared and which have not.

Cleared
transaction

o
¢

5
o
3

Al NS S S A A

Uncleared
transaction

What If the Beginning Balance Does Not Match?

If the beginning balance in the Begin Reconciliation Window has changed since your last
reconciliation, you have a problem. It could have changed for any of the following reasons:

You have accidentally deleted a transaction that has already cleared.

You have accidentally changed a transaction that has already cleared.

You have accidentally cleared a transaction that has not been previously cleared.
You have accidentally uncleared a transaction that has been previously cleared.

Your version of QuickBooks (2007) has a great new feature to help you locate Reconciliation
problem:s.
e Click the Locate Discrepancies button at the lower left of the Begin Reconciliation Screen.
(see next page)

QuickBooks will create a report that shows any changes or deletions made to previously cleared
transactions. Based on the information in this report, you will have to repair the changes that
were made to the reconciled transactions.
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Begin Reconciliation Type a help question | Ask ¥ How Do 1?| 5[

Select an account to reconcile, and then enter the ending balance from your account statement.

Account ICheckjng |
Statement Date I-] 1/31/2008 B
Beqinning Balance 30,000.00 What if my beginning balance doesn't match my statement?

Ending Balance I 28,010,55

Enter any service charge or interest earned.

Service Charge  Date Account Class
|5.00 |01/31/2008 B| |Bank Service Charges | Jadmin & Finance Ed
InterestEarned  Date Account Class

\ |1.50 |01/31/2008 B [Income | |admin &Finance 4

|iLocate Discrep

Undo Last Reconciliation | Continue | Cancel | Help |

What If You Want to Leave Before You Finish?

Sometimes the reconciliation process can take a long time. If it is time for you to go home and
the difference is still not zero (meaning you are still not in balance with the bank) you may click
Leave. Your work will be saved and you can start again tomorrow.

e NEVER, NEVER, NEVER click Reconcile Now if the difference is not zero!!!

Never click
Reconcile Now if
the difference is not
zero! Click Leave
and come back
later.

If you click Reconcile Now and the difference is not zero, QuickBooks will deposit or withdraw
from your checking account the amount of the difference by creating a Balance Adjustment Entry.

Instead, click Leave and come back in the morning and start looking for the missing transactions
when you are fresh.
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The First Time You Reconcile

The first time you reconcile your bank account in QuickBooks there are going to be some
checks and deposits on the bank statement that belong to the accounting period prior to
your starting date. You will have to enter these into QuickBooks so that you can check
them off on the reconciliation screen and balance with the bank.

These checks are called Prior Period Checks, and they will show up on your bank
statement at the beginning of your list of checks.

e Total up the amounts of all the checks written prior to your start date.
e Create one QuickBooks check.

e The amount of the check will be the total of all the prior period checks.
e The account will be Opening Balance Equity.

Bank Account  |Checking j Ending Balance 37,467.05

Date is

Mo. prior to

Date 12312007 <= your start
Pay to the Order of j S 1,500.87 date
OI_IE mnusand ﬁ"e hundred and Ba_llll:ll:l HHHHHHHHHHHHHHHHHHHHHHHHHHHHH DI:I"ars
Address

Account is
Opening
Balance

Memo Prior Period Checks cleared on first bank statement]

Equit J Expenses $1,500.87 I Items £0,00 'I [~ cnline Payment [~ To be printed
ity.
Account Amount Memo Custome... | Billa... | Class
Opening Bal Equity 1,500,387 |:
No Class
hd|

You will also have to handle all the deposits made prior to your Starting Date that show

up on your bank statement. These Prior Period Deposits will be at the beginning of your
list of deposits.
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e Total up the amounts of all the deposits made prior to your start date
e Create one QuickBooks deposit. The amount of the deposit will be the total of all
the prior period deposits. The account will be Opening Balance Equity.

Date is

Y prior to
% Make Deposits your start ((=]E9
date '

& previous B Next @Print h Payments

No Class

E To | Checking w Date 12.1’31,1’200? Memo | Deposi

Account is
Opening
Balance Equity.

ts ko select customer payments that you have received, List any other amounts to deposit below,

Chk Mo, | Pmk Meth, Class

Memo

Fram Account
Opening Bal Equity

prior period deposits 1,345.00

.
+ F
Deposit Subtotal 1,345.00
Ta get cash back from this deposit, enter the amount below, Indicate the account
where you want this money to go, such as your Petty Cash account,
Cash back goes to Cash back memao Cash back amount
v
Deposit Total 1,345.00
[ Save & Close ] [ Save & New ] [ Clear
1} —_— —_——— Y——— —_— —

Once the prior period checks (entered with one check) and the prior period deposits
(entered with one deposit) are entered, you will be able to clear them in the
reconciliation window. When you are reconciling for the first time, if you find that you
cannot get the difference on the reconciliation screen to zero, double-check that you
correctly added the lists of prior period checks and prior period deposits.
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O SAFEGUARDING
YOUR FILE

Backing Up Your Company File

Your QuickBooks company file should be backed up at the end of the day and
preferably every time you use QuickBooks for a lengthy period of time. Some offices
backup the company accounting file every morning and every afternoon.

e Recreating and re-keying payrolls, checks, deposits and budgets can be very time-
consuming, frustrating, difficult and unnecessary, so Backup frequently!!

Backing up your company file is quick, easy, smart and necessary!!

Here are the steps for backing up your file.

Step 1
e Decide what media you want to use to backup. Since files get large quickly, you

probably want to use a CD-ROM or a flash or jump drive. You can order a flash
drive over the internet. Get the 512MB or 1GB size.

Step 2
e Insert your flash drive in the USB port on your computer, or your CD-ROM in the
CD-RW drive in your computer.
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Step 3
e Close all open windows inside your QuickBooks file by pressing ESC until no
windows are open.
e Click File.
e Click Save Copy or Backup.

City of Salmon River - QuickBooks |

SIS Edit  Wiew Lists Company  Customer:

Mew Company...
Open or Restore Company... -
Open Previous Company .3

Save Copy or Backup...

Close Company

Switch ko Mulki-user Mode

LUtilities »
Accountant's Copy >
Print Forms 4
Printer Setup...

Send Forms. ..

Shipping »
Exit Alt+F4

Step 4
e Select Backup Copy.
e Click Next.

Save File: Type @

What type of file do you want to save?

6py of your company file in case of an unexpected event,
such as a hard drive crash or damage to your company data,
= Backs up the entire company file.

() Portable company file

= Move your company file to anather location where you will work on it
temporarily.

= Much smaller file size than full backup, but takes longer to create and
restore.
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Step 5
e Select Local Backup.
e Click Next.

Save Backup: Method E

Do you want to save your backup locally or online?

8 o
‘ * Save to a removable storage device {such as a CD or a USB flash drive) or

in a folder on your network.

(O online backup

| = Schedule automatic backups to a secure offsite location.
= First 30 days free,

7 Learn more about QuickBooks Online Backup

Before you can proceed, you must choose the folder where you want save
wour backup copies. Click Options to choose the folder.

Step 6

e Click Browse to tell QuickBooks where to save your file.

Save Backup Copy: Options ]|

3 1 Local backup only

Tell us where to save your backup copies (required)
Folder I

W add the date and time of the backup to the file name (recommended) \
[¥ Limit the number of saved on-demand backup copies to |3 per folder \

r— Online and local backup
[v Remind me to back up when I close my company file every |4 times,
Select an option to werify that your company data is OK {e.q., not corrupted)
when you save. Which option should I choose?

¥ Complete verification {recommended)

" Quicker verification {faster but less thorough)

™ Mo verification {not recommended)

[6]4 | Cancel | Help
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Step 7
e Select either your CD-ROM drive or your Flash Drive.
e Click OK.

Browse for Folder,

Select Folder

Wy Compuber

= j Iy Compuker A
_ﬁ 315 Floppy (A
ago Local Disk {C:
{+) CD Drive (Dv)
{+) 070E21_1141 (E})
e LISE20FD (F:)
“=e® Removable Disk {L:)
‘= Removable Disk (M)
e Removable Disk (M:)
o Removable Disk (2:)
3 control Panel -

[ Ok l [ Cancel

Step 8

e Make sure the correct folder comes up in the Folder box.
e Uncheck the Limit the number of saved on-demand backup copies to box.

e Change the reminder number to remind you to Backup every 1 time.
e Click OK.

Save Backup Copy: Options

Local backup only

Tell us where to Fvour backup copies (required)

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

Zi_irnit the number of saved on-demand backup copies to 3 | per Folder

Cnline and loc ckup

Remind me to back up when I close my company file every |1 | Himes.

Select an option to werify that wour company data is OK {e.g., not corrupke
when you save. Which option should I choose? I~

(3 Complete verification (recommended)
(73 Quicker verification {Faster but less thorough)

() Mo verification nat recommended)

[ [o]4 ] [ Cancel ] [ Help
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Step 9

e Select Save Right Now.
o Click Next.

Save Backup: When @

When do you want to save your backup copy?

() save right now and schedule Future backups

O only schedule future backups

Mote: If you are saving your backup copy to a removable storage device, such
as a CD or USE flash drive, prepare the device now (e.q., put the CD in the CD
drive),

Step 10

e Click the down arrow at the right of the Save In: field.
e Select the Flash Drive or your CD-ROM.
e Click Save.

Save Backup to...

Savejn: | < USB20FD [F.) ¥ O @ e E-

y () City of Angoon - Images
{ 23 [CoHTEOC
=

My Recent ity of Angoon
Documents ity of Angoonl
e ity of Bethel
|_ ity of Bethel PT
Desktap ity of Ketchikan - Pati & Joanna

ity of King Salmon Samuel Kavelala

ky Documents

My Computer

File hame: [ Save *
. Save az type: | QB Backup [*.QEE) W | ’ Cancel ]
fdy Metwork,
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e You will receive a message that the QuickBooks backup is in progress,

Backup is in progress,

86 %

Press ESC ko cancel,

¢ Finally, you will receive a message that the backup has been done correctly.

QuickBooks Information

& QuickBooks has saved a backup of the company file For Ciky af Salmon River ko FiCity of
\l;) Salmon River (Backup Jun 25,2007 11 53 4M).QBB.

Restoring the File from a Backup File

The QuickBooks Backup command compresses your company file into a smaller file and
gives it a file extension of ".gbb". This file is not a copy of your company file. You cannot
open this backup file and use it. You must Restore it first.

If something happens to your original data and you need to restore the QuickBooks
company file:
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Step 1

¢ Open QuickBooks.
e Click File.

Step 2

Insert your Flash Drive or CD-ROM into your computer.

Click Open or Restore Company.

-3 City of Sakmon River - QuickSs

Ll ER Ve Lats Conpany  Custo

Cpen Pripesias Corparmy »

Sowve Cogw o Ry

e Cooprary

Sevitch v Mtocaer Mode

L .
oorewy s Copy .
P PFavowy .
hvier S

Terdd Parec

SRy »
(2] A2vF4

e Select Restore a Backup Copy (.QBB).

e Click Next.

Open Company: Type

=

.

E3)

What tygie of file do you want to open o restora?
) Dpen a company file (QBW)

* Openis o nermeyl conpany fis to corbros working
 Restore 3 backup copy (o)

» Retreypes & copy of averything you reed for your company

T Restore & portable lile (QuM)
* Recrasle & compary Pie that s stored s & jo lie

“hk | [ ceen |

E
|

Step 3

e Select Local Backup.
e Click Next.

Restore Backup: Method [

Is the backup stored locally, or on service
@ focs backy)
* Dok Is stored computry, on & removabls medum, o on &

regwarbed dive.

) Qrine badhip
* Dadrieve e Mt Lairg the oriee serves, then open s waud
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Step 4

e Select your Flash Drive or your CD-ROM from the field labeled Look in.

Laok in:

D

iy Recent
Docurnents

F
Desktop

)

tdy O ocuments
tdy Computer

by M etwork,

Step 5

e Select your Filename by clicking on it once.

e Click Open.

Open

&

\$

@

My Documents

by Computer

“ |SB20FD (F:)

B My Documents

4 My Computer
_ﬂ, 3% Floppy [&:]
e Local Dizk [C:
{23 CD Drive (D]
(:_) 070621_1141 [E:)

e LISEZ0FD [F)
e Femovable Dizk T
e Removable Digk [M:]
o Removable Dizk [M:]
e Removable Digk [0:]
[ Shared Documents
|5 David's Documents
[ lan's Documents
) My Documents
@ My Sharing Folders
'l% ty Metwork, Places
¢ Share-tow'eb Upload Folder
|5 City of Angoon T ax Forms

[C5) Canfig

[ N I

Look jn: | = |ISB20FD ()

QT P E-
M)
71153aM) % [ Open |
v| [ Cancel ]
¥ %M

[CHTGOC
My Recent City of Angoon
Documents City of Angoonl
= City of Bethel
City of Bethel PT
Desktop City of Ketchikan - Pati & Joanna

City of King Salmon Samuel Kavelala

City of Salmon River (Backup Jun 25,2007 11 53 AM)

N

File: name:

(City of Salmon River (Backup.Jun 25,2007 11 |

ﬁ Open

Filez of type:

| 0B Backup (" 0OBE]

v

[ Cancel l

by Metiworlk,
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Step 6

o Click Next.

Restore Backup: To Location

Where will the company file be stored?

Mext, you will give the location where the restored company file will be stored.

Back | [ mext | inish

[ Help ] [ Cancel

]

Step 7

¢  QuickBooks will prompt you with the place it stores your file on your computer.

e C(lick Save.

Restore To

D

tdy Recent
Documents

P

Dezktop

|

2>

tdy O ocuments

@

tdy Computer

by M etwork,

Save in: | |3 QuickBooks 2007

v| ojr e [+

(DxComponents;

@ConvertDS

EData

[C)Restared_City of Salmon River_Files
City of Salmon River

File name: |I:it_l,l of Salmon River

[ Save ]

Saveastpe | QuickBooks Files [* OBW)

[ Cancel ]
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Step 8
e  QuickBooks will now ask if you are sure you want to restore this backup by

replacing the old file with this backup.
e Click Yes.

' i \Program Files\IntuithQuickBooks 20074City of Salmon River, QBW already exists,
] Do ol wank ko replace ik?

Step 9
e QuickBooks gives you another chance to back out of this restore. Since the old
file will be written over by your backup, stop and think. Is this what | want to
do?
s If you are sure that you want to restore your backup file to your computer, type

yes in the box after Type “YES” to confirm.
e Click OK.

Delete Entire File

Caution! You are about to permanently delete
this data file, Are wou sure?

Type "YES' to confirm,

WEs

Step 10

e You’ve done it!
e Click OK.

QuickBooks Information

i J Your data has been restored successfully,
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Closing Out Prior Periods

At some point in time it is very helpful to lock the company file to prevent changes. A
good time to do this may be at the end of a tax year or the end of a fiscal year. If you
reconcile your checkbooks, credit cards and accounts every month, you may want to
close the books every month. Once you have closed the books, if you or anyone else
tries to change anything in a prior period, you will get a QuickBooks message and have
to enter in a password to continue.

e Click Edit.

e Click Preferences.

e Click Accounting.

e Click Company Preferences.
e Click Set Date/Password.

Urafarapioss Type a help question

i My Preferences Company Preferences
3 Bills Accounts
ﬁ Checking [ use account numbers Require accounts

il Desktop View
ﬁg._, Finance Charge
P General Use class tracking
i Integrated Applications
‘ Items & Inventary
Jobs & Estimates

|:| Prompt to assign casses

Automatically assign general journal entry number

@ Payroll & Employees Warn when posting a transaction to Retained Earnings
“.‘ﬂ'é Reminders Date Warnings

ull Reports & Graphs Warn if transactions are |90 | day(s) in the past

i Sales & Customers - .

3] Seles Tax Warn if transactions are |30 | day(s) in the future
m Senc’ Farms ) Closing Date

&8 Sservice Connection Date through which books are closed: {(not set)
ﬁ Spelling

T Tax: 1093 | Set Date Password

e Enter the date you wish to close the books.
e Enter a Password.
o Click OK.
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CAUTION!!  MAKE SURE THAT YOU WRITE THIS PASSWORD DOWN AND LET SOMEONE ELSE IN
YOUR OFFICE KNOW WHERE THE QUICKBOOKS PASSWORDS ARE LOCATED. |F YOU LEAVE YOUR
JOB OR GO ON VACATION WITHOUT ANYONE ELSE KNOWING THESE PASSWORDS, YOU WILL LEAVE
YOUR OFFICE IN A BIND. QUICKBOOKS CHARGES HEFTY FEES TO UNLOCK PASSWORDS IN
COMPANY FILES.

il Set Closing Date and Password

Only the Admin user can set the closing date and password.

To keep your financial data secure, QuickBooks recommends assigning all other users their ow
username and password, in Company > Set Up Users,

—Date
QuickBooks will display a warning, or reguire a password, when saving a transaction datec
f or before the dosing date, More details...

Closing Date IEII_-"31_."2EIIJS =]

 Password
Quickbooks strongly recommends setting a password to protect transactions dated on or
before the dlosing date.

§ Closing Date Password Iucu
Confirm Password |uu¢|

To see changes made on or before the dosing date, view the Report in
Reports > Accountant & Taxes.

OK | Cancel |

Now, all the transactions that you entered on or before this date are protected. If
anyone tries to change or delete any information on or before this date, they will be
stopped unless they have the password.
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USING YOUR
FINANCIAL
SYSTEM

Putting the financial information into your system is only half of the job. You must be
able to get the information out and you must be able to interpret the information.
This chapter will help you do that.

Retrieving Information From Your System

The Find Feature

The Find command helps you if you are looking for:

Customer Names, Invoices, Payments, Sales Receipts

Employee Paychecks

Checks you have written to a specific vendor

A specific amount on a check, invoice, sales receipt or some other QuickBooks
form

To use it:

e Click Find on your lcon Bar.

- City of Salmon River - QuickBooks Pro 2007

Fle Edt Wew Lsts Compary Cugtomers Yendors Ewgloyess Banking Reparts Window  Hep
®, ¢ m

8. ® & . §8 7 ® & B B

Home Customer Center  Wendor Center  Employee Canter  Report Center Parol  Badep  Acont Me

Type a Pal Questy
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e Click on the Advanced tab.
e If you are searching for a specific name, select name on the side bar.

e Select the name of the customer, vendor or employee from the drop down list.
e Click Find.

QuickBooks will bring up every financial transaction that has been created for this person.
e If you want to view these forms, double-click the line that you are interested in.

As you go backwards through the screens, you can keep double-clicking and view more
screens as if you were peeling away an onion. This is called “drilling down”.

v | T T L T
[T tdvencad |
|+ Crome Pir 't Chanien
riter e
& Abel Jwens | L—:ﬂ:’—
Tece e
et
= |
LT, \ - T e L Tl @
i 1, Jamses Waker Sewer [Accounis Recerablewate] 10.00]
Mo t, s oater Lo rzave ooy Vonime Rate nm g |
Aal, s s leow "sare un g Yerw Rais 00
Albrt, Juma s Waker Sewer (Accounts Hecervalde Opwnmg badanes 00,00
D1, Jorsey o aley Do NG ded [ronce COtrwg Dawne O O Eypet

Searching for Deposits

Looking for a specific deposit? You can find it by scrolling through the check register.

e Click the Acent icon on your Icon Bar.
e Double-click your checking account.
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A second way of locating deposits is to create a Deposit Report.

e Click Reports.
e Click Banking.
e Click Deposit Detail.

| | Reperty \Windos e

Heagort Canter 3
Merrarived Mooy .|

Mocess Mt Kesors

»
I Corgery hFnnce '
Cuntomars & Nucer sy ’
Goles '
2w, Taww & Msage .
Venours A Payabias ’
Etutvwes A Papw ’

T
Astourtest b Teame b O Deim
Bodgets b Masry Clwcks
Lt LI
e Look through any of these transactions for the one you are looking for.
¢ You can double-click on a transaction to see the original.

Type » el et

D B e |

Mo b (Meein . | hag . [ Eoado | Egport | [ dervgte | | Rebegh |
Gves  Custom w e Dungooe [l te oeroyooos [ st ey Detas -
e City of Saimon River
Y aeond Deposit Detail
Janunary B engh June 206§
Tap= * T o Dae . Marree . Adr o Arind
-
P L Necoge 1 LA e, Seefuel L. wisae
nooee BETS
W0TAL %7
P aperd SLAT 00 Mchiasd Wileon . IRERy Payrads e d
ToTAL cm
P ey wn MIAENE Mwren, Amprls,. Sete "
AL Lo
Deposh LARLE. ) Sale nms
. e Drgtosss Ad Wy a8
™ nw
Famivert s M2 e Seedued Lo o
TOTAL om
Deponn LARE. ) e R R LR
Evyaweny e Crwrt roone -20,000 W0
TOTAL 20000 0
»
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Checking the Bank Accounts and Accounts
Receivables Balances

For a quick look at the balances of all your bank accounts, total accounts receivables
outstanding and total bills owed, look at your Balance Sheet.

e Click Reports.
e Select Company and Financial under the Reports Menu.
e Select Balance Sheet Standard.

et Cardeor
Merdrized Reponts .

Corten
. Fonoass Mgl Fapons

o Gioss Standerd
CUitoeers & Pacersaies L Profe & Loss Decd
Tamg b Profe i Loss YTD Conpason
Jobi, Terw & Mimage P Proft &lom Prev Yes Corpernon
Verdkrs & Payobles b Wrofetiloss by b
Evglovee: & Pavol b Profe S Loss by Qass
Awing » Profe Loss Unclasefied
Accourtart & Tasms ¥ rcoew by Custorse Sumrary
Soxgts b coews by Custorses Ceted
Lt . Epanses Ty vendie Suenyry

Cipensas by Yandr Dacsd
Qipton Sy Report <
Icoew A Cipares Geagh
Custom Trarsacsen Cetal Report

fganos Shase om0

Tianca Shast Deted

Bdarce theet Suwrary

Balance Shost Prev Your Corgaraon
et wioeth Graoh

Tearaactin Habary

Trareanon Jouny
e

Ratarart of Carh Moo
Coch Fow Forecast

, 5 e

The Balance Sheet is presented here in two parts: Assets and Liabilities and Equity. The
Assets are presented in the top part.
¢ Make sure to enter the current date.

¢ Note the balance in the bank account—checking.
e The total amount of unpaid water sewer invoices is $1,399.00.
e The total assets are $50,303.76.
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yees  Banking Reports Window Help

Z ||& B @ B @ a4 & HE B E

port Center Payroll Inwoice Backup Accnt Bill Find Reg  Check Deposit Payment P
Hide Header | Collapse Refresh
Zolumns |T|:|tal only ﬂ Sort By |Default ﬂ

City of Salmon River

Balance Sheet
As of January 31, 2008
& Jan 31, 08 &

ASSETS
Current Assets
Checking/5avings
Checking 4 43 019.78 4
Safe 5,885.00
Total Checking/Savings 48 50478

Accounts Receivable
Accounts Receivable

Water/Sewer-AR 1,355.00
Total Accounts Receivable 1,385.00
Total Accounts Receivable 1,3585.00
Total Current Assets 50,303.78
TOTAL ASSETS 50,303.76
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The Liabilities and Equity are presented in the lower part of the Balance Sheet.

Let’s talk about the Liability Section first:

It tells us that Salmon River owes $50.00 to the Child Support Enforcement
Division for Child Support and $12.71 to the State of Alaska for State
Unemployment tax. Remember, the date of this Balance Sheet is January 31,
therefore it does not show the Alaska tax as having been paid.

Salmon River doesn’t owe anything else, so their total liabilities are $62.71.

The equity section:

Opening Balance Equity contains the opening balance of the checking account
($30,000) plus the total of all our customer opening balances ($1,130.00) which
we transferred in the General Journal Entry made on page 115.

Net Income ($19,111.05) is brought in from the Profit & Loss Statement and added
to Equity if it is a profit, and subtracted if it is a loss. Notice, that it is the same
number as on the Profit & Loss Statement on page 377. This will always be the
case as long as you are looking at the same period of time.

Assets minus Liabilities = Equity
50,303.76 62.71 50,241.05

LIABILITIES & EQUITY
Liakilities
Current Liakilities
Other Current Liahkilities
Payroll Liakilities

CSED Payable 30.00
ESC Payable 12.71
Total Payroll Liakilities g2.71
Total Other Current Liakilities g2.71
Total Current Liabilities §2.711 Note that the
gain from
Total Liakilities §2.11 January is
added to
Equity equity.
Opening Bal Equity 31,130.00
Het Income 19,111.05
Total Equity 50,241.05
TOTAL LIABILITIES & EQUITY 50,303.76
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At the end of each fiscal year (in this example, the date will be 6/30/08), QuickBooks
empties all the Income and Expense accounts into Retained Earnings. The new Profit &
Loss Statement for the new year will begin recording income and expenses all over again.
The Balance Sheet as of 7/1/08 will show Retained Earnings and no Net Income.

Print... | E-mai * | Export... Hide Header | Collapse Refre
*| As DFIIJF_."D 1/z005 B Columns lﬁlfmr

City of Salmon River

Balance Sheet
As of July 1, 2008
kS Jul 1, 08 %

Water/Sewer-AR 255.00
Accounts Receivable - Other 1.120.00
Total Accounts Receivable 1.358.00
Total Accounts Receivable 1,395.00
Total Current Assets 45 £41.08
TOTAL ASSETS 49.441.05

LIABILITIES & EQUITY
Liakilities
Current Liabkilities
Other Current Liabilities
Payroll Liakilities

CSED Payable 50.00
Total Payroll Liakilities 50.00
Total Other Current Liabilities 50.00
Total Current Liakilities 50.00
Total Liabilities 50.00 Notice, all income &
expenses are closed out to
Equity Retained Earnings. There
Opening Bal Equity 31,130.00 is no Net Income on this
Retained Earnings 18,261.05 Balance Sheet
Total Equity 4£9,391.05 .
TOTAL LIABILITIES & EQUITY 49,441.05

int... | E-mai_lvl Export... Hide Header | Collapse

r] From [07/01/2008 B] To [0s/30/2009 BB columns [iEEE]
City of Salmon River

Profit & Loss
July 2008 through June 2009

< Jul "08 - Jun 09
Net Income P 0.00 4

No activity
recorded yet in
the new fiscal

year.
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Finding Income and Expense Information for a
Specific Department

Create a Profit & Loss by Class

e Click Reports.
e C(lick Company & Financial.
e Click Profit & Loss by Class.

I
| | Reports  Window  Help

N Report Center Q

=+ Memorized Reports

= Process Multiple Reporis

| |
ml Company & Finandal Profit & Loss Standard

-

nsactions

»
Customers & Receivables 3 Profit & Loss Detail
Sales 3 Profit & Loss YTD Comparisan
Jobs, Time & Mileage 3 Profit & Loss Prev Year Comparison
Vendors & Payables 3 Profit & Loss by Job
~ rployees &payrl q Foitatomby s |
Banking 3 Profit & Loss Unclassified
Arrmnimtant & Tavae » Trmmmrea b Clebaraae Coememaes

Notice the Profit & Loss Statement below.

e The date range is set for the month of January.
e The activity is reported by department with a total column at the end.

i | FriNL.. | c-man * | CXPOrT., I MIge neaaer | Lonapse I REemesn I
=] From [o101/2008 B To [01/312008 B Columns [Class =] sart By [Defaut =]
City of Salmon River

Profit & Loss by Class
January 2008

<+ Admin & Finance + EPA Grant B Fuel +  Washeteria + _Water/Sewer ¢
Income
Grant Income 0.00 20,000.00 0.00 0.00 0.00
Income 1.50 0.00 237.00 £50.00 401.00
Sales Tax Income 0.00 0.00 _ 000 _ 0.0 210
Total Income 1.50 20,000.00 2i7.00 550.00 40210
Expense
Bank Service Charges 5.00 0.00 0.00 0.00 0.00
Cash Short/Over -25.00 0.00 0.00 0.00 0.00
Computer 0.00 0.00 0.00 0.00 1,200.00
Office Supplies 0.00 0.00 0.00 0.00 70.00
Payroll Expenses 322.50 0.00 0.00 0.00 230.00
Payroll Taxes 30.49 0.00 0.00 0.00
Stipend Wage 0.00 0.00 0.00 0.00
Telephone 0.00 0.00 0.00 0.00
Total Expense 232,88 0.00 _b.oo _ .00
Het Income -331.49 20,000.00 237.00 550.00
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e Click Reports.
¢ Click Company & Financial.
e Click Profit and Loss Standard.

You will then see a Profit & Loss Statement of all your departments merged into one
complete picture of your community.

| | Reports  Window Help

Report Center Q
o Memorized Reports R cactions
= Process Multinle Reports ;
| |
ml Company & Finandal 4 Profit & Loss Standard
Customers & Receivables 4 Profit & Loss Detail
Sales 4 Profit & Loss ¥TD Comparison
Ambim Tieme T Rl e = Flemfd 0] mme Demes W e —eim o

This sample Profit and Loss Standard shows several things.

There was a profit of $19,111.05 for the month of January, but look a little closer.

General Income for January was really only $1,189.50.

The computer purchase in January cost more than the entire month’s income.

The profit in January was due to $20,000 in Grant Income, not because of

normal operations.

e That is why it is a good idea to separate your grant income from your utility
income. You can easily see here that Grant Income was the source of most of the
money this month.

City of Salmon River

Profit & Loss
January 2008

v Jan g
Income

Grant Income b 20,000.00 4
Income 1,185.50
Sales Tax Income 210
Total Income 21,151.80
Expense
Bank Service Charges 5.00
Cash Short/Over -25.00
Computer 1,200.00
Office Supplies 70.00
557 §
:::Z::_i::::ses :cE An overall gain for the
stipend Wage <000 month of January, but
Telephone 172.00 look closely. Where
Total Expense 2.080.85 did this gain come
from?

Het Income 18,111.08
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Viewing the Profit & Loss in Two Different Ways

If things weren’t already complicated enough, there is one more important thing you
should know about interpreting your Profit & Loss.

There are two different ways you can look at it.
e Cash
e Accrual

QuickBooks will let you modify your Profit & Loss so that you can see it either in the Cash
Basis or the Accrual Basis.

What Is the Difference between Cash Basis and Accrual Basis?

Cash Basis

If you look at your Profit & Loss in the cash basis, you will see only the income that has
actually been received by your utility during the time period in question. If you have
invoiced customers during this time period, but you have not received payment against
these invoices, this income will not be on this Profit & Loss.

On a Profit & Loss in the cash basis, you will also see only the expenses that have actually
been paid by your utility during the time period in question. If you have entered bills
during this time period, but you have not yet paid them, these expenses will not appear
on this Profit & Loss.

Accrual Basis

If you look at your Profit & Loss in the accrual basis, you will see all the income that your
utility has actually received AS WELL AS any income for which your utility has invoiced
during the time period in question—even if these invoices have not yet been paid.

On a Profit & Loss in the accrual basis, you will also see any expenses that have been paid
by your utility during the time period in question AS WELL AS any expenses for which
your utility has entered bills during the time period in question—even if you have not
paid these bills.
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How Cash Basis and Accrual Basis Reports Look

Let’s learn how to change from Cash Basis to Accrual Basis and look at the same Profit &
Loss Statement both ways.

e First create your Profit & Loss statement as before.
I | Reports Window Help

Report Center Q
o Memorized Reports * R rsactions
=  Process Multiple Reports I
||
; Company & Finandal * Profit & Loss Standard
~  Customers & Receivables * Profit & Loss Detail
Sales 3 Profit & Loss YTD Comparison

¢ QuickBooks will automatically show you an Accrual Basis Profit & Loss Report.

Modify Report... | Memarize. .. | Print... | E-mai_lvl Export... I Hide Header | Collapse I
Dates |Custom =] From [ov/o12008 B) 1o [or312008 B columns [IETEI
3115 P City of Salmon River
070407 Profit & Loss
Accrual Basis January 2008
¢ Jan08 =
\ Income
Grant Income b 20,000.00 4
Income 1,185.50
Sales Tax Income 210
Total Income 21,151 80
Expense \
Bank Service Charges 5.00
Cash Short/Over -23.00
Computer 1,200.00
Office Supplies 70.00
Payroll Expenses 0925
Payroll Taxes 56.05
Stipend Wage 50.00
Telephone 172.00
Total Expense 2 080.55
Het Income 19,111.05
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If you want to change the report to Cash Basis:
e Click Modify Report.
e Select Cash.
e Click OK.

Here is

Modify Report: Profit & Loss Type a help question ' blow| ol

Display | Filters Header/Footer Fonts & Mumbers

Report Date Range

\ Dates |This Fiscal ear w | From the first day through the last day of the current fiscal
year
N From |07/01/2007 (@] To [08/30/2008
N
O accrual ® This setting determines how this report calculates income and expenses,

Columnns
Display columns by | Total only * |across the top, Sork by | Default N
(&) Ascending order 24

Sorkin
() Descending order 54

Add subcolumns for

[ Previous period [ Prewvious vear [ vear-To-Date [ % of Row [ % of Column

[ % of Income [ % of Expense

[ Advanced. .. H Revert ]

[ OF l [ Cancel ] [ Help ]

the same statement for the same period of time stated in the Cash Basis.

Notice that Income is less on this report. The difference is coming from the

income which was invoiced but not received. In the accrual method, QuickBooks
will report all income invoiced during the time period even if it was not received.
The accrual method also reports all income received. In the cash method, only

income received during the time period is reported.

. Py | Eeeje | fport Lot
ey e =] me [0 200 W) 7o o1 5000 W) covms EEEENL
31T P City of Salmon River
sroant Profit & Loss
Canh Doncn January 2000
\an 08
mnoome
Gt e oene L ‘
e ome ’
Saten Tas ncome 2 \
Torw wxome o
Laponse

Rk Servies Charges
Cash ot Over
Computer

e Sapphes
Payrol Lapenses
Poprob T aves

Supend Vimge
Teiephone

Totw Lapanse

Nt i orne 81204
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Why Do You Care About This?

In many communities in rural Alaska, money is tight. When your council or Mayor or the
Tribe is looking at Profit & Loss Statements, it becomes more meaningful to look at it in a
cash basis.

You may be invoicing $2,000 per month for water sewer, but if only $800 is coming in,
your decision makers need to know this.

Get used to looking at both the Balance Sheet and the Profit & Loss in cash and accrual
methods. Know what the numbers mean. Know how both statements relate to one
another.

Comparing Your Actual Income and Expenses
with Your Budget

Each year your community approves a budget. Chapter 9 showed you how to enter
your Budget in QuickBooks. As the year progresses, you can create a report that
compares what has actually happened with what you predicted would happen in your
budget.

To create this report,
e Click Reports.
e Click Budgets.
e Click Budget vs. Actual.

| | Reports  Window Help
N Report Center Q
Memarized Reparts 3
Process Multiple Reparts

Ensactions

Company & Financial »
Customers & Receivables >
Sales >
Jobs, Time & Mileage 3
Vendors & Payables 3 Contact
»
»
»
»

ma IS

Employees & Payroll
Banking
Accountant & Taxes

List 3 Budget vs. Actual

Profit & Loss Budget Performance
Budget vs. Actual Graph
| ;

Custom Summary Report
Custom Transaction Detail Report
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e Select Profit & Loss by Account and Class.
e Click Next.

sw Cnstomer & Tnh =

budget Report

T New Transactions» =8 Printr P Fucelw

This report shows how well you are meeting vour budget. For each

of account, the report compares your budgeted amounts to your ac
amounts.

Select the budget to use when generating the budget report:

FY:2007-08 - Profit & Loss by Account and Class

Back Next Eirish

e Select Account by Class.
e Click Next.

s Customer & Toh -

%7 Mew Transactions» =5 Print»
Budget Report

Select a report layout for the budget report:

Example:
Class1 Class 2 Class3
Sales Income onm onm onm
hlise Income onm onm onm
Fernt Expense onm onm onm

A, P g, g Pl . g

Back Mext Finish
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e Click Finish.

Budget Report

Click FINISH to create the report,

In the Budget vs. Actual Report below, you can see what actually happened in Salmon
River and compare it to what was budgeted.

A | e Pyt v A bl

Actual
Income &
Expenses

Profit & Loss Budget vs, Actual
Judy 2007 though June 2000
Viwtas Jewer TOTAL
ST Jun B s Budget o« S Over Budget + %o Buddget o W7 - Jun B s Booget 3 Over Budget « % of Budget +

ncaame
e ume » 1200008 A0 IN i N
Lates Tas puome 23 12¢ 3%
Total wcare SR % e L A4l S n 8%

Liperie
Bank Service Charges » 10%
Chamwcals 7% % L (& e
Camoutar we K 0E N LF o 3 Wi
Canwactus Lavor e 136 0%
Uecmony L3 3 ton
Tuel Purthase e ¥ 18N
Insurance ™ x LY
O™ue lupphes ™ o] ™
Payren Capenaes ™ 320 N
Payrest Tenms (. nn 8%
Posiage 0% (1) 1IN
Bepeiry N 3] 8o
Yagend age S = 9%
Lgpaes L w3 3N
T maprone ns B 7N
Tramng —A5N ~245
Teral Copmnae 1 N aan )
Net incoone !"; M A

USING YOUR FINANCIAL SYSTEM 383




Getting Control of Your Water/Sewer Accounts

To get and keep control of your water sewer customer accounts, you need to be
consistent, fair, and serious.

What does this mean?

e Make sure you send your invoices out at the same time each month.
e The statements and invoices should be easy to understand with the following
information clearly stated on them:
The customer’s service
The cost of service
The time period for the service
Any past-due balances
Final balance
Due date for payment
¢ The invoices and statements should look professional and should be free of any
errors.
e You should make it easy for your customers to pay their invoices. Have regular
office hours or put a payment box outside the office.
e Say thank you when your customers pay and tell them what a difference their
payment makes to the entire community.

Using Your Accounts Receivable Reports

The easiest report to use is the Open Invoices Report.
e Click Reports.
e Click Customers & Receivables.
¢ Click Open Invoices.
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This report lists all unpaid customers alphabetically by last name.

Hodfy Resort. . Menarge.. | Preg..  Eeade Sput. 0 Fagoe Rt oy
wiow foustom =] [o1731/2008 W] Sert 8y [oatut =]
126 PM City of Salmon River
o Open Involces
A of January 31, 2008
Type * Dete  « Num e+ OusOate « Class -« Aging » Open Balsrce  «

Alb;4\, Jamas
Yinter Sevrme
» mieke 127
sce D1DIRe0E
Tolw Waler Sener

Towl Abert James

Iyak. Joe
Vistar Sevwer
e nveor 2 0101208 WateoS
Tatyl \Waler Seaer

Tetel lyse Joe

James, loa
Viater Sevwer
tale 13912407 122187 n

Total Vigler Sewar

Total lares M8

Maorrow, Angels
Viater Sewer

St Sam

There are two other good receivable reports that you should look at.

e Click Reports.
e Click Customers & Receivables.
e Click A/R Aging Summary or A/R Aging Detail.

| | Reports  Window Help

Repaort Center
Memoarized Reparts b nsactions

e IS

Process Multiple Reports

S —— , ;
e AR Aging Summary

Sales » AR Aging Detail
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A/R Aging Summary and A/R Aging Detail will allow you to see who is paying on time
and who is not.

e This Detail Report shows that Joe lyak is 1-30 days overdue with his fuel payment.

e It also shows that there are three people with a balance more than 60 days
overdue for utility services.

-2 ity of Satmen fUver - Quickiioaks Pro 2007

e R Vew Usts Cowgony Cutomers Vendys Swgmpees Bording Reports wndow  Hebp

2 = o ; ! & k& 2 X2 P M ¢ =
Mo Custhonwy Cortr  Woncir Comame  Englone Contee  Seport Jentes Fad Bachp  Accre  dveoke 12 A Par s Owar Sy Depost
16 AR Aging Datail lqun'wyji)n@.vrb—h"m
| thodty Poport,.. | [ Menorge., f Poeg, | Ewar e { Egport | | bedeegow | | Betre |
Raons | Custons w (a0 I beess (des] 0 Thwaagh (s peet dm) 50 5ot Oy | Dolms >

301 City of Salmon River

e AR Aging Detall

Ao o Maich 16, 2087
. Type Date o Pon ' Hacon ¢ Tevwss o Duwlse + Clams o+ Aging + Open falunce
e

b Totad vt

1
Yroomoe maramr

Wb, Mot Fost Lo A Faed 3 13824
Toted 120 12024
Mn-ce
Tow 1. 80
Mow
Freace 0109 coar Aberl, brexiVe . Duson DU 00T ™ 0020
o 0 AR GoT Jwres a6 Duson 0N 2000 " 350
¥recsce 018 coar Vrrow, Argeie\V.  Dus on ooy " 20 08
Tom 61 . 50 Al
-
Tobd » 0
roraL 1,0%%.2%

USE THESE REPORTS TO HELP YOU COLLECT THE MONEY OWED YOUR UTILITY!

Consequences for Non-Payment

Your community needs to have a plan of action for non-payment of a water sewer bill.
Your Council or Tribe will have to agree on this plan and help you support it. Whatever

the plan is, it should be applied fairly to everyone. Successful non-payment plans have
some things in common:

e After the due date of an invoice has passed, a telephone call or letter will ask
about the missing payment.

e The customer will be given some time (maybe ten days) to pay the invoice
without a penalty.

e If payment is still not received, there should be consequences. Consequences can
be late fees, finance charges, or disconnecting the service.

Periodic Tasks
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Every time you use QuickBooks

e Backup your Company File on your flash drive or CD-Rom.

Every Pay Cycle

Create your paychecks.

Calculate your payroll taxes.

Pay your payroll taxes.

Create a hard copy payroll file.

Backup your Company File on flash drive or CD Rom.

Monthly

Reconcile all your checking accounts.

Reconcile petty cash & cash drawers.

Create your invoices and statements for customer billings.

Print a collections report of past-due balances.

Create a Budget vs. Actual Report—Year-to-Date.

Create a Balance Sheet.

Create a Profit and Loss Statement Year-to-Date — Cash and Accrual.
Create a Profit and Loss Statement by Class Year-to-Date— Cash and Accrual.
Create a Profit and Loss Statement for the past month — Cash and Accrual.
Create other monthly reports for your community.

Backup your Company File on flash drive or CD-Rom.

Quarterly
e 941 — Employer’s Quarterly Federal Tax Return.
e Alaska Quarterly State Unemployment Report.
e Backup your Company File on flash drive or CD-Rom.
e Ifit is the 3 quarter, order your end of year payroll forms.

» W-2’s — three for each employee, include extras for mistakes.

» W-3’s — one for each EIN number, include extras for mistakes.

» 1099’s — one for each consultant and/or casual labor contractor who
earned more than $600 in the tax year.

» 1096 — one for each EIN number .
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Tax Year End — December 31

Reconcile all your checking accounts.

Print a General Ledger.

Backup your company file on CD-Rom and store with General Ledger.
Create and print any end of year reports.

Create your last payroll of the year.

Pay your payroll taxes.

Make sure your year-to-date payroll totals are correct.

Review and print your W-2s.

Print Form W-3.

Make sure you have all your information needed for the 1099s.
Review and print the 1099s.

Print the 1096.

Prepare your Alaska Quarterly SUI Report.

Prepare Form 941.

Update your W4s for the new year.

Fiscal Year End — June 30

Perform all your 2 quarter tasks from the Quarterly List.
Create and print yearly reports for community.

Create and print General Ledger.

Backup your company file on CD-Rom and store with General Ledger.
Create your Certified Financial Statement.

Enter your new budget.

Create new file folders for this year’s papers.

Password protect last year’s data.

Reconcile the Balance Sheet Accounts.

Reconcile petty cash & cash drawers.

Reconcile all payroll advances and vacations.
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Conclusion

The best chance for Water/Sewer sustainability is through a healthy financial system.
QuickBooks is the perfect software to help your community achieve this goal.

Remember, however, it is not enough to just enter the accounting data. You must get the
data out by creating reports. Take the time to understand what the numbers mean and
how they relate to each other.

Share these reports with the Council, the Mayor or the Tribal Council. Understand that a
healthy financial system requires these things:

e money coming in
e control of the money going out
e a clear picture of how it all fits together

Sometimes, practicing careful accounting and keeping good records seems overwhelming.
If you are feeling that way, we have one tip to leave you with which may make the task
of learning this system seem smaller.

TIP: Look at your Profit & Loss Statement and your Balance Sheet every time you:
= Create a check
= Make a deposit
» Process a payroll
= Create an invoice
= Receive a payment
= Enter a bill

Notice what changes have taken place. Make sure your dates for these statements include
the date of the check, deposit, invoice or bill.

When you look at these reports, try to answer these questions:

¢  Which account or accounts have changed?

¢ Have they gone up or down?

¢ What happened to Net Income? Did it go up or down?

e Did the transaction affect both the Balance Sheet and Profit & Loss or only one
report?

e Switch between looking at a report on a cash or accrual basis. Do you see a
difference? Which report basis is best for your community?

If you do this in the beginning, we guarantee you will quickly get an understanding of
how different transactions affect your community’s finances. Soon you will not only have
a sound financial system, but also a real understanding of how your utility can help your
community thrive and grow financially.
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