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SETTING UP CUSTOMERS

% Rock Castle Construction - QuickBooks Enterprise Solutions - [Customer:Job List]
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Marme Balahce
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+ Kitchen 0.0
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The screen above shows the Customer:Job list, including the Customer:Job pop up menu in the
lower left hand corner. This menu allow you to affect the status of the list and its items, such as
New, Edit, Make Inactive, Delete, Use, and Print List. The Activities menu button provides
access to activities that you can perform on that list's items, such as Receive Payments for

customers or Enter Bills for vendors. Finally, the Reports menu button shows many of the
reports that you can create for the list's items. Clicking on the New Customer button displays the

following screen:
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%2 Rock Castle Construction - QuickBooks Enterprise Solutions - [New Customer]

@ File Edit “iew Ligts Company Customers “Wendors Employees: Banking Reportz  Window  Hel
H k B B B A4 & 2 B &b 4 o
Ihvoice  Cust ltem MemTx Yend Check Bill Feg  Accnt  Rmnd Find Backup

Customer Name |
= Hiow do | determine oK
Operning Balance | as of |1 2/15/2003 E the opening balance?
Cancel
Address Info l Additional Infao ] PBavment Info ] Job Infa
Mest
Company Contact | Hel
Mame | e
Phone | Cusztamer is
Check Credit Fax | N it
L EX Al Ph. |
First Mame M.I.I_ Alt. Contact |
Last Mame | E-rnail |
Addreszes
Bill To Ship Ta

This screen is used to add new customers to your Customer:Job list and to change information
about customers who are already on the list. Most of the fields should be obvious. However, if
you don't plan to set up separate jobs for this customer, enter job information on the Job Info tab.
You should determine the opening balance and "as of" date for a customer. These two fields
establish a correct accounts receivable balance as of the start date you choose. You should leave
these fields blank if you are planning to set up one or more jobs for this customer. QuickBooks
will calculate and track the overall balance for this customer from the balances you enter for the
individual jobs.

While this should be obvious, we will point out that you must enter all historical transactions
from the day after your start date through today. For example, if you wrote invoices to this
customer between your start date and today, you must enter those invoices into your QuickBooks
records. This gives QuickBooks the ability to provide full financial reports for your company for
any period of time after your start date.

Copyright 2005, AdvisorCPE — www.QuickBooksAdvisor.info 57




QuickBooks for CPAs 2005

%7 Rock Castle Construction - QuickBooks Enterprise Solutions - [New Customer]

@ File Edit “iew Ligts Company Customers Vendors Emplopees Banking Reportz  Window  Help
H B B B B 4 @& 2 B & Q g
Invoice  Cust ltem  bemTx “end Check Eil Feg Acocnt Rmnd  Find  Backup

Customer Name |
) How da | determine 0K
Opering Balance | as of |‘I 2/15/2003 E the opening balance?
Cancel
Address Info Additional Info I Papment Info ] Job Info I
Hext
TEategonzmg and Defaultz Price Level j Help
Ji8 Cuztorn Fields :
[ j [~ Customer iz
Cantract # ihactive
Terms
| j B-Crap
Fep Spouze's Mame
Preferred Send Method
|N0ne j
Sales Tax Information
Tau ltem Define Fields
Tax Code HSan lTor:nasb J
Tan j esale Mumber

Type — Once you have assigned a customer type to each customer, you can create reports that
provide useful information about the customers you serve. For example, if you have categorized
your customers by market segment, you can create a separate sales report for each segment. For
example, a building contractor might use customer types to record a client's market segment:
residential, commercial, industrial, etc.

Preferred Send Method — You can choose how you want to send invoices, statements,
estimates, etc. to this customer, including e-mail or fax.

Resale Number — Entering a number here indicates that you don't charge sales tax on items that
a customer buys for resale. However, be cautioned that this field is for information only; you
will still need to suppress sales taxes in the ordering process.

Custom Fields - Custom fields let you add to the information that QuickBooks tracks about your
customers, vendors, and employees and the items that you purchase and sell. You can also add
your custom fields to sales and purchase forms. QuickBooks treats the information you enter into
a custom field the same way it treats information entered into any other field. If you memorize a
transaction that has a custom field, QuickBooks memorizes what you entered in the field along
with the other details of the transaction. If you export a list that contains data in custom fields,
QuickBooks exports that data along with the other data from the list. The custom field screen is
shown below:
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QuickBooks handles jobs as a subset of the customer record. As you can see below, QuickBooks
does not capture very much information about a job; only a few fields of data are available to
save.

E} Rock Castle Construction - QuickBooks Enterprize Solutions - [Mew Custom:

w File Edit Yiew Listz Company Customers “endors Emplovess Barking Re

H B B B B A & 2 B §

Invoice  Cust ltern  MemTx  Vend Check Bill Feq  Accnt  Rmnd

Customer Name |

- How do | determing
Opering Balance | 2 of [12/15/2003 8| the opening balance?

[ Address Info ] Additional Info ] Papment Info l Job Info

Job Status Start Date Projected End End Date
[Awarded =] [2rmzrems | [rerzsreo: @) 1272008 &)
Job Description Job Type

|Kitchen Remaodeling |Flemodel j

To add more than one job to a given customer, you need to choose “Add Job” from the customer
menu screen.
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Right Mouse Menus - When working with customer lists, as well as other lists, it is important to
remember that right mouse clicking on a name of that list is a great shortcut to performing
everyday tasks. Presented below is a screen shot of the resulting menu.

.:"f-} Rock Castle Construction - QuickBooks Enterp

Fly File Edit ‘“iew Lists Company Customers Ve
H B B OB A

Invoice  Cust lterm  MemT= ‘Wend Check

% | Mame <

«Fisher.Jen|  Find..

+ Fomin, Sla

«Fomin, Slay

«Freeman, | Mew

eFreeman. ¥ g

+Freeman, K

edacabsen,|  a4d.u0m

+Jacobsen, .

+Jacobsen, Make Inactive

«Jimenez, C .

slimenez, | Create Invoices

«Johnson, G Create Estimates

wdohnson. B ohow Estimates

+Keenan, B

»Keenan. Bl Create Sales Orders

+keenan, BI Feceive Payments

#Lamb. Brat  Make Deposits

+Lamb, Brag .

o Lews Plumtd Enter Sales Receipts

¢Luke. Mogl  Enter Statement Charges

eluke, Moel  Create Credit Memos/F efunds

o Luke, Noel Create Statements

«Melton, Jok i

sMelton, Job  @szess Finance Charges

«Memeo, Je  Uze Register

+Memen, J&

@ Mgmeo, Je QuickRepart Garage Foof

M H!!ner, E!D-" Open Balance: Garage Aoof

SETTING UP VENDORS

Ro astle Co 0 ] Boo erprise So 0 endo _ @ X
ks File Edit “iew Lists Company Customers “endors Emplopses Banking Reports “Window  Help ¥ HowDol? =18 x|
= - o
H B B B E 4 & <2 B & 4 o
Invaice  Cust ltem  MemTx ‘“end Check Bil Feg Accnt Rmnd  Find  Backup
% | Narme Balarce = Notes |
Patton Hardware Supplies 12,964.20 -
ey Windows & Doars 5,955.00 iml
i 0 Find T 5155050 G
Lew Plumbing " 1.330.00
wheeler's Tile Etc 1.250.00
Middlefield wall 1.200.00
Sloan Foofing 1.047.00
C.U. Electiic Edit 750,00
Hopking Congtuction f F00.00
Harlin Metal Make Inactive E70.00
Wazhuta & Son Painti EO0.00
Cal Gas & Electric “write Checks 12268
Timberloft Lumber P a0.50
City of East Bayshore SIS BB.22
Larzon Flacring Pay Billz 40.00
Bapshore Callil Servic.  Enter Credit Card Charges o.oa
Bayshore 'w'ater 0.00 e
Cal Telephone Create Purchase Orders o.oa
Cal0il Company i | 0.00
City of Bayshore Hece!ve Items & Enter Bill oo
City of Middlsfisld Receive llems 0.00
Custom Kitchens of By Enter Bill for Received ltems 0.00
Draigle Lighting 0.00
Daviz Business Azsoci|  CuickReport: State Board of Equalizati 0.00
East Bayshore Suto My Open Balance: State Board of Equalizati .00
East Bayshore Tool & L o.oa
Ermployrment Development Department 0.00
Express Delivery Service o.00
Fay, Maureen Lynn, CPA 0.00
Funds Transfer oo
Gallion Masonry 0.00
Great Statewide Bank oo
Holly Heating and Electric 0.00
-
Activities ™ Fepots ~ | r

-

™ Inb...
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Setting up vendors is a similar process to setting up customers. There is a similar look and feel
to the screens and similar data fields, etc. For example, you can establish a vendor type just like
a customer type, you can set up custom field for vendors just like custom fields for customers,
and the user menus work the same way, as well.

72 =12 x|
' * How Do |? & ﬁ
H R B BB 4 & 2 B & a | SIE) |
Invoice  Cust ltem MemTx ‘“end Check Bil Feg &ccrt FRmnd  Find  Ba \ndex | | Dpt\ons|
Wendor Name [ - . = N
Opening Balance | vt o ] ity A LK :}ir:::ll; Iwmil:l‘;::nl about the Now. Edt
Define Fields
Address Info Additional Info To be used for To add a new vendor
Label Customers:lobs Yendors Empy :ouduse‘ tTiS \’\d‘"’;doﬁ ta add [”TEW \;'endU‘;S t? }'DUL
AEEE ,7 Cut Eoriract 4 = - endor list and ta change information about vendors
Discy who are already on the list. You can quickly add a list
Categorizing and Defaults Discount Available ™ v of vendars by entering anly the vendar's name. and, if
Tupe you currently owe them money, the Opening balance
22 B-Day W r and "az of* information. Then click Mest and enter
j Date of last raize r r the next vendor's name.
Terms J ,W v - E;;,:;?:%:;Zﬁ:emg the comrect Opening
hd Lalalilt TGN
r r = Enter the vendar's address and contact
L I I infarmation on the Address Info tab
Credit Lirnit X N
r r = Enter your credit teims, opening balance, and
TaxID account number with the vendar on the
- r r Additional Information tab.
[ Wendor eligible for 10399 ,7 ' n
To change information about a vendor
r r Edt, az needed, the information showvn on the
[ [ Address Info and Additional Info tabs. You can also
,7 - - adiust the current balance, if you made a mistake
when first entering the wendor information.
,7 r r
’7 r r r

SETTING UP EMPLOYEES

ock Castle Construction - QuickBooks Enterprize Solutions - [Employee List]

gy File Edit “iew Lists Company Customers “endors Emplopees Banking Reports  “Window  Help ¥ HowDol? -8 ﬁ
H R B B G A & 2 B & 4 O

Invaice  Cust ltem  MemTx ‘“end Check Bil Feg Accnt FAmnd  Find  Backup

Soc Sec. # & | Mame & Notes |

333-44-5555 Dan T. Miller
lizabeth M. Mason

Emplayee Summary
Hire Emplapee. ..
Raises and Promotions...

Leave of Sbsence. .
Terminate Employee. .

Employes Defaults G
Make Inactive

Record Time: Weekly Timeshest...
Fiecord Time: Single Activity..

Set Up Payroll...

Pay Employees. .

Pay Liabilities/T axes

Adjust Liabilities...

Deposit Refund of Liabilities...
Process Payrall Farms. ..

Fiun Payrall Checkup...

QuickReport: Gregg 0. Schneider

| Activities v| Feportts |I—
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Setting up a new employee is a different process than setting up a new customer or vendor in that
QuickBooks launches a wizard to walk you through the entire employee set up process. The
screens below demonstrate this wizard:

Rock Castle Construction - QuickBooks Enterprise Solutions - [Hire Process]

% Rock Castle Construction - QuickBooks Enterprise Solutions - [Hi

@ Fle Edt View Liss Company Customers Yendors Employess Banking Reports “Windo @ Fle Edit Wiew Lists Company Customers Vendors Emplopees Banking Reports ‘Windo
H B G B E 4 & 2 B & 4 0 B & B & 4 @G 2
Invoice  Cust ltem MemTx ‘end Check Bl Reg Accnt Rmnd  Find  Ba Invoice  Cust ltem  MemTx  Vend  Checl Bill Rea  Accnt Amnd  Find  Ba
Hire an Employee Identification - Page 1 of @

Pleage provide the Mame and Social Security Number of the
The following screens step you through hiring a new employee. Not all fields are required, person you are hiring:

however, we recommend that you enter as much information as possible to maintain a
complete employee record.

What form and Information will | need? Mrfide... .
*First name Carlton
Employee narme Date of hire .
Social security nurmber -a L ast Name Collins
Phone number Taxes
ot acson Printon Checks As  [Carfton Colling
Direct depasit
55 Mo 444-444444

Etmergency contact info
Account Mo
Ifyou are using a QuickBooks payroll service, or ifyou frack salardwages, you will need to (Emplayee ID) 1001
getup the appropriste pavrollitems:.

Reqired fiskds
Gheck out Employment Regulations for more infarmation.

et Finish Cancel

ock Castle Construction - QuickBooks Enterprise Solutions - [Hiring: Carlton Collins] 72 Rock Castle Construction - QuickBooks Enterpiise Solutions - [Hii Carlton Collins]
@ Fi= Edt View Lists Company Customers Vendors Employess Barking Repotls Windo @ Fic Edt view Lists Compary Customers Vendors Employess Banking Repots Windo
H B & BB A4 & 24 B & Q H B G B B A & 2 B & q
Irvoice Cust ltem  MemTx Wend Check Bill FReg  accnt Rmnd  Find - Bal Invoice  Cust ltem  MemTx  Vend Checl Eill Feg Accnt Amnd  Find  Ba
Address - Page 2 of 9 Contact - Page 3 of 9
b Whyl
Please enter address information 'L B
earl

Phane [sss-seaases
Address [ioooPeachies Cellular [freamaee

1 Alt Phone ]
city [agama Fax r
state [ =] zp ool E-wal [cafton@asacom
Pager 1

Prev Hext Finish Cancel Prev HNext Finish Cancel

72 Rock Castle Construction - QuickBooks Enterprise Solutions - [Hiring: Carlton Collins] 7 Rock Castle Construction - QuickBooks Enterprise Solutions - [Hiring: Carlton Collins]
@ Fie Edt View Lits Company Customers Wendors Emplopess Barking Reports ‘windo @ Fie Edt Wiew Liste Company Customers Vendors Emplowess Banking Beports Windo
B B & B B 4 & 2 @HB & 4 g2 B & BB A4 & v B § 4

Invoice  Cust  ltem MemTx Vend Check Bl  Reg Acont Rmnd  Find  Ba Invoice  Cust  lem MemTs Vend Check Bl FReg  Acct Fmnd  Find B

Personal - Page 4 of 9 Emergency - Page 5 of 9

Pleage enter personal information Please enter emergency contact information:

Primary Contact

o e —
U5 Weteran [tle) =
Phone 608-086-8086

Military Status -
Relation Spouse 52
Marital Status barried & Secondary Contact

Date of Birth B Narme —
+ December - 2003 +
_Su Mo TuWe Th Fr Sa Fhane r—
12 3 4 5 B
7 8 810 11 12 13 Relation =
14/ 15 16 17 18 18 20
31 3223 24 25 2 27
Prev Ned 28 29 30 31 ] pev | Next

Fish | Cancel
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% Rock Castle Constuction - QuickBooks Enterprise Solutions - [Hiring: Carlton Collins]
@ fi= Ldt View Lits Company Customers Vendors Emploess Banking Hepons windo

% Rock Castle Construction - QuickBooks Enterprise Solutions - [Hiring: Carlton Collins]

Fle Edt Yiew Lists Company Customers Vendors Employess Banking Reports Windo

H OB D 4 & 2 ;n g & & BB 4 & 2 B & Q4
Invoice  Cust  ltem MemTx Vend Check Bl Reg  Accnt Rmnd  Find  Bal Invoice  Cust  ltem MemTs Vend Check Bil  Reg Acct RAmnd  Find  Ba
Employment - Page 6 of 9
ploy 9 Employment - Page 7 of 9 —
Flease enter employment information: b Whal
Hire Date 1241642003 E Please enter employment details b Whal
Erny
CUMIENAOREES g Target Bonus 50000 » Wh
Adjusted Service ,7 E and |
Date
FullTimeartTime  |Full-Time - > fleg
ECre
Job Details
Type Fegular 4 > Who
Job Title [President » Lean
Department I Exermpt (FLSA Status) -
Joh Descripion |
Supervisor | j Key Employee bres
ey | net | Finen Goneel | ey | Medt | Fnish | cancel

@ Fie Edt View Lits Company Customers Yendors Emplopess Barking Reports “/indo

7 Rock Castle Construction - QuickBooks Enterprise Solutions - [Hiring: Carlton Collins]
@ Fie Edt View Liste Company Customers Vendors Employess Banking Repots ‘Windo

H B & @ A & 2D g2 B & BB A4 & v B § 4
Imvoice  Cust ltem MemTx Wend Check il FReg  accnt Rmnd  Find - Bal Invoice  Cust ltem MemTx ‘Vend Check  Bill Feg Acct Rmnd  Find  Ba

Additional - Page 8 of 9 Authorization - Page 9 of 9

Please enter the following information Please enterwork authorization information.

Gender Male hd US Citizen “es ~

Ethnicity [ Unknown or Other ~| I-aon File I -

Disaled o]

ey | net | Fen | conee | pev | | Fnen | cacel |

Notice that during this wizard process, QuickBooks provides links to discussions about each
field. Once you complete the set up wizard, the following screen is displayed, similar to the

customer and vendor set up screens.

"% Rock Castle Construction - QuickBooks Enterprise Solutions - [Edit Employee]

H B & B &

Inwoice  Cust lterm  MemTx “end

f Fle Edt iew Lists Company Customers Wendors

Check

Employees

%
Reg

Barking Heportz “Window Help

B &b Q o

Accnt Bmnd  Find  Backup

4 @

Bill

Infarmation for: Carlbon Colling

Change tabs:

0K

A

Personal

[ Address and Contact I

[ [ N [ YT

Legal Mame

FirstMame  [Caton ~ MIL[
Last Name  [Calins

E;:r;tciz o |Carlton Colling

55 No, [444-44-4444

Gender [Mae ﬂ

Date of Bitth =
Marital Statuz | aried ﬂ
US. Citeen  [es |

Cancel
Additional lnfo | Motes
Help
Dizability Empl_oyee is
Dizabled Mo j ihactive
Description |
1-3 Form
On File j
Work Autharization
Expiration E
Military

.5 Weteran |Nao j
hd

Status

Ethriicity | Unknown ar Other

[ |
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2

#2 Rock Castle Construction - QuickBooks Enterprise Solutions - [New Customer]

w3 File Edt Wiew Lists Company BRFEGIGEES Wendors Emplopess  Banking Bepaorts  Window  Help d
ﬂ & %’ Ey [E Customer Navigator 1&:\) Q j‘
Invoice  Cust ltem  MemTw ¢ Customer Center mnd  Find  Backup

Customer Dietail Center

LCustomer Mame
Dpening Balance ,7 Create Invoices Chrl+l

Enter Sales Receipts
Address Info | Addtionalinfg | Create Estimates
Create Sales Orders
Company Create Credit Memos/Refunds

Mame Enter Statement Charges

Check Cre Create Stlatements...
Azgess Finance Charges

[ R Receive Payments
First Name ,7 M. Accept Credit Card Payments '

inactive

Time Tracking L
Last Mame
CustamnerJab List Ctil+J
Addreszes lter List
Bill To

Change Item Prices -

Oniline Billing 3

ml Check Credit Learn more about Credit Check Services
Look Up Commercial Customer

Customer Services >

You can get a credit report on any customer, or prospective customer, selecting “Check Credit”
from the Customers menu, and then select Look Up Commercial Customer. At the Credit Check
Services window, select the Existing Customer tab if the company you are checking is already in
your customer list. Otherwise, select the New Customer tab. Next select a company or enter the
company name and state. Then select Get Credit Report and click Start. If no matching company
is found, make certain that the company name and the state in which it is located are both
correct. If multiple possible matches are found, select the best match and click Continue. If a
large number of companies is found, click Advanced Search and add additional criteria. If the
company you selected is not an exact match for a customer in your customer list, the information
from the D&B database is displayed next to the information from your QuickBooks customer
list. Check "Update billing address in QuickBooks with information from D&B" if you want the
D&B information to replace the QuickBooks information. The information in QuickBooks will
be saved in the customer notes area. Pricing for the Credit eValuator Report service is as

follows:
Features Price
Credit eValuator Reports in
QuickBooks $24.99 ea
Comprehensive Reports $121.99 ea
Industry Reports $24.99 ea
Credit Alerts $49.99/mo

With the Credit eValuator Report service, credit reports are downloaded right into QuickBooks.
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QuickBooks Letters — With QuickBooks Letters you can also use this feature to edit a set of
prewritten, preformatted business letters in Microsoft Word using QuickBooks data. This allows
you to send letters to customers or vendors such as collection letters, thank you notes, and more.
To create a letter, use the QuickBooks Write Letters wizard, where you'll specify choices for
letter types, lists of recipients, and other information. When you've made all the necessary
selections, you'll leave the wizard and begin creating your letters in Word. As you work in Word,
you can access a set of QuickBooks toolbars that will help you enter data fields in the letters you
create. QuickBooks fields act as placeholders for the QuickBooks data extracted from your

names lists.

O TC TN

mress Hill Rd
e CA 94326

1s. Kristy Sbercy

Choose YWhat You Want to Work on

 Frepore a Collction Lefles
Select custarmers based on how late their payments are, and choose
the letter you want ta gend them.

" Prepare dnother Type of Letter
Choose from announcements, thank vous, and other letters that

you'd like to send.

" Design QuickBooks Latars
Create a new type of letter, edit an existing one, or move/copy them.

Hext | Help | Cancel

L L

mress Hill Rd
e CA 94326

rs. Knsty &Lbercy

Prew

Choose Who You Want to Write to

1. Include listed customers or jobs that are;
" Active

™ Inactive
* Bl
2. Create a letter for each:
(" Custarner
" Job
3 Limit letters to customers or jobz with payments overdue by
{* 1 day ar more ™ 1-30 days
21 days or more ™ 31 - 60 days
™ B1 days or mare ™~ B1-90 days
91 days ar mare

Hext Help Cancel
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