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L esson Objectives
= Tolearn how to track time worked on a project
= Tolearn how to invoice a customer for time worked on a project
= To create project reports for time tracking and learn about other project reports

= Tolearn how to set up items used to track time worked by owners or partners

To learn how to pay nonemployees for time worked

Notes
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Tracking time and mileage

QuickBooks provides time tracking for any job. Time tracking lets you keep track of thetime a
person spends on each job (including sick and vacation time and time spent for general
overhead). The person whose time you track can be an employee, an owner or partner, or a
subcontractor.

Toturn on timetracking:

From the Edit menu, choose Prefer ences.
Click Time & Expensesin the left panel. Then click the Company Prefer ences tab.
Make sure Yesis selected as the answer to the question “Do You Track Time?”

Eal A -

Click OK to save the preference setting.

Notes

Lesson 14: Tracking Time 3



Entering Time Data

There are four ways to get time data into a company file:
e Enter time directly onto aweekly timesheet or single activity form in QuickBooks.

e Usethe Stopwatch in the Time/Enter Single Activity window to time an activity while
you are performing it.

e Usethe QuickBooks Time Tracker service to track time and then import the time directly
into QuickBooks.

e Download online timesheets using the QuickBooks Time & Billing Manager.*

When you track time with QuickBooks, you have a choice of two forms to enter time:
Weekly Timesheet or Time/Enter Single Activity window. If you want to enter time for
multiple jobs or multiple days, then the Weekly Timesheet is the best choice.

& Weekly Timesheet EHEWE

@l previous [ Next @Print | BF Edi Single Activity .ﬁLet Your Employess Enter Time. ..

Marne

Timesheet
WWeek Of Dec 14 to Dec 20, 2015

I Tu il Th B 23 Su

Custorie,.. | Service I.,  Pawrall ... MNokes 15 17 15 19 20

Tokal  Eilla,.. |

Totals 0:00 Du00 0i00 0e00 0a00 De00  0u00 000

‘Wrap text in Motes field

[ Save & Close l [ Save & Mew ] [ Clear

A single activity entry shows the time spent by one person doing asingle activity for a
singlejob on asingle date. If you tend to enter alot of detailed notes about your
activities, or you prefer to enter time data as you compl ete an activity, use the
Time/Enter Single Activity window instead.

! QuickBooks Time & Billing manager works with QuickBooks for Windows 2009 or later (Pro, Premier, and
Enterprise versions), updated to the most current release. Internet accessis required. Additional fees, terms, and
conditions apply.

Notes
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Entering Time Data

If you have employees who don’t have access to a computer or who don’t have accessto
QuickBooks, you can print blank copies of the weekly timesheet for your employees to fill out
by hand.

Toprint a blank timeshest:

1. From the Employees menu, choose Enter Time and then choose Use Weekly Timesheet.
2. From the Print drop-down menu, choose Print Blank timesheet.
3. Inthe Print Timesheets window, click Print.

Notes
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Recording Employee Time on Weekly Timesheets

To enter information on a weekly timesheet:

1. Onthe Home page, click Enter Time, and then click Use Weekly Timesheet.

£ Weekly Timesheet

A previous [ et @ Print = @ Let Your Employees Enter Time. ..

MWame

Timesheet

Week Of Dec 14 to Dec 20, 2015

M Tu W | Th F Sa | Su

Custom,,, | Service,.. | Payroll.., Motes 4 15 16 17 18 | 19 =0

Total | Billab. .. |

000 0:00 ;00 0;00 0:00 000 O:00 ;00

Wrap text in Motes Field

Copy Last Sheet Save & Close ] I Save & Mew l [ Clear

In the Name field, select Gregg O. Schneider from the drop-down list.

3. Ontheline below the existing entries, click in the Customer:Job column, and then choose
Melton, Johnny:Dental office from the drop-down list.

In the Service Item column, type I nstallation.

Click inthe W 16 column for the row in which you entered Johnny Melton’sjob.
Type 8 to enter the number of hours worked on Wednesday.

Inthe Th field, type 8.

In the F field, type 8, and then press Tab.

The Billable column to the right of the Total column tells QuickBooks if the time will be
transferred onto an invoice. A checkmark in the field indicates that you do want to invoice
the customer for time worked.

© © N o g &

10. If you do not plan on invoicing the customer for time worked, you can click the checkbox to
remove the checkmark.

11. Click Save & Closeto record the Weekly Timesheet.
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Entering Mileage
By tracking your vehicle mileage, you can enter, sort, and print lists of your vehicles and the
mileage you've driven for work-related tasks. Y ou can use this information for your tax
deductions and for billing your customers.

Torecord mileage:

1. From the Company menu, choose Enter Vehicle Mileage.
2. IntheVehiclefield, select 2002 Ford Truck.
3. Inthe Start Date field, enter 12/12/2015.
4. Inthe End Date field, enter 12/12/2015.
5. Inthe Total Milesfield, type 25.
6. Inthe Customer:Job field, select Melton, Johnny:Dental Office from the drop-down list.
7. Intheltem field, select Mileage from the drop-down list.
# Enter Vehicle Mileage M[=1E3
W previous [ next | [@f Speling L, vehice List %z, Mileage Rates [, Mileage Reparts ~
wehicle 2002 Ford Truck “| N Bﬁib::ec'
Trip Start Date [12i18/2015 Customer: Job [Melton, Johnny:Dental ... | |
Ttip End Date [1zi18j2018 @ em [Mileage v
How is this ibem used?
Odometer Start | o]
Odometer End | o| Mete
Tots! Mies | 25|
| savesciose | | saveamew | [ clear

8. Click Save & New.

9. Repeat the steps above to enter 25 miles for the same vehicle and customer:job for
December 17 and 25 additional miles for December 18.

10. Click Save & Close.
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Invoicing a Customer for Time and Mileage
Toinvoice a customer for time:

On the Home page, click Create Invoices.

Select Melton, Johnny:Dental office as the customer:job.
Click Cancel in the Available Estimates window.

In the Date field, type 12/18/2015.

Click Add Time/Costs.

a  w DN PRF

Choose Billable Time and Costs

Time and Costs For: Melton, Johnny:Dental office
Time 40.00 | Expenses $0.00 | Mileage $0.00 | Ikems $0.00
celect Al Click on Options. .. ta customize how information from [
isiEe il timesheets is brought into QuickBooks invoices i
J  Date Employes Service,.. | Ho... | Rate Anmount Description Hide |
2/16/2015 |Gregn ©. Schneider  |Installation stallation labor - &
12/17/2015 |Gregg ©. Schneider  |Installation g:00 35.00 280,00 |Installation labo =
12/18/2015 |Gregg ©. Schneider  |Installation g:00 35,00 280,00 |Installation labor
&
[ Brint selected time and costs as one invoice item Total billable time and costs 0.00
(a4 l ’ Cancel l ’ Help

6. Click inthe Use column to select each of the lines that represents time worked by Gregg
Schneider.

7. Click OK.
8. From the Template drop-down list, select I ntuit Service Invoice.
9. Keeptheinvoice open. You’ll useit in the next exercise.

Notes
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Invoicing a Customer for Time and Mileage

Toinvoice a customer for mileage:

1. Inthe Create Invoices window, click Add Time/Costs, and then click the Mileage tab.

Choose Billable Time and Costs

Time and Costs For: Melton, Johnny:Dental office
Time $0.00 | Expenses $0.00 | Mileage $0.00 | Ttems 40,00
Click on Options... ta customize how mileage
Select Al infarmation is brought inko QuickBooks invoices [ Options... |
J | Date Item Miles Rate Amount MNokes Hide |
12{17/2015 |Mileage 25 0,365 9,13 E
1201812015 [Mileage 25 0.365 9.13
- |
[ print selected time and costs as one invoice ikem Total billable time and costs 0.00
[8]4 ] l Cancel ] [ Help

Click Select All to select each of the lines that represents the mileage for this job.
Y ou want to combine mileage on asingleline, so click Options.

Select the Combine activities with the same service items option.

Click OK.

Click OK to transfer the mileage to the invoice.

o g~ WD

7. Click Save & Closeto record theinvoice.

Notes
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Creating an invoice from alist of time and expenses

QuickBooks provides alist of al billable time and expenses by customer and job that you can
use as the starting point for billing customers.

Todisplay alist of timeand expensesfor all customers:

From the Edit menu, choose Pr efer ences.

2. Click Time & Expensesin thelist on theleft, and then click the Company Preferences
tab.

3. Click to select the Createinvoicesfrom a list of time and expenses checkbox.
Click OK.

To createan invoicefor time and expenses:

1. From the Customers menu, choose Invoicefor Time & Expenses.
2. Select Abercrombie, Kristy: Remodel Bathroom.
3. Click CreateInvoiceto invoice Kristy for al outstanding billable items for this job.

B Create Inyoices

Wrrevioes Pret [ o - B - B - € @ seeling B Hstory 5 Journal B~ & - ] atach
Customer: Job Template Abercrombie, Kristy:Remodel Bat.
........... __—‘ ]
H hd
ﬁbercromblaJ Kristy:Remod: TR
5 EIE k Summary
Invoice 12/15(2015
) Fhone 415-555-8579
Email kristyi@samplename. com
Kristy abercrombie Open balance 0.00
5647 Cypress Hill Rd o s e
Eayshore CA 94326 SR o £
Sales Orders ko be invoiced i}
Unbillzd time and expenses: 3,410,00
et 30 ¥
Ikem Quantity Descripkion Rate Amount Tax | Recent Transactions GuickRepork
Removal 26 Remowal labor 35,00 210,00 [Mon C 12/13/15 Inwvoice - Paid 4,522.00
Framing & Framing labor 55.00 440,00 (Non ~ 12/13(15 Pavment 7,633.28
Customer o Tax [San Tomas | % |(7.75%) .00 12[12{15 Estimate 767613
Message 11/25(15 Ireoice - Paid 31128
focs 3.410.00 11/1515 Credit Memo 71115
; Mok Edit
[[] 70 be printed [ Add Time/Casts... | [ Apply Credits.. | Payments Applied 0.00 ores S
Ta be e-mailed 7 Balance Due 3,410.00
Cust Tay Cod ! .
[ Allow online payment Learn mare e R ot T |
Mema | |
# Learn about our pavment processing and onling invoicing solutions. [ A ] l T ] [ Cloar ]

4. From the Template menu, choose I ntuit Service Invoice.
5. Click Save & Close.
6. ClosetheInvoicefor Time & Expenses window.

Notes

Lesson 14: Tracking Time 10



Displaying Project Reports for Time Tracking

The time by job summary report summarizes the total hours for each job, and the time by job
detail report breaks down those summary figures into hours for each service item and hours for
each customer:job.

Tocreateatimeby job report:

From the Reports menu, choose Jobs, Time & Mileage.

From the submenu, choose Time by Job Summary.

In the To field, change the date to 12/18/2015 and click Tab.

Scroll the report until you see the time worked for the Melton, Johnny:Dental office job.

> 0w NP

IEl Time by Job Summary |z| |E| E|

Modify Repart.., Memarize... || Print... || E-maj = || Export... Hide Header || Collapse Refresh

Dates |Custom v | From [10/01/2015 [B) To |12/18/2015 (@] Columns | R ~ | sort By |Default
9:22 AM Rock Castle Construction
f2l15H s Time by Job Summary

October 1 through December 18, 2015
« 0ct1-Dec 18,15 <
Total Jacobsen, Doug:Kitchen 106:00 25

Melton, Johnny:Dental office

Framing 20:30
Installation 2400
Total Melton, Johnny:Dental office 44:30

Hatiello, Ernesto:Kitchen

Framing 16:00
Removal 36:30
Renaire Fnn v

Notice that the report shows the 24 hours for Installation work performed by Gregg
Schneider.

Notes
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Viewing Time Datain More Detall

Like all QuickBooks reports, you can QuickZoom any of the numbersin areport to see more
detail. Suppose you want to see who worked the eight hours on installation for Johnny Melton.
Y ou can point to that number in the report and double-click to get more information.

Toview moretimedetail in thereport:

1. Position your mouse pointer over the 24 hours for Installation on the Melton,
Johnny:Dental office job, and then double-click.

il Time by Job Detail |:||E| El
Modify Repaort, .. | Memorize... | Prink... || E-mail » || Export... . Hide Header | Refresh |
Dates | ~ | From | 10j01/2015 [E]| To [12/1812015 (B

5:24AM Rock Castle Construction

121515 Time by Job Detail
October 1 through December 18, 2015
- Date > Hame - Billing Stat... + Duration >

Melton, Johnny:Dental office
Installation
12162015 Gregy O Sc..  Billed
121072015 Gregg O Sc... Billed
12182015 Gregyg O Sc..  Biled
Tatal Installation

Tatal Metton, Johnny: Dental office

TOTAL

2. Close the Time by Job Detail report.
3. Closethe Time by Job Summary report.

Notes
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Creating Service Items for Subcontractors,
Owners, or Partners

When the company file has time data for a person who is not on your payroll, you can write
checks based on the time worked. QuickBooks can transfer time data for a specified date range
to acheck. QuickBooks prefills the Items tab of a check with information from the time data,
including hours worked and rate.

When you use service items for subcontractors, QuickBooks records expenses and income for
the work in separate accounts. Y ou can use such items on both purchase forms and sales forms.

Toset up aserviceitem for ownersor partners:

o~ W DN PE

o

From the Lists menu, choose Item List.

Click the Item menu button, and choose New.

In the Type field of the New Item window, choose Ser vice from the drop-down list.
In the Item Name/Number field, type Planning.

Select the This serviceis used in assemblies or is performed by a subcontractor,
owner, or partner checkbox.

In the Description on Purchase Transactions field, type Job Planning and press Tab.

7. Inthe Cost field, type 50 and press Tab.

From the drop-down list in the Expense Account field, choose the equity subaccount
called Owner’s Draw.

If you pay owners (or partners) for time worked, you need a service item that records the
cost of the work as a draw against equity, rather than an expense.

Notes
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Creating Service Items for Subcontractors,
Owners, or Partners

9. Inthe SalesPricefield, type 90.

10. In the Tax Code drop-down list, select Non.

11. In the Income Account field, type Planning and press Tab.

12. When QuickBooks tells you that Planning is not on the Account list, click Set Up.

13. In the Add New Account window, make sure | ncome is selected in the Type drop-down
list and click Save & Close.

New Item

Type prm———

LUse For services yvou charge For or purchase, like
specialized labor, consulting hours, or professional
fees.

|Service b |

Cancel

Mexk
Itemn Mame/Mumber | Subitem of

|P|anning | | Cuskom Fields

Spelli
IUnit of Measure pelling

This service is used in assemblies ar is performed by a subcontractor or partner

|:| Ikem is inactive

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Job Planning Job Planning

Cost 50,00 Sales Price an,on

Expense Account |0wner's Equity:Cun,.. | % | Tax Code Mon W

Preferred Yendor | vl Income Accounk |Planning w

How can I set rates by customers or emplovess?

14. Click OK to close the New Item window.
15. Press Esc to close the Item list.
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Recording Nonemployee Time Worked

To enter timefor nonemployee time worked:

1. From the Employees menu, choose Enter Time. Then choose Time/Enter Single Activity.

% Time/Enter Single Activity

A Previous [ Mext g Speling ] Timeshest ﬁ' Let Your Employvees Enter Time. ..

Not Billed
Billable

Pavyroll Tkem W

Zuskomer: Job

Service Ikem

Duration

Save & Close ] [ Save & Mew l [ Clear

In the Name field, choose Tom Fer guson from the drop-down list.

In the Customer:Job field, choose Aber crombie, Kristy: Family Room.

In the Service Item field, select Planning from the drop-down list and press Tab.
Type 8 in the Duration field and press Tab.

Click Save & Close.

o g s~ w0 DN
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Preparing a Check to Pay for Nonemployee Time Worked

In this section, you’ll learn how to create a check to reimburse an owner for time worked on a
specific job.

To prepareacheck for nonemployee time worked:
On the Home page, click Write Checks.
Make sure that Checking is selected in the Bank Account field.

Click to put acheckmark in the To be printed checkbox.
In the Pay to the Order of field, choose Tom Ferguson from the drop-down list.

a  w DN PRF

Click Yes at the message QuickBooks displays asking if you want this check to pay for time
worked.

Type 12/10/15 in the Start Date field and press Tab.
7. Type 12/16/15 in the End Date field and click OK.

S

=2 Write Checks - Checking 10l x|

& previous T Next @Print - | %{Find Journal

Bank Account IChecking j Ending Balance 46,423,958

Ma. To Prink

Date 12/15/2007 E

Pay to the Order of Tom Ferguson | + 400.00

FCIL"’hundredandDD.II].DD*************************************DDHEFS

Address

Order Checks

Mema (12/10/2007 - 12/16/2007)

Experses £0.00 l Ttems $400.00 I [™ crline Payment W To be printed
Item | Descripkion Q.. | Cost | Arnounk | Customer:Jab | Billab...
Planning Job Planning g 50,00 400,00 |Abercrombie, ... I j
=
Select PO I Receive 4l I Shiow PO Time: |
Clear Splits | Recalculate | Save & Close Save & Mew | Clear |

8. Click Save & Closein the Write Checks window.
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Lesson 14: Tracking Time

Review questions

0.

List four waysto enter time in QuickBooks.

a

b
c
d

For which of the following can the time tracking features in QuickBooks not be used?

a Notifying you that more staffing is required for a given project
b Tracking the cost of an employee’s gross pay by job

¢ Providing hours worked on an employee’s paycheck

d Invoicing customers based on time spent on ajob

Which report would you use to determine how many hours were spent on each activity and
whether or not the customer had been billed for the time?

a Time by item

b Time by name

¢ Time by job summary
d Time by job detall

When paying owners or partners, you should use an account to track the
payment.

Which of the following is a step involved in the process for invoicing a customer for time
worked?

a Select the customer’s name in the Create Invoices window

b Click Add Time/Costs

c¢ In the Choose Billable Time and Costs window, click to select the items you
want to transfer to the invoice

d All of the above
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Review activities
10. Create asingle activity timesheet for Gregg Schneider, for eight hours worked on the Anton
Teschner Sun Room job.

11. Transfer the time you just entered for Gregg Schneider onto an invoice for the Teschner Sun
Room job.

12. Display atime by name job report to see how many hours Gregg Schneider has worked for
each job.
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Answersto review questions

13. List three ways to enter time in QuickBooks.

a Weekly timesheet

b Time/Enter Single Activity window

¢ The Timer application available with QuickBooks: Pro and higher editions

d QuickBooks Time Tracker (additional requirements, terms, conditions, and fees apply).

9. For which of the following can the time tracking features in QuickBooks not be used?

v a Notifying you that more staffing is required for a given project
b Tracking the cost of an employee’s gross pay by job
¢ Providing hours worked on an employee’s paycheck
d Invoicing customers based on time spent on ajob

10. Which report would you use to determine how many hours were spent on each activity and
whether or not the customer had been billed for the time?

a Time by item

b Time by name

¢ Time by job summary
v d Time by job detail

11. When paying owners or partners, you should use an equity account to track the payment.

12. Which of the following is a step involved in the process for invoicing a customer for time
worked?

a Select the customer’s name in the Create Invoices window
b Click Add Time/Costs
c In the Choose Billable Time and Costs window, click to select the items you want to
transfer to the invoice
v d All of the above
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