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Lesson Objectives
= To edit the company chart of accounts
* To add anew customer to the Customers & Jobs list
*= To add anew vendor to the Vendor list
= Tolearn about custom fields, and to practice adding custom fields

= To see how to manage lists in QuickBooks

Notes
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Using QuickBooks Lists

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

= Names, addresses and other information about customers

= Contact information for vendors

= Descriptions and prices for products and services

Notes
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Editing the Chart of Accounts

The chart of accountsis your most important list because it shows how much your business
has, how much it owes, how much money you have coming in, and how much you’re
spending.

To display the chart of accounts:

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

B(=1E9

Akkach

& Chart of Accounts

£ Type Balance Total

+5avings
#Accounts Receivable
+Tools & Equipment
+Emplovee Loans
+Inventory Assel
+Retainage
+Undepasited Funds
+Trucks

+Criginal Cost

<+ Depreciation
¢Pre-paid Insurance
+Accounts Payable

Eank.

Accounts Receivable
Other Current Assek
Cther Current Asset
Other Current Asset
Other Current Assek
Cther Current Assek
Fixed Asset

Fixed Asset

Fixed Asset

Other fsset
Accounts Payable

< JBark |
¢

13,568.42
£2,041,94
5,000.00
0.00
27,042,93
2,461,80
2,124.00
24,852.91
33,852.91
-9,000.00
1,041,85
530,739.38

.

Sccounkt T

[ Ackivities "” Reports '” Atkach ]

2. Scroll through the list.

The Chart of accounts displays balance sheet accounts first, followed by income and

expense accounts.

Notes

Lesson 3: Working with Lists




Editing an Account
To edit an account:

1. Inthe chart of accounts, select Checking.
2. Click the Account menu button, and then select Edit Account.
3. Inthe Description field, type Great Statewide Bank.

7 Edit Account

_m Account Tyvpe |Bank

| General | Cnline Services !

Account Mame | Checking

[ subaccount of |

Cpkional

Description | Great Statewide Bank

Bank Acct, Mo, 0661001235 Haowe do I change the account number?

Fouting Mumber 112200049 Howe dio I change the rouking number?

Tax-Line Mapping | <lUnassigned = b | Howw dio I choose the right Eax line?

[ Change Opening Balance. .. You can change the opening balance in the
accounkt register,

/ ="~ Remind me to order checks when T reach check number I:I

Ty

~ [] order checks T can prink from QuickBooks Learn more

[] Account is inactive [ Save & Close ] [ Cancel

4. Click Save & Close.

Notes
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Adding a Subaccount

To add a subaccount:

1. Inthe chart of accounts, click the Account menu button and then choose New.

2. Select Expense.

" Add New Account: Choose Account Type

Irﬁ:’] Chooze one account type and click Cantinue,

Cateqgarize money your busingss earns or spends

(i Income Expense Account

OF =

Cateqgarizes money spent in the
course of normal business

O, track the walue of vour assets and liabilities operations, such as;
) Fixed Asset {major purchases) = Advertising and promotian
) Bank = Office supplies

= Insurance
() Loan = Legal fees

. = Charitable contributions
(") Credit Card . Rent
'C} Equity
Mare, ..
(") other Account Types <seleck L
Help me choose the right account bvpe. Continue ] [ Cancel

Click Continue.

In the Account Name field, type Trade Pubs.

Select the “Subaccount of” checkbox, and then select Dues and Subscriptionsin the
drop-down list.

Notes
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6. Inthe Description field, type Trade Publications.

' Add Hew Account

_m Account Tvpe | Expense

Account Marme |Tra|:|e Fubs

Opkional

Subaccount of |Dues and subscriptions

Descripkion

Trade Publications|

Mote |

Taz-Line Mapping

7. Click Save & Close.

| <Unassigned = % | How do I choose the right tax line?

[ Save & Close ] [ Save B Mew ] [ Cancel

QuickBooks displays the new subaccount in the chart of accounts list.

ke Des and Subzonphions Expenze
+ Trade Pubs Expenze
+Unioh Dues Expensze

8. Close the chart of accounts.

Notes
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Working with the Customers & Jobs List

The Customer Center stores names, addresses, and other information about your customers.
It also holds information about the jobs or projects you may want to track for each customer.

To add new customers:

1. Click Customer Center intheicon bar.

COX

*= Customer Center: Abercrombie, Kristy (All Transactions)

(‘g Mew Customer & Job » New Transactions » Lﬂ Print » ﬂ Exncel » r‘E\] Word» [=! Collections Center

Customers & Jobs Transactions ||| customer Information [ il attach ] [ Edit Customer... | Reports for this Customer
View !LActive COLtom e | Customer Mame  Abercrombie, Kristy Contact Kristy Abercrombie QuickReport
Find |——|E] Custamer Type  Residential Fhone: 415-555-6579 Open Balance
-_— Company Mame Ale Phone = Show Estimates
Balance Total | Attach Eiling Address  Kristy Abercrambie Fax . h
0. 5647 Cypress Hil Rd - SCUsoMEKSnERs ol
i Bayshore CA 94326 mall - krisky@samplename, com
#Farnily F.oam 0.00 Tetms Net 30 %
#Kitchen 0 S Price Level Customst
eRemodel Bat... 000 Map | Directions Manager Online
+Biaker, Chris 1,040,00 Motes 9715/2007: Send Kristy estimate For den remodel, Edit Notes...
«Fanily Roam 1,040.00
+Balak, Mike 00D Shew | Al Transa... v | Filter By | Al v | Date |This Fiscal vear v | 10j01jz015 - 09/30/2016
& Lklity Shed .00
= e Type Murn Date ™ Account Arnounk
* .
Gl il [1wvaice a1 12/13/2015 &ccounts Receivabls 4,522.00)
Repai 0,00
bl Payment 12/13/2015 Checking 7,633.28
Eiolinski, Rafal 0.00
+Balinski, Rafal Estimate 24-CO 1z2/12j2015 Estimates 7,676.13
2nd sk 0,00
T Estimate 3z 12/01/z015 Estimates 4,792,00
Bristol, 5 0.00
+Bristal, Sonya Invoice a0 11/25j2015 Accounts Receivable 3,111,258
Ukility Shed 0,00
e e I Check 246 11/15/2015 Checking 71115
Repai 0.00
hdivel Credit Mema 1 11/15/2015 Accounts Receivable 71115
Burch, J 0,00
ATLIER; e Ectimate 21 10/30/2015 Estimates 3,114.00
«Room Addition 0.00
+Burney, Tony 0.00
«+Repairs 0.00
+Zook, Brian 7,812.63
+2nd stary a... 5,003.30
eKitchen 2,809.33

2. Click the New Customer & Job menu button (at the top of the Customer Center),
and select New Customer .

Notes

QuickBooks displays the New Customer window.
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& MNew Customer El |E| rg|

Customer MNarme ! |
Opening Balance | | as of i 12/15/2015 | :!hc.uawodzrlli:et';gar:-;:;? ’
= 0pening balance? ance
‘ Address Info I additional Info || Payment Info || Jaob Infio |
Company Mame | | Conkack | | Help
Mr, s, /... | | Fhone | |
First Name | M.1. j Fax | |
—_— = Cusk i
Last Name | | Al Phone | | inuasctui:uvrger £
Alk. Contack | |
E-rnail | |
Cc | |
Addresses
Eill Ta Ship To | s |
Customer
il shipping address Manager Online

The New Customer window is where you enter al the information about a new
customer, including billing and shipping addresses, contacts, credit limit, and
payment terms. QuickBooks uses the information you enter to complete invoices,
bills, and receipts. When you’re setting up your company file, you use this window
to record customers’ opening balances.

In the Customer Name field type Godwin Manufacturing.

In the Company Name field on the Address Info tab, type Godwin Manufacturing,
and then press Tab.

5. IntheBill Tofield, click at the end of the line below the company name and press
Enter.

6. Type 376 Pine Street, and then press Enter.
7. Onthenext line of the Bill To field, type Bayside, OR 64326.

Notes
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8. Click Copy to have QuickBooks copy the billing address to the Ship To field.

Add Shipping Address Information B
Address Godwin ManuFacturing
376 Pine Street
Ciky |E=a~;.fsiu:|e

State [ Province i':'p‘

Counkry | Region |

|
|
Zip | Postal Code | £4326 |
|
|

Mote |

Showe this window again when address is incomplete or unclear

Default shipping address

9. Click OK to usethis address as the Ship To address.

Notes
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10. Continue filling out the customer information by providing the following information:

Contact: John Godwin
Phone: 325-555-9841
Fax: 325-555-0012

Alt Contact: Tracy Heldt

& Mew Customer |:| |§| |z|
Customer Marns |G|:n:|win Manuf acturing |
Lo |
Opening Balance | |as of | 12/15/2015 | How do I determing =

the opening balance? Cancel
Address Info | Addtional Info | Payment Info | Job Info |

Company Mame |Gu:u:|win Manufackuring | Contack |Ju:uhn Godwin Help
Mr./Ms.f... |:| Phone  |325.555-9841
Fisthame [ |MIL[ | Fax | 325-555-0012

Lask Mame | | Alt, Phone |

D Custamer is
inackive

Alt, Contack |Tra|:';-' Heldt|

E-mail |
" Cc |
Addresses
Bill Ta Ship To | Ship Ta 1 v]
Gu:udw!n Manufackuring Gu:udw!n Manufackuring
Bayside, OF 64326 ayside, OR 64325

_ _ &
’P'dd hlew ” Edi: ” Delete ] Cuskomer

Default shipping address Manager Online

Notes
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Providing additional customer information

You’vejust completed the Address Info tab for a new customer. The Additional Info tab
iswhere you can provide other important information, such as customer type (if you
want to categorize your customers in some way), payment terms, and sales tax
information.

To add additional infor mation to a customer record:

1. Click the Additional Info tab.
2. Inthe Typefield, type Industrial.
3. PressTab.
4. Click the Quick Add button to add the customer type to the list.
5. Inthe Termsfield, type Net 30.
6. Inthe Tax Codefield, select Non.
7. Inthe Tax Item drop-down list, select Out of State.
& MNew Customer : E|ﬁ|rg|
Customer Mame iGndwin Manufacturing |
Opening Balance | |as of | 12115/2015 How do I determine
" the opening balance?
Address Info | Additional Info ' Payment Info ||_ Job Irfo |
Categarizing and Defaults Price Level | W |
Type - Custom Fields
————— Cusk I
et | > | || D
Rep Spouse's Mame . |
| |
Preferred Send Method
|Nnne bt
Sales Tax Information
TaxCode  Taxltem
|N0n v | |but of State | % |
Resale Mumber
[ | &
Cuskamer
Manager Online
Notes
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Providing additional customer information

The Payment Info tab is where you enter customer account numbers and credit limits. Y ou
can aso record information about each customer’s preferred payment method. For customers
who pay by credit card, you can enter credit card numbers and expiration dates.

To add payment and credit information to a customer record:

1. Click Payment Info tab.
2. Inthe Credit Limit field, type 2000.
3. Inthe Preferred Payment Method drop-down list, choose Check.

& Mew Customer |:| |E| E|
Cuskomer Mame |Gu:udwin Manufacturing |
Opening Balance | |as of | 12j15/2015 | How da T determine
the opening balance? Cancel
Address Info | Addiional Info || Payment Info | Jab Info
Credit Limit
Fl ;ustpmer is
Preferred Payment Method inactive
Credit Card MNa. | Exp, Date I:I ! I:I
Mame on card | |
Address | |
Zip § Postal Code l:l

Can I save the Card Security Code?

&

Cuskomer
Manager Cnline

4. Click OK to add the customer and close the New Customer window.
5. Close the Customer Center.

Notes
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Working with the Employee Center

To add a new employee:

1. Click Employee Center in theicon bar.

# Employee Center: Dan T. Miller,

*ﬁ New Employee... @ Manage Employee Information » Lﬁ'd Print = Ej Enter Time * ﬂ Excel » ﬂ Yord »

Employees | Transactions J Payroll

View | Active Employees v

llame

Elizabeth M, Masan
Gregq 0. Schnaider

| Employee Information [ W Attach]

’ Edit Employee. ..

Employes Mame Dan T. Miller Phone  555-2601

Address Dan Miller Cellular
195 Spruce Ave, #202
Bayshore, CA 94326 Al Phane
Map | Directions
Send kouDan T, Miller

Edit Motes...

8[(=1[E

Reports for this Employee
= QuickReport

= Payroll Surnrmary

= Paid Time OFf Report

= Payroll Transaction Detail

= Learn &bout Payrol

Shaw inll Transachi... % | Date IThis Calendar Vear | W | 01012015 - 12/31/2015

Transaction Tvpe Date ~ Paid Through

Account

Paycheck 12/10/2015 12/10/2015

Great Statewide Bank

o g s~ w0 DN

paycheck 11/27/2015 11/27/2015
Paycheck 11/13/2015 11j13/2015
paycheck 10/30/2015 10/30/2015
Y70 Adjustment 10/15/2015 10/15/2015
Y70 Adjustment 10/01/2015 10/01/2015
YTO Adjustment 0917j2015 09/17/2015
Y70 Adjustment 09/03{2015 09/03/2015
Y70 Adjustment 08/20§2015 0820/2015
Y70 Adjustment 08/06{2015 08/06/2015
YTO Adjustment 07(23(2015 07(23/2015
Y70 Adjustment 07/09(2015 07/09/2015
Y70 Adjustment 06/30§2015 0830/2015
Y70 Adjustment 03312015 0331 /2015

Click New Employee at the top of the Employee Center.
In the First Name field, type Marlene.

In the Last Name field, type Duncalf, and then press Tab.
In the SS No. field, type 123-45-6789.

In the Gender field, select Female.

Great Statewide Bank
Great Statewide Bank
Great Statewide Bank
Great Statewide Bank

Great Statewide Bank

Notes

Lesson 3: Working with Lists

14




Working with the Employee Center

7. Inthe Date of Birth field, type 7/18/82.

8. Click the Addressand Contact tab.

9. Inthe Addressfield, type 195 Spruce Avenue, #202.

10. For the City, State, and Zip fields, type Bayshore, CA 94326.

11. In the Phone field, type 415-555-1111.

12. In the Change tabs field, select Employment Info.

13. In the Hire Date field, type 11/26/2000.

14. Click OK.

15. When QuickBooks asks if you want to set up payroll information, click Leave Asls.

QuickBooks updates and displays the Employee list with the new employee’s name
added

_= Employee Center: Marlene Duncalf El@lgl

‘a MNew Employee... ﬁ Manage Employee Information » g Print » E'j Enter Time = ﬂ Exncel » ﬂ Word *

Employees | Transactions Payrol | || Employee Information [ 0l Atach I [ Edit Employee... Reports for this Employee
Uie s !Active Employees | Employee Mame  Matlene Duncalf Phone 415-555-1111 = CuickReport
Address Marlene Duncalf Cellular = Payroll Summary
| Marne 195 Spruce Avenue, #202 Alk Fh
Dan T, Miler Bayshore, CA 94326 e = Paid Time Off Report
IEhzaheth M. Masan Map | Diections = Payroll Transaction Detail

| Email  Send to:Marlene Duncalf = Learn About Payrol
[Marlene Duncalf

Motes Edit Motes. ..

Gregg O, Schneider

Show | Al Transacti... % | Date |This Calendar Year |+ ! 01/01j2015 - 12/31/2015

Transaction Type Date = Paid Thraugh Account Amount |

There are no transactions of type "all Transactions” in date range "This Calendar Year".

16. Close the Employee Center.

Notes
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Working with the Vendor Center

The Vendor Center is where you record information about the companies or people from

whom you buy goods or services.

To add a new vendor:

1. Click Vendor Center intheicon bar.

B Vendor Center: Bank of Anycity (All Transactions)

{7 New ¥endor...r Mew Transactions » Lﬂ Prink » ﬂ Excel » ﬂ Word »

Fd @

Company Mame  Bank of Anycity Alt Fhone

= = ~
Yendors Transactions ] VYendor Information [ 0l Attach ] [Edl_t Vendor,., Reports for this Yendor — —
View | active vendars - wendor Mame  Bank of Anycity Contact Lisa Holzhauser QuickReport
‘endor Type Fhone 415-555-9135 * Open Balance

‘ Name Balance Total | Atkach Address Bank of Anyeity Fax 415-555-9153
Lisa Holzhauser S
s @samp A
e Emall  |isah@samplename. com
EBayshore Calil Service 0,00 = Middlefield, CA 94482 Accounk Number
Bayshore Water 0,00 i Termsl
taEEy Eiling Rate Level
.01, Electric 750,00 My | Difectinns = i
= QuickBooks Checks &
Cal 5as & Electric 122 68 Mokes Edit Motes... E* Supplies: Learn more ==
Cal Telephone 0,00 ]
Caldil 0,00
A OnRY Show | Al Transac... v | Filker By [al | Date [ThsFiscalvear | 10/01/2015 - 03/30z016
City of Bayshare 0.00
-
ity of East Bayshare e Type Muri Date Account Amount
“heck 297 11282015 Great Statewide Bank, -550,00
City of Middlefield 0.00
N Check 299 11/2zj2015 Great Statewide Bank -244,13
Custom Kitchens of Baysh, . 0,00 -
Check 296 10/28/2015 Great Statewide Bank. -550,00
Duaigle Lighting 0.00
Check 295 10f22 /2015 Great Statewide Bank -Fd4 15

Diavis Business Assodiates 0.00

East Bayshore Auta Mall

East Bayshore Tool & Supply 0,00
Employment Development. .. 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0,00

Funds Transfer
Gallion Masonry
Great Statewide Bank

Harnlin Metal

2. Click New Vendor at the top of the Vendor Center and choose New Vendor.
3.

In the Vendor name field, type Hughes Electric.

Notes
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»

In the Company Name field, type Hughes Electric, and then press Tab.

Click in the Name and Address field, after the company name displayed on the first
line, and press Enter.

On the second line of the Addressfield, type P.O. Box 2316.

Press Enter to move to the next line.

Type Middlefield, CA 94432.

Click Copy to use the Billed from Address as the Ship From Address.
10. Click OK in the Add Shipping Address Information window.

11. In the Contact field, type David Hughes.

12. In the Phone field, type 510-555-6666.

13. In the Fax field, type 510-555-6667.

© ©o N o

" New Vendor E| @| |z|
Wendor Mame |Hughes Electric | _
] 4
Opening Balance | | & of i 12/15/2015 | How do T determine ;
the opening balance?
| Address Info I Addtional Info | Account Prefil |
Comparty Mame| Hughes Electric | Comtact  |David Hughes |
Mg, | | Phone  |510-555-6666 |
First Mame | |mr| | Fax |510-555-6667] | [ Vendor i
Last Mame | | Ak, Phane | [ inackive
Alt. Cantact | |
E-mail | |
i | |
Print on Check as
iHughes Electric |
Addresses
Billed From Address Shipped From Address
Hughes Electric Hughes Electric
PO, Box 2316 PO, Box 2316
Middlefield, Ca 94432 Middlefield, CaA 94432

Notes
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To add information to a vendor record:

1. Click the Additional Info tab.
2. Inthe Account No. field, type 123-445.
3. Inthe Typefield, type Subcontractors.
4. Inthe Termsfield, choose 2% 10 Net 30.
5. Inthe Credit Limit field, type 2000 and press Tab.
6. Click OK.
! New Vendor |:| |E| E'
Yendor Marme |Hughes Electric |
__OK
Cpening Balance | |as of | 12}15/2015 | Hows do 1 determine
the opering balance?
&ddress Info || Additional Info | Account Prefil |
Account Mo, |123-445 | Billing F.ate Level | v |
Categorizing and Defaults Custom Fields
Type Discount Available | | vendor
|Su|:ucu:untracturs A4 | [ inzl?:ti?,:s
Terms
| 2% 10 Met 30 v |
Credit Limit | 2,000,00 |
Tax ID | |
[] ¥endor eligible Far 1099
|  CefineFields |

7. Closethe Vendor Center.

Notes
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Adding Custom Fields

QuickBooks lets you add custom fields to the Customers & Jobs, Vendor, Employee, and
Item lists. Custom fields give you away to track additional information specific to your

business.

To add custom fields:
1. Click Customer Center intheicon bar.

2. Inthe Customers & Jobslist, select Cook, Brian.

3. Click the Edit Customer button.

% Edit Customer

Customer Name

Current Balance ;  7,812.63

J Address Info | Addtional Info | PaymentInfo |

Howe do T adjust the current balance?

o]
Cancel

Mokes

el

Help

Campany Mame | | Contack |Brian or Caral
MM ’Mri| Phane  [415-555-2248
Firsthame  [pian ML [g, | FA |
Lask Marme ICDDk | &l Phone I555_0220

Alk. Contact |Brian {work number)

345 Cherry Lane
Middlefield C 54452

E-rail | brook@samplename, com
Cc |
Addresses
Eill To Ship To | v
Brian K, Coak

Edit Delete

D Cuskomer is
inactive

Cuskarmer
Manager Online

Notes

4. Click the Additional Info tab.
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Click Define Fields.

Click below Spouse’s name in the Label column and type Pager Number.
Click the Cust column.

Click the Vend column.

© © N o O

In the next line of the Label column, type Date of last review.
10. Click the Emp column.

Set up Custom Fields for Hames E|
Use for:
Label Cust Yend Empl | Ok
Contrack # v o
Discount Available o =
y
Date of lask raise o
Spouse's Mame v v
i
v |

[

11. Click OK.

12. If you see an informational message, click OK.
13. In the Pager Number field, type 415-555-9876.
14. Click OK to close the Edit Customer window.
15. Close the Customer Center.

Notes
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Adding Custom Fields

To add custom fieldsfor items:

1. From the Lists menu, choose Item List.

E. Item List

Laok For in | Al fislds w Seatch Reset [T search within resulks
| | o | | | |

Mame Description Type  Accounk OnHand  ©nSales Cr... | Price Attach

sBlueprint chan...| | e |Conskruction: Miscellaneous | oo S

s«Concrete Slab |Foundation slab - prep and ... [Service |Construckion: Labor =

+Floor Plans Flaor plans Service |Construction:Miscellaneous : —

e Framing Framing labor Service [Construction: Labor

+Installation Installation labor Service |Construction:Labor

eLabor Service [Construction: Labor

e Mileage Service [Mileage Income

eRemoval Removal labor Service |Construction:Labor

+Repairs Repair work, Service |Construction:Miscellaneous

#5ubs Subcontracted services Service [Construction: Subcontract, ..
@ Carpet Install carpeting Service |Construckion;Subcontract, .,
o Drywall Install drywall Service |Construction: Subcontrack, ..
«Duct Work  |Heating & Air Conditioning ... |Service |Construckion: Subcontract, .
«Electrical Electrical work Service [Construckion: Subcontract. ..
< Insulating Install insulation Service |Construction;Subcontract, .,

Item 'J[ Activities '” Reports '][ Excel '” atkach ] Ine

2. Inthe ltem list, select Lk Doorknobs.
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Click the [tem menu button, and then choose Edit Item.

Click Custom Fields.

Click Define Fields.

Click the Label field below Material and type Style, then click the Use column.

o g b~ W

Set up Custom Fields for Items

i Ik,
Colar J g |
Material 4 = Cancel

Skyle

7. Click OK to close the window.

8. Inthe“Custom Fieldsfor Lk Doorknobs” window, type Round in the Style field.

Custom Fields for Lk Doorknobs

Calar | Matural | “
Material | Chrome | Cancel
O —

Define Figlds

9. Click OK to close the Custom Fields for Lk Doorknobs window, and then click OK
to close the Edit Item window.

10. Close the Item list.

Notes
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Managing Lists
Tosort alist manually:

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

& Chart of Accounts E”E”E|

£ | Type Balance Tokal Aktach

o Checking CfBak a8,473.35
&

+Savings Eank 13, 860,42

+Accounts Receivable Accounts Receivable Az,041.94
2 Tools & Equipment Other Current Assek 5, 000,00
+Employves Loans Cther Current Assek 0.00
2 Inventory Asset Cther Current Asset 27,042,93

+Retainage Qther Current Asset 2,461,580
+|Indeposited Funds Other Current Assek Z,124.00
@ Trucks Fixed Asset 24,852.91

+0riginal Cost Fixed Asset 33,852.91

+Depreciation Fixed Asset -9,000.00
#+Pre-paid Insurance Cther Assek 1,041.85
+Accounts Payable Accounts Payable 30,739,328

[ Ackivities "” Reports 'H Akkach ]

Click the diamond to the left of the Owner’s Draw subaccount of Owner’s equity.

Click and hold the mouse button, and drag the pointer upward until you see a dotted
line directly below Owner’s Equity.

4. Release the left mouse button to drop the account in the new position.
The Owner’s Draw account is now directly under the Owner’s Equity account.

| BT D — )

Balance Takal Atkach

19,000, 00 -
s Cnnet's Draw 1% | B

«Cner's Conkribukion Equiky 25,000,000

5. Tore-sort thelist aphabetically, click the Account menu button, and select Re-sort
List.

Click OK.
Close the chart of accounts.

Notes
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Managing Lists

Tosort alist in descending order:

1. Click Customer Center ontheicon bar to display the Customer Center and
Customers & Jobs List.

Customers & Jobs

Wiew |Active Customers v

Find |—|@

Transactions

«Fanily Roanm
+Kikchen

+Baker, Chris
«Fanily Roarn

+Balak, Mike
+Ltility Shed

+Barley, Renee

+Repairs
+Bolinski, Rafal

+Bristal, Sonva
Uity Shed

+Repairs

+Burch, Jason

+Burney, Tony

«+Repairs

+Zook, Brian

+#abercrombie, kKr...

¢Remodel Bat...

+2nd story ad...

«Room Addition

+2nd story ad. ..

Ealance Tokal

0,00
0.00
0.00
0.00

1,040,00

1,040.00
0,00
0.00

0,00

0.00

0,00

0.00

0,00

0.00

0.00

0.00

0.00

0.00

0.00

7,812.63

5,002.30

Attach

#= Customer Center: Godwin Manufacturing (All Transactions)

<% MNew Customer & Job ~ New Transactions  [= Printv

Customer Information

Customer Mame
Custamer Type
Company Mame

Eiling Address

Godwin Manufackuring
Industrial
Godwin Manufackuring

Godwin Manufackuring
376 Pine Street
Bayside, OR 64326

Map | Directions

ﬁ Excel » :’Lid Word>» |=

Collections Center

[ @ Atkach ] [ Edit Custamer. ..

Contact
Phone
Alk Phone
Fax

Email
Terms

Price Level

John Godwin

325-555-9841

325-555-0012

Send koiGodwin Manufact,,
Net 30

Reports for this Customer

« QuickReport
= Open Balance

= show Estimates

= Cushomet Snapshok

&

Customer
Manager Orline

Lesson 3: Working with Lists

Motes Edit Motes...
Shaw | All Transa... ¥ | Filter By |Al v | Date |ThisFiscal vear v | 10f01/2015 - 09/30/2016
Type Mum Date = Accounk Amount

There are no transactions of type "all Transactions, filkered by "all", in date range "This Fiscal vear",
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2. Click the arrow to the right of the View drop-down list to expand the Customers &
Jobs list.

3. Click the Balance Total column heading.
4. Click the column heading again.

5. Toreturnto the order you started with, click the large diamond to the left of the Name
column heading.

6. Click the collapse arrow to the right of the window to collapse the Customers & Jobs
list.

7. Closethe Customer Center.

Notes
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Managing Lists

In most lists, you can combine two list itemsinto one. For example, you may find that you’ve

been using two customers (because of different spellings) when you really need only one on

your Customers & Jobslist. You can merge list itemsin the Chart of Accounts, Item,

Customers & Jobs, Vendor, Employee, and Other Names lists.

Tomergeitemson alist:

1. From the Vendors menu, choose Vendor Center.
2. Double-click the entry for Hughes Electric.

* Edit Vendor

Wendor Mame

Current Balance :  0.00

EBX

How do T adjust the current balance?

| Address Info E Additional Info !I

Account Prefill |

Commpary MNarne| Hughes Eleckric

Mr. M) . |

First Mame | ||

Last Name |

Addresses
Billzed From address

Hughes Electric
PO, Box 2316
Middlefield, Ca 94432

| Contack W‘
Phone  |510-555-6666 |
Fa |510-555-6667 |

| &l Phone | |

Alk, Conkact |
E-mail | |
iz | |

Print on Check as

iHughes Electric

Shipped From Address

Hughes Electric

P.0, Box 2316
Middlefield, Ca 94432

Click OK.
Click Yes.
Close the Vendor Center.

o g A~ W

In the Vendor Name field, type C.U. Electric.

[]

Ok
Cancel
Motes

Help

=z
o
=X
o
(=]
=
v

inackive

Notes
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Managing Lists

Y ou can rename any list item. When you make the change, QuickBooks automatically
modifies al existing transactions containing the item.

Torenamealist item in the chart of accounts:

1.

o b~ w N

From the Lists menu, choose Chart of Accountsto display the chart of accounts for

Rock Castle Construction.

In the chart of accounts, select Checking.

Click the Account menu button, and choose Edit Account.

In the Account Name field, type Master Checking Account.

Click Save & Close.

"& Chart of Accounts

+Master Checking Account
+5avings
# Accounts Receivable
+Emploves Loans
+Inventory Asset
+Retainage
+Tools & Equipment
+Undepasited Funds
+Trucks
+Deprediation
«0riginal Cost
+Pre-paid Insurance
+Accounts Pavable

¥ Tvpe

| < |Bank |
% |Bank

Accounts Receivable
Cther Current Asset
Other Current Asset
Other Current Asset
Other Current Asset
Other Current Asset
Fixed Asset

Fixed Asset

Fixed Asset

Other fsset
Accounts Pavable

Zredit Card

Balance Tatal

A=/

Atkach

13,568.42
£2,041.94
0.00
27,042.93
2,461,80
5,000.00
2,124.00
24,852.91
-9,000,00
53,852.91
1,041.85
30,739.35
71.02

<+ _aloil Card

Accounk '[ Activities "” Reports '” Atkach ]

6. Closethe chart of accounts.

Notes
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Managing Lists
You can delete list itemsif you have not used them in any transactions. If you try to delete a
list item that is used in atransaction, QuickBooks displays awarning that the item can’t be
deleted. If you don’t want to use alist item but you can’t delete it, you can make it inactive.

Tomakealist item inactive:

1. Onthe Home page, click the Customer s button (left side of the Home page).
2. Select Milner, Eloysein thelist. (Select her name, not the job.)
3. Right-click the name and choose M ake Customer:Job Inactive.
4. Toseeinactivelist items, choose All Customer s from the View drop-down list.
m Transackions
Wigw F\.II Customers
Find | |
# | Mame Balance Total | Atkach
+Johnson, Gordon 0.00 2
@ Ukility Shed 0.00
+Keenan, Bridget Q.00
+Storage Shed Q.00
#3un Roam 0.00
+Lamb, Brad 0.00
«Room Addition 0.00
+Lew Plumbing - C 175.00
+Luke, Moslani 0.oo
sKitchen 0.00
+Remodel Bathroomn 0.00
+Melkon, Johnney 4,999,50
+Dental office 4,993.50
+Memea, Jeanette 0.00
+2nd story addition Q.00
@ Utility Shed 0.00
% +Miner, Eloyse 0.oo
% +Room addition 0.00
| +Margenthaler, Jenmy 271.53
+Room Addition 0.00
+Matiello, Ernesto -B22.26
+Kitchen -622.26
-

5. Leavethe Customer Center open to use in the next excersize.

Notes
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Printing aList

Y ou can print a QuickBooks list for reference, or you may print alist to afileto usein your
word processor or spreadsheet. QuickBooks prints the Customers & Jobslist as it appears on
the screen. For example, if the Customers & Jobs list is expanded and sorted by balance total,
QuickBooks prints the expanded list sorted by balance total; if the list is collapsed,
QuickBooks prints just the customer name, the balance total, and active status.

To print the Customers & Jobslist:

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

2. Click OK to bypassthe List Reports message.
3. Click Print.

Notes
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Printing aList
To print information on one customer:

1. Inthe Customers & Jobslist, select the customer whose details you want to print.
2. Click the Print menu button, and then choose Customer & Job I nformation.
3. Click Print.

Notes
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Printing aList

If you want to print information for selected customers only, you can generate and filter the
Customer Contact report for those customers. Y ou can aso modify the report to include the
columns that you want.

To print information for selected customers:

1.

o g~ WD

8.
0.

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

Click Modify Report.

Click the Filter s tab.

Select Customer inthe Filter list.

In the Customer field, choose M ultiple customer g/jobs.

Make sure Manual is selected then click to put a checkmark next to those customers
for which you want to print contact information.

Click OK to close the Select Customer:Job window.
Click OK to close the Modify Report window.
Print the report.

10. Close the report window.

11. Close the customer center.

Notes
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Adding or editing multiple items at one time

If you have existing information in Microsoft Excel that you want to add to QuickBooks, or
if you want to make changes to multiple items, you can do so for itemsin the following lists:
Customers, Vendors, Service Items, and Non-inventory Parts.

To changethe zip code for multiple items:

1. Goto the Lists menu and choose Add/Edit MultipleList Entries,

2. Usethe dlider bar at the bottom of the window to move to the right to see the Bill To
address columns.

#& Add/Edit Multiple List Entries

@ Select a list,

@ Paste from Excel or bype o add to or madify your list, = See how ko quickly update vour lists

! @ Customize Columns
|

@ Customize columns to display,

V| Yiew if._cﬂve Custamers v| Find |

Currently Editing: |

Bill Ta L

Godwin Manufacturing
Kristy Abercrombie
Kristy abercrombie
Kristy abercrombie
Kristy Abercrombie
Baker, Chris
Baker, Chris

Mike Balak

Mike Balak

Renee Barley
Renee Barley
R.afal Bolinski

R.afal Bolinski
Sonwa Bristol
Sonya Bristol
Sorya Bristol

Bl To 2

376 Pine Strest

5647 Cypress Hill Rd
5647 Cypress Hill Rd
5647 Cypress Hill Rd
5647 Cypress Hill Rd
415 W, Desert Bloom
415 W, Desert Bloom
8753 5, Mounkain Yiew
5753 5. Mounkain View
4417 M. Sun Yalley Rd
4417 M. Sun Yalley Rd
1421 Silverbell fyve
1421 Silverbell Bve
5920 M. Lighthouse
5920 M. Lighthouse
5920 M. Lighthaouse

Eill To 3

Bayside, OF 64326
Bayshore CA 94326
Bayshore CA 94326
Bayshore CA 94326
Bayshore CA 94326
Bayshore, CA 94326
Bayshore, CA 94326
Bayshare, CA 94326
Bayshaore, CA 94326
Middlefield, Ca 94471
Middlefield, Ca 94471

East Bayshore CA 94327
East Bayshore CA 94327

Bayshore, CA 94326
Bayshore, CA 94326
Bayshare, CA 94326

Bill To 4 Eil Ta 5

[ Save Changes ][ Close

3. Make surethat Customersis selected for the List drop-down.

4. For the View drop-down, select All Customers.

Notes
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© © N o O

aa Add/Edit Multiple List Entries

@ Select a list, e Customize columns to display,

In the Find field, type East Bayshore.
Click the magnifying glassicon.

Use the slider bar at the bottom of the screen to view the Bill To 3 field.
Click in thefirst line to select 94327 and change it to 94329.
Repeat to change every item in the list.

@ Paste from Excel or bype ta add ta or madify your list,

% 5ee how to quickly update your lists

o ts ¥ diew EF\II Customers

w | Find | ast Bavshore

Currenthy Editing: willkes, Daniel:Remodel Bathroom

Bill To 1 Bill To 2 Eill To 3 Eill To 4 Eill To 5

from Bridget Keenan 213 Fern Lane East Bayshore €A 94329 o
fFom Bridget Keenan 213 Fern Lane East Bayshore CA 94329
from Bridget Keenan 213 Fern Lane East Bayshore CA 94329
cam Noelani Luke Q13 Bay View East Bayshore CA 94329
com Moelani Luke 913 Bay Yiew East Bayshore CA 94329
cam Moelani Luke Q13 Bay View East Bayshore CA 94322
Im Ervan Ruff 72 Skyline Dr East Bayshore €4 94329
ul EBryan Ruff 782 Skyline Dr East Bayshore CA 94329
Im Eirvan Ruff 72 Skyline Dr East Bayshore 4 94329
m Lee I Smith 431 Hampshire Blvd East Bayshore CA 94329
m Lee M Smith 431 Hampshire Blvd East Bayshore CA 94322
m Mike Wiolette 143 Bay Yiew East Bayshore CA 94329
m IMike Yiclette 143 Bay Yiew East Bayshore CA 94322
m Mike Wiolette 143 Bay Yiew East Bayshore CA 94329
Daaniel Wilks 516 Hampshire Blvd East Bayshore CA 94329

Daniel Wilks 516 Hampshire Blvd East Bavshore 4 94329 | =

=

< I

[ Save Changes J [ Close } [ Help ]

10. Click Save Changes.
11. In the List drop-down, select Vendors.
12. In the View drop-down, select All Vendors.

Notes
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13. Type East Bayshorein the Find field and click the magnifying glassicon.

aa Add/Edit Multiple List Entries

D select alist. 9 Customize columns to display. (&) Paste from Excel o bype to add to or madify your list, 5 5ee how to quickly update vour lists

e
List | vendors V| view | Al vendors ind |East Bayshore | Customize Columns

Currently Editing: | |

Address 1 Address 2 Address 3 Address 4 Address 5
City of East Bayshore PO Box 32736 East Bayshore, CA 94736

ame. ... East Bayshore Auto Mall 1000 Auto Mall Dr East Bayshore, CA 94786
East Bayshore Tool & Supply  S111 M. Grand Ave E. Bayshore, CA 92781

[ Save Changes ][ Close

14. Use the dlider bar at the bottom of the window to move to the right to see the Bill To
address columns.

15. Since none of the vendors use the 94237 zip code, click Close without making any
changes.
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Lesson 3: Working with Lists
Review questions

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

a4
b5
c7
d 20

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

a Purchase orders
b Bills

¢ Write Checks

d All of the above

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

a Create statements

b Assess finance charges
c Enter credit card charges
d Receive payments

4. Onwhich tab of the Edit Customer window would you enter a customer’s payment
terms (for example, Net 30 Days)?

a Address Info

b Additiona Info
¢ Payment Info
d Job Info

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

a Set up each location as a separate customer

b Set up a separate job for each location under the customer
c Enter al work as one order under the customer

d Use acustom field to track each location
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6. Products you sell would appear on which of the following lists?

a Vendor list

b Employee list

¢ Chart of Accounts
d Itemlist

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

a Vendor list

b Employee list

¢ Customers & Jobs list
d Itemlist

8. Name at |east three lists on which you can merge items.

a
b
c

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

a True
b Fase

Lesson 3: Working with Lists
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Review activities
1. Add thefollowing customer using the data below:

- Customer Name: Alla Rozenvasser

- Opening Balance: $234.00

- Company Name: Rozenvasser Advertising
- Contact: Alla Rozenvasser

- Bill to: 300 Main Street, Suite #3, Middlefield, CA 94432
- Phone: 415-555-6767

- Fax: 415-555-9090

- Alt. Contact: Shannon Stubo

- Type: Commercial

- Credit Limit: $2500

- Terms. Net 15

- Tax Item: San Domingo

2. Add anew vendor using the data below:

- Vendor: Martin Drywall

- Contact: Sean D. Martin

- Address: P.O. Box 76, Middlefield, CA 94432
- Phone: 555-5432

- Fax: 555-6565

- Account: 082-4343

- Type: Subcontractors

- Terms. Net 30

- Credit Limit: 1,000.00

3. Inthe Customers & Jobslist, select Ecker Designs. Answer the following questions:

a What isthe job status for Ecker Designs’ office repairs?
b What is the number of the most recent invoice and how much wasit?
¢ What happened on December 11th?

4. Inthe Vendor Center, locate salestax payment transactions. Answer the following
guestions:

a Who isthe vendor?
b How many payments have been made?
¢ What isthe total amount of payments that have been made?
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5.

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

a What is the name of his spouse?
b When was Gregg hired?
d What is Gregg’s overtime pay rate?

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

a What is open balance for this vendor?
b How many bills are outstanding and what are the amounts?
¢ What are the payment terms for this vendor?

Open the Item list and answer the following questions:

a How many brass hinges are on hand?
b What is the price of apatio door?
¢ What is the finance charge percentage on overdue balances?

Lesson 3: Working with Lists
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Answers to review questions

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

a4
vb5
c’
d 20

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

a Purchase orders

b Bills

¢ Write Checks
v d All of the above

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

a Cregte statements
b Assess finance charges

v ¢ Enter credit card charges
d Receive payments

4. Onwhich tab of the Edit Customer window would you enter a customer’s payment
terms (for example, Net 30 Days)?

a Address Info

v b Additional Info
¢ Payment Info
d Job Info

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

a Set up each location as a separate customer

v b Set up a separate job for each location under the customer
c Enter al work as one order under the customer
d Use acustom field to track each location

6. Products you sell would appear on which of the following lists?
a Vendor list
b Employee list
¢ Chart of Accounts

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

v a Vendor list
b Employee list
¢ Customers & Jobs list
d Itemlist

8. Name at |east three lists on which you can merge items.

a Chart of accounts
b Item

¢ Customer & Jobs
d Vendor

e Employee

f Other Names

9. Trueor fase: You can deletelist items that are used in transactions.

a True
v b False
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