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Lesson Objectives
» Todiscussthe different ways you can handle billsin QuickBooks
= Tolearn how to enter abill in QuickBooks

= To usethe Pay Bills window to pay abill in QuickBooks

Notes

Lesson 8: Entering and Paying Bills



Using QuickBooks for Accounts Payable

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

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

To seethe Accounts Payableregister:

1. From the Lists menu, choose Chart of Accounts.
2. Double-click Accounts Payablein thelist to open the register.

, Accounts Payable

: Go ka., @ Prink.., @ Edit Transaction QuickReport

Date Murnber Wendor Due Date Billzd i Paid Balance
Type Account | Memo
12{15/201% 294 Sloan Roofing 5, 700,00 29,946,70
BILLPMT  |[Checking
12/15/2015 Keswick Insulation  (|Paid 670,00 30,616.70
BILL Job Exper
12/15/2015 12/03 Cal Gas & Electric 123072023 122,65 30,739.38
BILL Ukilities:G: Acck #560
v
] »
Splits Ending balance 30,739,358
[ 1-Line [] show open balance
Sort by |Date, Type, Mumnberj... | | l Record ] [ Restore ]

The register keepstrack of each bill you have entered, shows you the due date, and
keeps arunning balance of all the bills you owe. As abusiness owner, this helps you
forecast your cash flow, and the QuickBooks reminder system helps you pay your
bills on time.

3. Press Esc twice to close the open windows.

Notes
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Entering Bills

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

To enter abill:

1. From the Vendors menu, choose Enter Bills.

‘B Enter Bills
B previous [ et E Save

ll attach

#) Find By History =] Journal

@Rl O credi Bill Received History
Ji|»
Summar
e v Dake 12j15/2015 (&) &
Address

Amount Due 0,00

‘ Ref, Mo,

Bill Due 12/z5(2015 (@)

Tetms R
Mema
= = 4 Recent Transactions
Expenses $0.00 I Items $0.00 |
Account Amount Mema C... Billable?
A
Notes

i

Clear Splits Recalculate [ Save & Close ] [ Save & Mew J [ Clear ]

In the Vendor field, type Willis Advertising, and then press Tab.

3. When QuickBooks displays a message telling you that Willis Advertising is not on
the Vendor list, click Quick Add.

4. Inthe Amount Duefield, type 1500.
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Click in the Bill Duefield.

Click in the Account column on the Expenses tab and type Printing.
Press Tab to accept Printing and Reproduction as the account.

Type 1450 to change the amount from 1,500 to 1,450.

Click in the Account column below Printing and Reproduction.

© © N o O

10. From the drop-down list, choose Freight & Delivery, and then press Tab.

‘B Enter Bills |-_||E|Fg|
& previous [ Next E Save @_ Find Qh Histary =] Journal @ Atkach

@El O Credi Eill Received

vendor Willis Advertising W Date 12{15)2015 .

Address

Amount Due  1,500.00

wWilli= Advertising Ref. Mo,

Eill Due 12j25/2015 [

Terms w
IMemo
Expenses $1,500.00 | Ttems $0.00 |
Account Amount Mermno C...| Billable? |
Printing and Repr... 1,450.00 ~
Freight & Delivery ¥ Eo.o0] b |_
4
[Clear Splits ][ Recalculate ] [ Save & Close ” Save & MNew H Clear ]

11. Click Save & Closeto record the bill.
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Paying Bills
When you start QuickBooks or open a QuickBooks company file, a Reminders window
appears that tells you whether you have transactions to complete, such as bills to pay or
money to deposit. (If you don’t see the Reminders window, turn it on by choosing
Preferences from the Edit menu.)

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

To pay abill:

1. From the Vendors menu, choose Pay Bills.

€: Pay Bills M=1E3
Select Bills ta be Paid
hanage wour business expenses with
Show bills O EEILIB e ely FTBFDrB I:I the Quick Book= MasterCard
= I il |,q|| wendars b | < Learn Mare
Sott By |Due Date v
[ | DateDue | Vendar Ref. Mo, | Disc. Date Amt. Due Disc. Used Credits Used Amt. To Pay
[T |12j25i2015 |wilis Advertising 1,500.00 0.00 0.00 0.00 A
[ |12/20{2023 |Hopkins Constructio, ., 550,00 0.00 0.00 0.00 =
[T |12{23/2023 |Hopkins Constructio, . 150.00 0.00 0.00 0.00
O 12242023 |Middlefield Drywall 1,200.00 0.00 0.00 0,00
[T |1226/2023 |Lew Plumbing 1,200,00 0.00 0.00 0.00
Totals 21,375.18 0.00 0.00 0.00
Select Al Bills
Discount & Credit Information For Highlighted Bl
Wendor Terms Mumber of Credits 0
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Awvailable 0.00
Payment
Date Method © To be printed Account
o be printe:
12/15/2015 pmes Cherking >
R R 46.423.98

2. Select the “To be printed” option.

3. Select the Willis Advertising bill by clicking in the column to the left of the bill.

4. Click Pay Selected Bills.

5. You could print the checks at this point, but for this exercise click Done.
Notes
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How QuickBooks Records Y our Bill Payment

When you pay a bill through the Pay Bills window, QuickBooks makes an entry in the
accounts payabl e register, showing a decrease of $1,500 in the total payables. It aso creates a
check from your checking account to pay the bill.

To seetheentry in the accounts payableregister:

1. From the Company menu, choose Chart of Accounts.
2. Inthe chart of accounts, double-click the Accounts Payable account.

®, Accounts Payable

& Goto.. | g@Print.. @ Edi Transaction QuickReport

Date Nurmber Wendor Due Date Eilled i Paid Balance
Type Account | Memo
12/15/2015 Keswick Insulation  ||Paid 670,00 29,116.70
BILL Job Exper
121512015 “Willis Adwvertising Paid 1,500.00 30,616.70
BILL ~=plit-
12/15/2015 12/03 Cal Gas & Electric 12130/2023 122.65 30,739,358
BILL Ukilities :G: Acck #560)
v =
= v
Splits Ending balance 30,739.38
[ 1-tine [ shaw open balance
Sork by |DateJ Tvpe, Number/... ¥ | Record ] [ Restore ]

3. Close the accounts payable register.

Notes
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How QuickBooks Records Y our Bill Payment

To seetheentry:

1. Inthe chart of accounts, double-click Checking.

%, Checking

& Goto.. & Print.. [ Edit Transaction QuickReport ] Download Bank Statement

Date Mumber Payee Payment S Deposit Balance
Type Account Memo

12/15/2015 TaPrint  ||Lew Plumnbing 45.00 47,098.98 A
BILLFMT [|Accounts Payable 5-457

12/15/2015 To Prink  |[Sergeant Insurance 675.00 46,423.98
CHE -split-

12/15/2015 ToPrint  ||Willis Advertising 1,500.00 44,923,953
BILLFMT ||Accounts Payabls

v |
] |~

Ending balance 44,923.98
[ 1-Line

Sortby. [pate, Type, Number...

2. Select the Willis Advertising transaction.
3. Onthetoolbar, click Edit Transaction.

E Bill Payments(Check) - Checking
T previous [0 mext E Save @ Print = a Find Qb History =] Journal @ Attach

Bank Account I _hecking v | Ending Balance 44,923,935

Mo, TaoPrink

Date 12/15/2015 (&)

Pay to the Order of wills Advertising ! 4 1,500.00

One thousand five hundred and DOjLO0K # % % % %k % s sk ko o ook o ok ookok s ok o ok ok 3 Pyl qpe

‘willis Advertising
Address

Merno

it To be printed

Eills péici in tHis transaction: Fr
Disc. Date | Amt. Paid

P... DateDue  Wendor Ref. Mo, Eill Amk. | Amk,

J |12125(2015 |wills Advertising

[ Clear Splits ] [ Recalculate ][ Discounts ] [ Save & Close ][ Revert ]

4. From the Window menu, choose Close All to close all the open QuickBooks
windows.

5. Click Home in theicon bar to open the Home page.

Notes
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Lesson 8: Entering and Paying Bills

Review questions

1. Youusethe account to track money that you owe
to vendors.

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

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

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

a True
b Fase

5. Which of the following tasks can you perform in the Pay Bills window?

a Enter apartial payment on an outstanding bill
b Make a payment using a credit card

c Pay all outstanding bills

d All of the above

6. You paid avendor $1,000.00 through the Pay Bills window (using the Checking
account). QuickBooks automatically creates ajournal entry that:

a Deletes the bill.

b Shows $1,000.00 as a Credit in Accounts Payable and shows $1,000 as a Debit in
the Checking account.

¢ Shows $1,000.00 as a Debit in Accounts Payable and shows $1,000 as a Credit in
the Checking account.

d Shows $1,000.00 as a Dehit in Accounts Payable and shows $1,000 as a Credit in
the Accounts Receivable.
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Review activities
1. Write acheck to avendor, assigning the amount to more than one expense account.

2. Enter abill in the Enter Bills window, and then view the bill transaction in the
accounts payable register.

3. Pay thebill using the Pay Bills window.
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Answersto review questions

1. You usethe accounts payable account to track money that you owe to vendors.
2. List the two stepsinvolved in using the accounts payable features in QuickBooks:

a Enter bills
b Pay hills

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

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

a True
v b False You can also enter bills and vendor credits directly in the accounts payable
register, which may allow for faster data entry.

5. Which of the following tasks can you perform in the Pay Bills window?

a Enter apartial payment on an outstanding bill
b Make a payment using a credit card
c Pay all outstanding bills

v d All of the above

6. You pad avendor $1,000.00 through the Pay Bills window (using the Checking
account). QuickBooks automatically creates ajournal entry that:

a Deletes the bill.
b Shows $1,000.00 as a Credit in Accounts Payable and shows $1,000 as a Debit in
the Checking account.

v ¢ Shows $1,000.00 as a Debit in Accounts Payable and shows $1,000 as a Credit in
the Checking account.
d Shows $1,000.00 as a Dehit in Accounts Payable and shows $1,000 as a Credit in
the Accounts Recelvable.
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