
• Replaces the label on the Memo from Memo to Transmit Memo, and puts a
check box next to the field.

• Places your account number with this vendor at the bottom of the check
(where the signature line would be for a regular check).

If you want to add a memo to the transaction, select the Transmit Memo check
box and enter the text you want to include on this check. If you use this option,
your payment can only be delivered as a voucher or stub attached to a physical
check. This means that your payment will not be made electronically if the vendor
is able to accept electronic payments. Instead, a check is sent, which delays the
payment.

Click Save & Close or Save & New (if you have another check to write) to save
the payment. QuickBooks displays a message telling you that you’ve created an
online payment that will appear in the Online Banking Center. (See the section
“Uploading Online Payments” to learn how to transfer the payment to your bank.)

Using the Pay Bills Window for Online Payments
If this vendor has a bill in your system, you must use the Pay Bills function to
create the payment, not the Write Checks transaction. Select the appropriate bill
and then choose Online Bank Pmt from the drop-down list in the Payment Method
field.

N O T E : If you have multiple bank accounts, you must select the bank
account that’s enabled for online bill payments from the Payment Account field at
the bottom of the Pay Bills window. If the selected bank account is not enabled
for online bill payments, the Online Bank Pmt option doesn’t appear in the
Payment Method drop-down list.

When you choose the online payment option, QuickBooks automatically
changes the date in the Payment Date field at the bottom of the window as
described earlier for the Write Checks window.

When you click Pay Selected Bills, QuickBooks displays the usual Payment
Summary dialog message, where your payment is noted as an online bank payment.
(See the section “Uploading Online Payments” to learn how to transfer the payment
to your bank.)

Using the Bank Register for Online Payments
You can use the register for the bank account you use for online payments instead
of the Write Checks transaction form to create an online payment.

Follow these steps to create an online payment:

� Open the register and go to the next blank line to create the payment.
� The Date field has the current date, which you should accept.
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� Press TAB to move to the Number field and enter the text SEND.
� QuickBooks displays a message telling you it has to change the check date;

click OK.
� Finish filling out the check information and click Record.

QuickBooks displays a message telling you that you’ve created an online
payment.

Uploading Online Payments
To send your online payments to your bank, open the Online Banking Center
(choose Banking | Online Banking | Online Banking Center). In the Online Banking
Center window, you can see your payments in the Items Ready To Send section,
along with the request to download bank transactions.

You can perform any of the following actions on the online payments that are
listed:

• Deselect the check mark to prevent the payment from being uploaded (you can
select it for upload another time).

• Select the payment and click Edit to view or change the transaction.
• Select the payment and click Delete to remove the payment from your system

(clicking Delete doesn’t just delete the payment from the upload, it deletes the
transaction from your company file). QuickBooks asks you to confirm your
action.

Click Send/Receive Transactions to begin uploading your payments along with
the request for a download transaction file.

Sending Electronic Messages to the Bank
If your bank supports Direct Connect, you can send a message to your bank by
choosing Banking | Online Banking | Create Online Banking Message. QuickBooks
opens the Online Banking Message transaction window where you can enter your
message.

The message appears in the Online Banking Center in the list of items to be
uploaded.

Using the QuickBooks Bill Pay Service
If your bank doesn’t participate in online bill payment services directly from
QuickBooks, and you want to pay your bills online using QuickBooks, you can sign
up for online payments directly with QuickBooks. This is a fee-based service.
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From the Online Banking submenu, choose Participating Financial Institutions.
When the Financial Institutions list is displayed in your browser window, scroll
through the list to find QuickBooks Bill Pay Service in the left pane.

You’ll see two listings:

• QuickBooks Bill Pay—New!, which is the listing you should select
• QuickBooks Bill Pay-TM, which is the listing for existing customers of this

older service (for users of older versions of QuickBooks) and doesn’t provide
online signup anymore

When you select QuickBooks Bill Pay—New!, the right pane displays
information about this service (see Figure 16-13).

To sign up, click Apply Now. After you answer a couple of questions about your
business, click the Continue button. An application form appears on your screen.
Follow the prompts and instructions to complete the enrollment process. QuickBooks
will send you the information you need to begin using the service for online bill
payments.
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FIGURE 16-13 If your bank doesn’t offer online bill paying within QuickBooks, you can sign up
with QuickBooks Bill Pay.
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Transferring Money Between
Accounts Online
If you have multiple accounts at your financial institution, and the financial
institution uses Direct Connect, you can transfer money between those accounts
within QuickBooks. For example, you may have a money market account for your
business in addition to your checking account.

To transfer money online, you must have applied at your financial institution for
online banking for both accounts. You’ll probably have a unique PIN for each
account. (To make your life less complicated, you should make changes while
you’re online to ensure both accounts have the same PIN, so you don’t
inadvertently enter the wrong PIN). In addition, you must have enabled both
accounts for online access within QuickBooks.

There are two methods you can use to transfer funds between online accounts:
the transfer funds function or direct data entry in the register for either account.

Using the Transfer Funds Function
The simplest way to move money between your online accounts is to use the
QuickBooks Transfer Funds Between Accounts window, which you reach by
choosing Banking | Transfer Funds from the menu bar.

Specify the sending and receiving accounts (remember, both must be enabled for
Direct Connect online access) and enter the amount you want to transfer. Be sure to
select the option for Online Funds Transfer. Click Save & Close. Then choose
Banking | Online Banking Center, make sure the transaction has a check mark, and
click Go Online.

Using the Bank Register to Transfer Funds
You can enter a transfer directly into the account register of the bank account from
which you are sending the money. The significant data entry is the one in the
Check Number column; instead of a check number, type the word SEND. Don’t
enter a payee; enter the amount, and enter the receiving bank account in the
Account field. Then choose Banking | Online Banking | Online Banking Center,
make sure the transaction is listed in the Items To Send section and has a check
mark, and click Send/Receive Transactions.

Receiving Customer Payments Online
Besides the online activities that permit you to track your own bank account
activity, transfer money, and pay your own bills, QuickBooks offers a way for your
customers to pay you online. This is a fee-based service provided by the
QuickBooks Online Billing Solutions service.

C H A P T E R 1 6 U S I N G O N L I N E B A N K I N G S E R V I C E S 391

QckBcks TIGHT / QuickBooks 2009 The Official Guide / Ivens / 274-8 / Chapter 16

P:\010Comp\QckBcks\274-8\ch16.vp
Tuesday, September 16, 2008 9:55:19 AM

Color profile: Disabled
Composite  Default screen



If you sign up for this service, you can notify your customers about this feature
by e-mailing the invoice with the online service URL in the cover note, or by snail-
mailing the invoice and sending an e-mail message with the online service URL.
The customer clicks the link to the URL to travel to the QuickBooks website and
arrange for payment (usually by filling out a form with a credit card number—the
site is secure).

QuickBooks notifies you when the payment is made, and you can download the
payment into your bank register using the standard online banking procedures.

To learn more about this service or to sign up, go to http://quickbooks.intuit
.com/product/add_ons/getting_paid_faster.jhtml.
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In this chapter:

• Run reports on your financial condition

• Print 1099 forms

• Make year-end journal entries

• Get ready for tax time

• Close the books
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The end of the year is a madhouse for bookkeepers, and that’s true for major
corporations as well as for small businesses. There is so much to do: so many reports
to examine, corrections to make, entries to create, adjustments to apply—whew!

You can relax a bit. You don’t have to show up at the office on January 1 (or the
first day of your new fiscal year if you’re not on a calendar year). Everything doesn’t
have to be accomplished immediately. QuickBooks is date-sensitive so you can
continue to work in the new year. As long as the dates of new transactions are after
the last day of your fiscal year, the transactions won’t work their way into your year-
end calculations.

Running Year-end Financial Reports
The standard financial reports you run at year-end provide a couple of services for you:

• You can see the economic health of your business.
• You can examine the report to make sure everything is posted correctly before

you organize information for paying taxes.

To run financial reports, click the Reports menu listing. For year-end reports,
you’ll need to access several types of reports (see Chapter 15 for information about
modifying and customizing the standard financial reports).

Don’t forget that reports have date ranges like “current year” and “last fiscal
year.” If you perform these tasks before the end of your fiscal year, you’re still in the
current year. However, if you’re working after the last date of your fiscal year, the
current year isn’t the year of interest.

Year-end P&L Report
Start with a Profit & Loss Standard report (also called an income statement), by
choosing Reports | Company & Financial | Profit & Loss Standard. When the report
opens, change the date range to the entire fiscal year (last year, if you’re doing this
after your fiscal year-end date).

The report displays the year-end balances for all the income and expense
accounts in your general ledger that had any activity this year. Examine the report,
and if anything seems out of whack, double-click the line to see the postings for
that account. If the data you see doesn’t reassure you, double-click any of the
posting lines to see the original transaction.

If there’s a transaction that seems to be in error, you can take corrective action.
You cannot delete or void a bill you paid or a customer invoice for which you
received payment, of course. However, you might be able to talk to a customer or
vendor for whom you’ve found a problem and work out a satisfactory arrangement
for credits. Or you may find that you posted an expense or income transaction to
the wrong general ledger account. If so, make a journal entry to correct it (see
Chapter 14 for information on creating journal entries). Then run the year-end
P&L report again and print it.
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Year-end Balance Sheet
Your real financial health is demonstrated in your Balance Sheet. To run a year-end
balance sheet, choose Reports | Company & Financial | Balance Sheet Standard. The
Balance Sheet figures are more than a list of numbers; they’re a list of chores. Check
with your accountant first, but most of the time you’ll find that the following advice
is offered:

• Pay any payroll withholding liabilities with a check dated in the year in which
they were accumulated in order to clear them from the Balance Sheet. Also pay
employer contributions.

• If you have an A/P balance, pay some bills ahead of time. For example, pay
your rent or mortgage payment that’s due the first day of the next fiscal year
during the last month of this fiscal year. Enter and pay vendor bills earlier than
their due dates (if those dates fall in the next year) in order to pay them this
year and gain the expense deduction for this year.

Issuing 1099 Forms
If any vendors are eligible for 1099 forms, you need to print and mail the forms to
them. First, make sure your 1099 setup is correct by choosing Edit | Preferences
and selecting the Tax: 1099 icon. Click Company Preferences to see your settings
(see Figure 17-1).
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Check the latest IRS rules and make any changes to the threshold amounts for
the categories you need. Also assign an account to each category for which you’ll be
issuing Form 1099 to vendors. You can assign multiple accounts to a 1099 category,
but you cannot assign any accounts to more than one 1099 category.

For example, if you have an expense account “subcontractors” and an expense
account “outside consultants,” both of the accounts can be linked to the same 1099
category (Nonemployee Compensation). However, once you link those accounts to
that category, you cannot use those same accounts in any other 1099 category.

To assign a single account to a category, click the category to select it. Click the
text in the Account column (it probably says “None”), and then click the arrow to
select the account for this category.

To assign multiple accounts to a category, instead of selecting an account after
you click the arrow, choose the Multiple Accounts option (at the top of the list). In
the Select Account dialog, click each account to put a check mark next to its listing.
Click OK to assign all the accounts you checked. Then click OK to close the
Preferences dialog.

Run a 1099 Report
Before you print the forms, you should print a report on your 1099 vendors. To do
this, choose Reports | Vendors & Payables and select one of the following 1099
reports:

• 1099 Summary, which lists each vendor eligible for a 1099 with the total
amount paid to the vendor.

• 1099 Detail, which lists each transaction for each vendor eligible for a 1099.

You can make adjustments to the original transactions, if necessary, to make sure
your 1099 vendors have the right totals. For example, if you mistakenly posted a
subcontractor’s payment to an expense account not linked to the 1099 setup,
change the account (don’t change the amount or the link to a customer/class if that
data exists).

Print 1099 Forms
To print the 1099 forms, choose Vendors | Print 1099s/1096. QuickBooks opens a
wizard that walks you through the process to make sure every step is covered and
every amount is correct (see Figure 17-2).

This isn’t a standard wizard, because you don’t walk through a series of windows.
Instead, as you check each item in the window, QuickBooks opens the appropriate
system window so you can check and, if necessary, change the data. When you
close the window, you’re returned to the wizard window.
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When all the data is correct, click Print 1099s in the wizard window. The wizard
asks you to confirm the year for which you’re printing (usually you’re performing
this task in January of the next year).

Click OK to move to the Select 1099s To Print dialog. QuickBooks displays the
vendors for whom you should be printing 1099s.

Ill 17-1
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FIGURE 17-2 The 1099 and 1096 Wizard makes it easy to issue end-of-year forms to 1099
vendors.
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Click Preview 1099 to see what the form will look like when it prints. Zoom in
to make sure your company name, address, and EIN number are correct, and also
check the vendor’s information. Click Close on the Print Preview window to return
to the Select 1099s window.

Then load the 1099 forms into your printer and click Print 1099. If you’re using
a laser or inkjet printer, set the number of copies at three. Dot matrix printers use
three-part forms.

When the forms are printed, click Print 1096 in the Select 1099s To Print dialog.
Enter the name of the contact person in your company that can answer questions
about these forms (the name is printed on the 1096 Form). Print two copies of the
1096, so you have one for your files.

Send each vendor a copy of his or her 1099 by January 31. Send the government
a copy of each 1099, along with a 1096 Transmittal Form.

Making Year-end Journal Entries
Your accountant may want you to make some journal entries before you close your
books for the year:

• Depreciation entries
• Prior retained earnings moved to a different account or retained earnings

moved to owner or partner equity accounts
• Any adjustments needed for cash versus accrual reporting (these are usually

reversed on the first day of the next fiscal year)
• Adjustment of prepaid expenses from asset accounts to expense accounts

N O T E : See Chapter 14 for detailed information about creating journal
entries.

You can send the P&L and Balance Sheet reports to your accountant by
exporting the reports to Excel. Ask your accountant for journal entry instructions.

You can also send your accountant an Accountant’s Copy of your company data
and let your accountant make the journal entries. You import the changes when the
review copy is returned. (See Chapter 15 to learn how to use the Accountant’s Copy
feature.)

Running Tax Reports
Most small businesses turn over the tax preparation chores to their accountants,
but some business owners prepare their own taxes manually or by using a tax
software program like TurboTax.
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No matter which method you choose for tax preparation, you should run the
reports that tell you whether your QuickBooks data files are ready for tax preparation.
Is all the necessary data entered? Do the bottom-line numbers call for some special
tax planning or special tax considerations? Even if your taxes are prepared by your
accountant, the more organized your records are, the less time the accountant spends
on your return (which makes your bill from the accountant smaller).

Check Tax Line Information
If you’re going to do your own taxes, every account in your chart of accounts that
is tax related must have the right tax form in the account’s tax line assignment. To
see if any tax line assignments are missing, choose Reports | Accountant & Taxes |
Income Tax Preparation. When the report appears, all your accounts are listed,
along with the tax form assigned to each account. If you created your own chart
of accounts, instead of accepting a chart of accounts during company setup, the
number of accounts that lack a tax form assignment is likely to be quite large.

Before you can prepare your own taxes, you must edit each account to add the
tax information. To do so, open the chart of accounts and select an account. Press
CTRL-E to edit the account and select a tax form from the Tax-Line Mapping drop-
down list.

Your selections vary depending upon the organizational type of your company
(proprietorship, partnership, S corp, C corp, and so on).

N O T E : Be sure the Income Tax Form Used field is filled out properly on your
Company Information dialog (on the Company menu). If it’s blank, you won’t see
the tax information fields on any accounts.

If you don’t know which form and category to assign to an account, there’s a way
to get that information.

Follow these steps to gather tax line information:

� Choose File | New Company to open the EasyStep Interview Wizard.
� Click Skip Interview.
� In the Enter Your Company Information, enter a name in the Company Name

field (it doesn’t matter what name you use; you’re not creating a company file
you’re going to use).

� In the next wizard window, be sure to select the correct organizational type
from the drop-down list in the Income Tax Form Used field, then click Next.

� In the next wizard window, select the type of company that best describes your
business. (If nothing comes close to matching your business, select General
Business.)

� Click Next, and save the new company file.
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When the new company file is loaded into the QuickBooks window, open the
chart of accounts list and press CTRL-P to print the list. The printed list has the tax
form information you need. Open your real company, open the chart of accounts,
and use the information on the printed document to enter tax form information.

Calculate Other Important Tax Information
There are some taxable numbers that aren’t available through the normal
QuickBooks reports. One of the most common is the report on company officer
compensation if your business is incorporated.

If your business is a C corporation, you file tax form 1120, while a Subchapter S
corporation files tax form 1120S. Both of these forms require you to separate
compensation for corporate officers from the other employee compensation. You
have to calculate those totals from payroll reports (either QuickBooks payroll or an
outside payroll service).

You can avoid the need to calculate this by creating a separate Payroll item called
Officer Compensation and assigning it to its own account (which you’ll also have to
create). Then open the Employee card for each officer and change the Earnings
item to the new item. Do this for next year; it’s probably too late for this year’s end-
of-year process.

Using TurboTax
If you purchase TurboTax to do your taxes, you don’t have to do anything special in
QuickBooks to transfer the information. Open TurboTax and tell it to import your
QuickBooks company file.

Almost everything you need is transferred to TurboTax. There are some details
you’ll have to enter directly into TurboTax (for example, home-office expenses for a
Schedule C form). You can learn more about TurboTax at www.turbotax.com.

Closing Your Books
After all the year-end reports have been run, any necessary journal entries have
been entered, and your taxes have been filed (and paid), it’s traditional to go
through the exercise of closing the books. Typically, closing the books occurs some
time after the end of the fiscal year, usually within the first couple of months of the
next fiscal year, as soon as your business tax forms have been filed.

The exercise of closing the books is performed to lock the books, so no user can
add, remove, or change any transactions. After taxes have been filed based on the
information in the system, nothing should ever be changed. It’s too late. This is it.
The information is etched in stone.
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Understanding Closing in QuickBooks
QuickBooks doesn’t use the traditional accounting software closing procedures. In
most other business accounting software, closing the year means you cannot post
transactions to any date in that year, nor can you manipulate any transactions in the
closed year. Closing the books in QuickBooks does not set the information in cement;
it can be changed and/or deleted by users with the appropriate permissions.

QuickBooks does not require you to close the books in order to keep working in the
software. You can work forever, year after year, without performing a closing process.
However, many QuickBooks users prefer to lock the transactions for a year as a way to
prevent any changes to the data except by users with the appropriate permissions.

Closing the Year
In QuickBooks, you close the year by entering a closing date. This inherently does
nothing more than lock users out of the previous year’s transactions. At the same
time, you can configure user rights to enable or disable a user’s ability to see or
manipulate closed transactions.

Follow these steps to enter a closing date:

� Choose Edit | Preferences to open the Preferences dialog.
� Click the Accounting icon.
� Select the Company Preferences tab.
� Click the Set Date/Password button to open the Set Closing Date And Password

dialog.
� Enter the closing date, which is the last date of the prior fiscal year (see

Figure 17-3).
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T I P : If your fiscal year is different from a calendar year, don’t worry about
payroll. The payroll files and features (including 1099s) are locked into a calendar
year configuration, and closing your books doesn’t have any effect on your ability
to work with payroll transactions.

Preventing Access to Closed Books
To prevent users from changing transactions in the closed year, and to permit certain
users to access those transactions when needed, assign a password for manipulating
closed data. Click Set Password and enter the password in the Set Closing Date And
Password dialog. Press TAB and enter it again in the Confirm Password field.

C A U T I O N : If you’ve set up users and passwords for access to your
QuickBooks data file, only the QuickBooks administrator can set the closing date
and password.

Creating a Year-end Backup
After all the numbers are checked, all the journal entries are made, and the books
have been closed by entering a closing date as described in the previous section, do
a separate backup in addition to your normal daily backup. Burn this backup to a
new, unused, CD/DVD disk, label it “Year-end Backup 2009,” and put it in a safe
place. See Chapter 21 to learn about backing up your QuickBooks files.

Closing Date Exception Report
Want to drive an accountant crazy? Create a report that shows opening balances for
accounts as of the current year, where those opening balances don’t match last year’s
closing balances for the same accounts. The “rule” is that this year’s opening balances
should be exactly the same as last year’s closing balances. When they’re not, accountants
go into a frenzy, and sometimes they won’t leave your office until they’ve found the
reason the balances don’t match. They don’t have an easy time in their quest for the
answer to the question, “What changed, and why did it change?” The business owner
is usually interested in the answer to the question, “Who changed it?”

It can be difficult to find the cause of these mismatched balances, but luckily
QuickBooks Premier editions and Enterprise Solutions editions offer a Closing Date
Exception Report, which lists all transactions that were added or changed after the
closing date. (A transaction that was changed shows the date and amount of the
modification, as well as the date and amount of the original transaction.) If your
QuickBooks configuration includes user logins, the report displays the login name
of the user who created the transaction.

To view the Closing Date Exception Report, choose Reports | Accountant &
Taxes | Closing Date Exception Report. Any transactions that occurred after the
closing date appear in the report.
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Most service businesses sell time; it’s the most important commodity
they have. Actually, most service businesses are really selling
knowledge and expertise, but nobody’s ever figured out how to put
a value on those talents. The solution, therefore, is to charge for
the time it takes to pass along and use all that expertise (that
explanation was originally voiced by Abraham Lincoln as he
explained why and how attorneys charge for time). Even
businesses that are product-based might need to track time for
employees or outside consultants.

Part Three of this book covers all the steps you need to take to set
your system up for tracking time with maximum efficiency and
accuracy.
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Using Time Tracking

In this chapter:

• Configure time tracking

• Fill out timesheets

• Edit timesheets

405

QckBcks TIGHT / QuickBooks 2009 The Official Guide / Ivens / 274-8 / Chapter 18

P:\010Comp\QckBcks\274-8\ch18.vp
Tuesday, September 16, 2008 10:06:59 AM

Color profile: Disabled
Composite  Default screen



QuickBooks includes a time-tracking feature that lets you record the amount of
time you and your staff spend completing a project, working for a customer, or
working for your company (administrative tasks). You can use that information to
invoice customers for time.

In addition to tracking billable time, you can also use this information to analyze
your business. For example, if you charge retainer fees for your services, time
tracking is a terrific way to figure out which customers may need to have the
retainer amount raised.

Configuring Time Tracking
When you create a company in QuickBooks, one of the EasyStep Interview
windows queries you about your desire to track time. If you respond affirmatively,
QuickBooks turns on the time-tracking features. If you opt to skip time tracking,
you can turn it on later if you change your mind. In fact, if you turn it on, you can
turn it off if you find you’re not using it.

If you’re not sure whether you turned on time tracking when you installed your
company, choose Edit | Preferences from the QuickBooks menu bar. Select the Time
& Expenses icon and click the Company Preferences tab. Make sure the Yes option
is selected. The top section of the dialog contains the options for tracking time.
(The bottom section is concerned with invoicing for that time, and those tasks are
covered in other chapters in this book.)

Ill 18-1
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Configuring Your Workweek
By default, QuickBooks assumes your workweek starts on Monday. However, if
your business is open every day of the week, you might want to use a Sunday-to-
Saturday pattern for tracking time.

If you’re tracking time for employees and you plan to use the timesheets for
payroll, it’s a good idea to match the workweek to the week your pay period covers.
Of course, this only works if your pay periods are weekly.

Configuring Workers
You can track time for your employees, outside contractors, or yourself; however,
everybody who must keep track of his or her time has to exist in the system. In
addition, each person must fill out timesheets.

Tracking Employee Time
If you’re running the QuickBooks payroll feature, you already have employees in
your QuickBooks system. You can track the time of any employee who fills out a
timesheet (timesheets are covered later in this chapter).

You can also use the timesheet data to pay an employee, using the number of
hours reported in the time-tracking system to determine the number of hours for
which the employee is paid. For this to work, however, the employee must be
linked to his or her timesheet. This means you have to modify employee records to
link timesheets to paychecks.

Follow these steps to link employees to time tracking:

� Open the Employee Center by choosing Employees | Employee Center.
� Click the Employees tab to display the list of employees.
� Double-click the listing of the employee you want to link to time tracking.
� In the Change Tabs field at the top of the window, select Payroll And

Compensation Info from the drop-down list.
� Select the Use Time Data To Create Paychecks check box (see Figure 18-1).
� Click OK.

You don’t have to link employees to time tracking in order for them to use the
timesheets to record their time—the time-tracking configuration for the employee
is required only if you want to create the paychecks automatically using timesheets.

If you do link an employee to time tracking, while that employee is filling out
timesheets, a QuickBooks message may appear saying that the activity the employee
is reporting is not linked to an hourly rate. QuickBooks will report the rate at
$0.00/hour, which is fine (especially if your employees are on salary).
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Tracking Vendor Time
Any vendor in your system who is paid for his or her time can have that time
tracked for the purpose of billing customers. Most of the time, these vendors are
outside contractors or subcontractors. You don’t have to do anything to the vendor
record to effect time tracking; you merely need to record the time used as the
vendor sends bills.

Tracking Other Worker Time
You may need to track the time of people who are neither employees nor vendors.
The word employee means you have enabled do-it-yourself payroll in QuickBooks.
If you have employees but you don’t use QuickBooks payroll, they’re not employees
to your QuickBooks software.

QuickBooks provides a system list called Other Names, and you can use this list
to collect names that don’t fit in the other QuickBooks lists. Following are some
situations in which you’ll need to use the Other Names list:

• You have employees and use QuickBooks payroll, but you are not an employee
because you take a draw instead of a paycheck. In this case, you must add your
name to the Other Names list if you want to track your own time.
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• You have employees and are not using QuickBooks payroll, so there is no
Employees list in your system. You must add each employee name to the Other
Names list to track employee time.

• You have no employees and your business is a proprietorship or a partnership.
Owner or partner names must be entered into the Other Names list in order to
track time.

Configuring the Tasks
Most of the tasks you track already exist in your system as service items. These are
the items you use when you invoice customers for services. However, because you
can use time tracking to analyze the way people in your organization spend their
time, you may want to add service items that are relevant to noncustomer tasks.

For example, if you want to track the time people spend performing administrative
tasks for the business, you can add a service item called Administrative to your items
list. If you want to be more specific, you can name the particular administrative
tasks you want to track (for example, bookkeeping, equipment repair, new sales
calls, public relations, and so on).

To enter new items, click the Items & Services icon on the Home page (or
choose Lists | Item List from the menu bar). When the Item List window opens,
press CTRL-N to open a new item form. Select Service as the item type (only service
items are tracked in timesheets) and name the new item. Here are some guidelines
for administrative items:

• If you’re specifying administrative tasks, create a service item named
Administration, and then make each specific administrative task a subitem
of Administration.

• Don’t put an amount in the Rate box. You’re not charging a customer for this
service, and you can calculate the amount you’re paying the recipient when you
make the payment (via payroll or vendor checks).

• Because QuickBooks insists that you assign an account to a service, choose or
create an innocuous revenue account (such as Other Revenue, or Time
Tracking Revenue). Don’t worry, no money is ever posted to the account
because you don’t ever sell these services to customers.

The option to configure the item for subcontractors, owners, or partners isn’t
important if you’re creating a service for the purpose of tracking time, because
you’re entering time on the timesheets; you’re not entering amounts.

N O T E : When you actually pay a subcontractor, owner, or partner for work,
you must create specific accounts for those payments. For subcontractors, you
post payments to an expense account that is linked to your 1099 configuration
(covered in Chapter 17). For owners and partners, payments must be posted to a
draw account (which is an equity account).

C H A P T E R 1 8 U S I N G T I M E T R A C K I N G 409

QckBcks TIGHT / QuickBooks 2009 The Official Guide / Ivens / 274-8 / Chapter 18

P:\010Comp\QckBcks\274-8\ch18.vp
Tuesday, September 16, 2008 10:06:59 AM

Color profile: Disabled
Composite  Default screen



Because time tracking can be linked to customers, in order to track administrative
work, you must also create a customer for the occasions when no real customer is
being tracked (those administrative tasks). The easiest way to do that is to create
a new customer to represent your company. For example, you may want to create
a customer named House, or InHouse.

Configuring User Permissions
If you’re using user and password features in QuickBooks, you must make sure
each user who uses timesheets has permission to do so. See Chapter 20 for detailed
information about setting user permissions.

Using Timesheets
QuickBooks offers two methods for recording the time you spend on tasks: Single
Activity and Weekly Timesheet.

• Single Activity is a form you use to enter what you did when you performed a
single task at a specific time on a specific date. For example, a Single Activity
form may record the fact that you made a telephone call on behalf of a
customer, you repaired some piece of equipment for a customer, or you
performed some administrative task for the company.

• Weekly Timesheet is a form in which you indicate how much time and on
which date you performed work. Each Weekly Timesheet entry can also include
the name of the customer for whom the work was performed.

Your decision about which method to use depends on the type of work you do
and on the efficiency of your workers’ memories. People tend to put off filling in
Weekly Timesheets and then attempt to reconstruct their activities in order to
complete the timesheets. This frequently ends up being a less-than-accurate
approach. The method works properly only if everyone remembers to open the
timesheets and fill them in as soon as they complete each task. Uh huh, sure.

T I P : When you fill out a Single Activity form, every time you open a Weekly
Timesheet form, any single activity within that week is automatically inserted into
the Weekly Timesheet.

Tracking a Single Activity
To track one event or task with a Single Activity form (see Figure 18-2), click the
Enter Time icon on the Home page and choose Time/Enter Single Activity from the
menu that appears, or choose Employees | Enter Time | Time/Enter Single Activity
from the menu bar. Use the guidelines in this section to fill out the form.
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The Date field is automatically filled in with the current date. If this activity took
place previously, change the date.

Click the arrow to the right of the Name field and select the name of the person
who performed the work from the list that appears (usually, the person who is
filling out the form). The list contains vendors, employees, and names from the
Other Names list. (You can use <Add New> to add a new name.)

If this time was spent working on a task for a customer rather than performing
an administrative task, select the customer in the Customer:Job field. Do this
whether or not the customer is going to be billed for the time. If the task is specific
to a job, select the job instead of the customer.

In the Service Item field, select the task, and in the Duration box, enter the
amount of time you’re reporting, using the format hh:mm.

If this time is billable to the customer, the Billable check box should be marked
(it is by default). If the time is not going to be billed to the customer, click the box
to remove the check mark.

If the Payroll Item field appears, select the payroll item that applies to this time
(for example, salary or hourly wages). This field appears only if the name (in the
Name field) is an employee, and the employee record has been linked to the time-
tracking system (explained earlier in this chapter).

Use the Notes box to enter any comments or additional information you want to
record about this activity.

When you finish creating the activity, click Save & New to fill out another Single
Activity form, or click Save & Close to finish.
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N O T E : If an employee is not configured for using time data to create
paychecks, QuickBooks asks if you’d like to change that configuration. If the
employee is just tracking time for job-costing purposes and is not paid from
these timesheets, click No.

Using the Stopwatch
You can let QuickBooks track the time you’re spending on a specific task. Click the
Start button in the Duration box of the Activity window when you begin the task.
QuickBooks tracks hours and minutes as they elapse.

• To pause the counting when you’re interrupted, click Pause.
• To pick up where you left off click Start.
• To stop timing, click Stop. The elapsed time is displayed.

You can set the format for reporting time, both on the activity sheet and in the
stopwatch window. Some companies prefer the hh:mm format; others prefer a
decimal format (such as 1.5 hours). To establish a default based on your preference,
choose Edit | Preferences and click the General category. Then select the Company
Preferences tab and use the options in the Time Format section of the dialog to
select the appropriate format.

Ill 18-2

Using Weekly Timesheets
A Weekly Timesheet records the same information as the Single Activity form,
except that the information is recorded in week-at-a-time blocks. To use this form,
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click the Enter Time icon on the Home page, and choose Use Weekly Timesheet (or
choose Employees | Enter Time | Use Weekly Timesheet from the menu bar). The
Weekly Timesheet window opens (see Figure 18-3).

Follow these steps to fill out the timesheet:

� Select your name from the list that appears when you click the arrow to the
right of the Name field. (If you’re filling out a timesheet for a subcontractor
who reported time to you, select the subcontractor’s name.)

� If you want to enter time for a different week, click the calendar button and
enter the first day of any week for which you want to enter activities. (The first
day of your company workweek is set in Edit | Preferences | Time & Expenses,
as explained earlier in this chapter.)

� Click in the Customer:Job column to display an arrow that you click to see the
Customer List. Select the customer connected to the activity (or select the in-
house listing if you’re performing administrative work unconnected to a
customer).

� Enter the service item that describes your activity.
� If you’re an employee whose paycheck is linked to your timesheets, select the

Payroll Item that fits the activity. If your name is attached to the Other Names
or Vendor List, or you’re an employee who is not paid from the timesheets, you
won’t see a Payroll Item column.

� In the Notes column, enter any comments you feel are necessary.
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� Click the column that represents the day for which you are entering this
activity and enter the number of hours worked on this task. Repeat for each day
that you performed this activity. If you’re linking the activity to a customer, all
the days you indicate must be for this activity for this customer.

	 Move to the beginning of the next row to enter the next timesheet entry (a
different activity, or the same activity for a different customer), repeating until
you’ve accounted for your time for the week.


 For each row, indicate whether the time is billable in the rightmost column.
� By default, all time entries linked to a customer are billable. Deselect the

Billable check box if the time on this row is not billable.
� Click Save & New to use a timesheet for a different week, or click Save & Close

if you’re finished entering time.

Copying Previous Timesheets
You can copy the previous week’s timesheet by clicking the Copy Last Sheet button
after you enter the current date in the timesheet window and select a name. This is
useful for employees who have the similar timesheet data every week, a description
that frequently applies to your office staff. Because many staff tasks aren’t charged
against a customer or job, the timesheet may be identical from week to week. For
many staff employees, the only entry is the administrative service you created for
in-house work, and the only customer is your own company. The only reason to fill
in the data is to make sure every hour worked is transferred to the payroll data.

T I P : If timesheets are similar, but not identical, from week to week, it’s
efficient to copy the previous week’s timesheet and then make adjustments.

Reporting Timesheet Information
Before you use the information on the timesheets to bill customers or pay workers,
check the data on the timesheet reports. You can view and customize reports, edit
information, and print the original timesheets.

Running Timesheet Reports
To run reports on timesheets, choose Reports | Jobs, Time & Mileage. You’ll see a long
list of available reports, but the following reports provide information on time tracking:

• Time By Job Summary Reports the amount of time spent for each service on
your customers and their jobs.

• Time By Job Detail Reports the details of the time spent for each customer
and job, including dates and whether or not the time was marked as billable
(see Figure 18-4). A billing status of Unbilled indicates the time is billable but
hasn’t yet been transferred to a customer invoice.
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• Time By Name Reports the amount of time each user tracked.
• Time By Item Provides a quick analysis of the amount of time spent

performing services your company is providing and to whom.

If you’ve made it a practice to encourage people to enter comments in the Notes
section of the timesheet, you should customize the report format so it includes
those comments. You can do this only in the Time By Job Detail report, which you
must modify to select Notes in the Columns list

To make sure you always see the notes, you should memorize this report. Click
the Memorize button on the report button bar to open the Memorize Report dialog,
and enter a name for the report (such as Time by Job with Notes). Hereafter, it will
be available in the Memorized Reports list.
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FIGURE 18-4 Generate a report to check everything before billing customers or entering payroll
information.
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Editing Entries in a Report
While you’re browsing the report, you can double-click an activity listing to see the
original entry, an example of which is seen in Figure 18-5. You can make changes in
the original entry, such as selecting or deselecting the billable option or changing
the note field by adding a note or editing the content of the existing note.

If you make changes, when you click Save & Close to return to the report
window, QuickBooks displays a message to ask whether you want to refresh the
report to accommodate the changes. Click Yes to see the new, accurate information
in the report. In fact, it’s a good idea to select the option to stop asking you the
question, because any time you make changes in transactions that you accessed
from a report window, you want to see the effect on the report.

Editing the Original Timesheets
Before you use the timesheets for customer billing or payroll, make sure you
examine them and make any needed corrections. In fact, you may want to take this
step before you view any of the Time reports.

The most common revision is the billable status. If you have outside contractors
or employees filling out timesheets, it’s not unusual to have some confusion about
which customers receive direct time billings. In fact, you may have customers to
whom you send direct time bills only for certain activities and provide the
remaining activities as part of your basic services.
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FIGURE 18-5 You can open any entry listed on the report to view the details.
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To check timesheets, just open a new weekly timesheet (choose Employees |
Enter Time | Use Weekly Timesheet from the menu bar). Enter the name of the
person connected to the timesheet you want to inspect. Use the Previous or Next
arrow at the top of the timesheet window, or click the calendar button to the right
of the Week Of field to move to the timesheet you want to inspect. Then edit the
information as necessary:

• You can change the number of hours for any activity item.
• Click the check box in the Billable column (the last column) to reverse the

current status (it’s a toggle).
• To view (and edit if necessary) any notes, first click in any of the weekday

columns to activate the Edit Single Activity icon at the top of the timesheet
window. Click that icon to see the entry as a single activity, with the entire note
available for viewing or editing.

C A U T I O N : If you’ve already used the timesheet data to create an invoice
for the customer or to pay the employee, the changes you make are useless. It’s
too late. Customer invoices and payroll records are not updated with your edits.

Printing the Weekly Timesheets
It’s a common practice to have employees print their Weekly Timesheets and deliver
them to the appropriate management people. Usually that means your payroll person
(or the person who phones in the payroll if you use an outside payroll service) or a
personnel manager. However, instead of having each user be responsible for handing
in the timesheet, it’s a good idea to designate someone (such as your payroll manager)
to perform this task. That way, all the timesheets are printed and available in a
timely manner.

To print timesheets, choose File | Print Forms | Timesheets from the QuickBooks
menu bar to open the Select Timesheets To Print window shown in Figure 18-6.

• Change the date range to match the timesheets you want to print.
• By default, all timesheets are selected. To remove a timesheet, select its listing

and click the column with the check mark to deselect that listing. You can click
Select None to deselect all listings, then select one or more specific users.

• To see any notes in their entirety, select the Print Full Activity Notes option.
Otherwise, the default selection to print only the first line of any note is
empowered.

The Select Timesheets To Print dialog has a Preview button, and clicking it
displays a print preview of the selected timesheets. If you click the Print button in
the Preview window, the timesheets are sent to the printer immediately, giving you
no opportunity to change the printer or any printing options. Clicking the Close
button in the Preview window returns you to the Select Timesheets To Print dialog,
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where clicking OK brings up the Print Timesheets dialog. Click OK to open the
Print Timesheets window, where you can change the printer or printing options.
You should change the number of copies to print to match the number of people to
whom you’re distributing the timesheets.

One thing you should notice about printed (or previewed) timesheets is the last
column, which indicates the billing status. The entries are codes, as follows:

• B Billable but not yet invoiced to the customer
• N Not billable
• D Billable and already invoiced to the customer

After you’ve configured QuickBooks to track time, you can create customer
invoices for billable time. Chapter 3 explains how to create invoices, and Chapter 6
covers the functions available for invoicing reimbursable expenses and time
charges.
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FIGURE 18-6 Print the timesheets for every person who tracks time.
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Selecting Additional Transactions to Remove
In the next wizard window, you can select one or more types of existing transactions
to remove, even though they wouldn’t be removed automatically during a file
cleanup process (see Figure 21-6). For example, if you have a transaction marked
“To Be Printed” that’s more than a year old, you probably aren’t planning to print it
(and you probably forgot you ever created it). When you’ve made your selections,
click Next.
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FIGURE 21-5 You can choose to clean up your file, or empty it.

FIGURE 21-6 You can remove transactions that QuickBooks would normally keep, but make
these selections thoughtfully.
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Removing Unused List Elements
In the next window you can select the lists that may have elements that won’t be
used after old transactions are removed (see Figure 21-7). Click the list(s) you want
QuickBooks to examine to determine whether there are unused listings, and if so,
remove them.

Click Next to see an informational window in which the cleanup process is
explained. Click Begin Cleanup to start the process. QuickBooks displays a message
telling you that first your data file needs to be backed up. This is not an everyday
backup, it’s the last backup of a full data file before information is removed. Therefore,
add text to the name of the backup file to indicate that it’s special (for instance,
MyCompanyFile-BeforeCleanupJun2009.QBB). Click Save to begin the backup.

As soon as QuickBooks finishes backing up, it starts removing data. You’ll see
progress bars on your screen as each step completes. When the job is complete,
you’re given the name of the archive copy of your data file.

The archive copy is intact, just the way your file was before you ran the cleanup
feature. This means you can open it if you need to see transaction details the next
time a customer or vendor calls to discuss an old, old transaction.

Removing All Transactions with the Cleanup Wizard
The Clean Up Company Data feature offers an option to strip the file of all
transactions, leaving behind only the lists and the configuration settings you
created for printers and Edit | Preferences categories.
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FIGURE 21-7 Empty lists of elements you created but never used.

P:\010Comp\QckBcks\274-8\ch21.vp
Tuesday, September 16, 2008 10:25:31 AM

Color profile: Disabled
Composite  Default screen



Often, this function is used shortly after you start using QuickBooks as a way to
“start all over.” Accountants tend to recommend this as a quicker way to straighten
out misposted transactions than forming a new company file. Other reasons to use
this function include the following:

• Start a new file at the beginning of a new year when the current company file
has become so large that working in it is slower than you’d like.

• A company has changed its legal structure (from a proprietorship to a corporation
or to an LLC). Payroll, equity accounts, and other elements of the file must be
changed to reflect the new organization type.

QuickBooks creates a backup of the file before beginning the process and creates
an archive of the file before clearing the transactions, so you don’t really wipe out
the company’s history.

N O T E : This function won’t run if you have payroll transactions for the
current year.

Using the Audit Trail
QuickBooks automatically tracks all the additions, deletions, and modifications
of transactions in your data file. This record is called an audit trail, and it lets you
keep an eye on the activity in your data file. You can view the report by choosing
Reports | Accountant & Taxes | Audit Trail.

The report lists each transaction, along with the action that affected that transaction,
the user who performed the action (if you enabled user login), and the financial
information. The transaction action is displayed in bold type, for example, Deleted
Invoice, ID#643. (The ID# is an internal QuickBooks number.)

N O T E : After you perform a file cleanup, all audit-trail data for removed
transactions is removed.

Updating QuickBooks
QuickBooks provides an automatic update service you can use to make sure your
QuickBooks software is up-to-date and trouble-free. This service provides you with
any maintenance releases of QuickBooks that have been created since you purchased
and installed your copy of the software. A maintenance release is distributed when
a problem is discovered and fixed, or when a new feature is added to the software.

N O T E : This service does not provide upgrades to a new version; it just
provides updates to your current version.
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You can enable automatic updates, which means QuickBooks periodically checks
the Intuit update site on the Internet for updates to your version of QuickBooks.
If new files exist, they’re downloaded to your hard drive. If you turn off automatic
updates, you should periodically check for new software files manually. Choose
Help | Update QuickBooks and go to the Update Now tab to select and download
updated files.

Configuring QuickBooks Update Service
Choose Help | Update QuickBooks and move to the Options tab to configure the
Update feature. You can enable or disable the automatic check for updates. If you
enable automatic updates, set the download location for storing update files.

If you’re using QuickBooks on a network, you can configure the update service
to share downloaded files with other users. When this option is enabled, QuickBooks
creates a subfolder on the computer that holds the shared QuickBooks data files,
and the other computers on the network use that subfolder as the source of updated
files (instead of going online and downloading files).

For this to work, every user on the network must open his or her copy of
QuickBooks and configure the Update options for Shared Download to reflect
the folder location on the host computer. The folder location is displayed on the
Options tab when you select the Shared Download option.
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Fixed Asset Manager

The values of fixed assets decline over time,
and calculating the decline is a thorny
undertaking. The calculations for
depreciation or amortization are extremely
complicated, mostly due to the vast number
of IRS regulations on the subject. To make it
worse, the regulations change frequently, so
keeping up with current rules is a
complicated task.
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In addition to making sure your depreciation calculations don’t cause a problem
with the IRS, the amounts involved in depreciation transactions have a direct effect
on your business:

• The amount by which an asset is depreciated affects the worth of a business
because the net (reduced) current value is used on the balance sheet

• The depreciation amount affects the business’ tax bill (depreciation is
deductible)

The QuickBooks Fixed Asset Manager makes it easier to track and depreciate
assets, and enter the resulting calculations in both the tax return and the
QuickBooks company file.

N O T E : The Fixed Asset Manager is included in QuickBooks Premier
Accountant Edition and in all editions of QuickBooks Enterprise Solutions.

Overview of Fixed Asset Manager
Fixed Asset Manager is a robust, complex program, and this appendix provides an
overview of its features. Here’s a laundry list that should help you find your way as
you discover all sorts of innovative ways to use the program’s power:

• A detailed asset entry screen that you can customize
• Up to five user-defined classifications for tracking assets
• Six depreciation bases (Book, State, Federal, Other, AMT, and ACE)
• Projected depreciation calculations
• Disposition tracking
• Onscreen queries and custom sorting options for the asset list
• Full calculation overrides (also applies when linking to Pro Series)
• A report list feature that allows you to group commonly-used reports for easy

access and printing
• An export feature that allows you to transfer asset information into ProSeries

federal tax products
• A desktop workspace you can customize
• A toolbar for quick access to common tasks

QuickBooks Files and Fixed Asset Manager
When you open Fixed Asset Manager in QuickBooks (choose Accountant | Manage
Fixed Assets), the currently loaded QuickBooks company file links to the Fixed
Asset Manager. You can create a new Fixed Asset Manager client file for this
company, transfer prior year clients from QuickBooks Fixed Asset Manager or
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ProSeries Fixed Asset Manager to the current year, reconnect Accountant’s Review
Copy with Fixed Asset Manager or restore a previous QuickBooks Fixed Asset
Manager file from a backup.

QuickBooks Company Information
Fixed Asset Manager must know the type of tax form this business files. To make
sure the right tax form is configured for the company file (or, for that matter, to
make sure the tax form information isn’t blank, which is often the case), choose
Company | Company Information and check the data in the dialog box.

Fixed Asset Manager uses other company information (such as the address, EIN
or Social Security number, and so on) when it creates the Fixed Asset Manager file,
and you can view that information within Fixed Asset Manager. However, you can’t
edit the information in Fixed Asset Manager, so you must make sure the data is
correct in the Company Information dialog box.

Company Fixed Assets List
QuickBooks provides a Fixed Asset Item list, which tracks the purchase date, the
description, and the cost of each fixed asset the company owns. When your clients
use this list within QuickBooks, the list is inert; that is, it performs no calculations
and is not automatically linked to transaction data entry in QuickBooks. When
clients purchase or sell a fixed asset, and create the appropriate transaction entry
(a check, a loan, or a cash receipt), the information is not automatically transferred
to the Fixed Asset Item list.

Even though the Fixed Asset Item list is nothing more than a list, with no ability
to interact with standard QuickBooks software calculations, Fixed Asset Manager
can read (import) this list. If the Fixed Asset Item list exists in the company file,
your work in Fixed Asset Manager is faster and easier. Another advantage of using
the Fixed Asset Item list in QuickBooks is that assets in the list are linked to a
Fixed Asset account. In a roundabout way, this ensures the QuickBooks company
file has one or more Fixed Asset accounts. Fixed Asset Manager can use that
account information, which is another efficient time saver.

Fixed Asset Manager Client File Setup
You must create a Fixed Asset Manager client file for each company, and if no file
exists for the currently loaded company when you open Fixed Asset Manager, the
process of creating the file begins automatically.

If you’d previously set up a Fixed Asset Manager client file for this company, but
the currently open company file is an Accountant’s Copy, select the option to
reconnect the Accountant’s Copy to Fixed Asset, and a wizard walks you through
the task of opening the file.
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When you choose to create a new client, the Fixed Asset Manager New Client
Wizard launches, and you click Next to move through each wizard window. The
first wizard windows display the company information for the client, and you
cannot edit that information (see the previous sections on making sure the company
information is correct before running Fixed Asset Manager). The wizard then asks
you to respond to queries about the following data:

• Current fiscal year
• Prior short years
• Qualification for the “small corporation” exemption from AMT
• Depreciation bases
• Default depreciation method for each selected basis

The wizard offers the chance to import the fixed assets for this company
automatically, using the information in the Fixed Asset Item list in the company
file. You can also enter the fixed assets manually.

A client summary is displayed on the last wizard window—click Finish to end
the client set up and begin using Fixed Asset Manager. (If you automatically
synchronized the fixed assets from the client company Fixed Asset Item list, a log
appears to report the fixed assets that were imported.)

When you opt to transfer information from client files for the prior-year version
of QuickBooks Fixed Asset Manager, or from ProSeries Fixed Asset Manager, into
this year’s version, the Transfer Client Wizard launches. Click Next to move
through each wizard window. Select the client you want to transfer on the first
wizard window that appears. The wizard then asks you to respond to the queries
about the following data:

• Calculation options
• Qualification for the “small corporation” exemption from AMT
• QuickBooks Asset Synchronization

When a client summary appears on the last wizard window, click Finish to
complete the transfer and begin using Fixed Asset Manager.

Importing Data from Other Software
If you or your client have been keeping depreciation records in another software
application, you can import the data to Fixed Asset Manager. Once your Fixed
Asset Manager client file is set up, the software can import data from a Comma
Separated Value (CSV) format file. You must map the fields in the import file to
the fields in Fixed Asset Manager. Fixed Asset Manager provides help for this task
during the import.
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T I P : If the other program can’t save to a file in CSV format, but can save
data in a file format that is readable by Microsoft Excel, open the file in Excel,
and then save the file in CSV format.

If you’ve been managing fixed assets in ProSeries tax software, you can import
data directly from that software to Fixed Asset Manager.

Working in Fixed Asset Manager
After the client file is set up, the Fixed Asset Manager software window opens so
you can begin your work. By default, the software window opens with the Schedule
tab selected. The tabs at the bottom of the window represent the bases you selected
for depreciation. Select the Schedule Tab, and as you select each basis tab the data
changes appropriately.

Schedule Tab
In the Schedule tab, Fixed Asset Manager identifies the assets using the text in the
Purchase Description field of the QuickBooks Fixed Asset Item list—not the text in
the Name field. In fact, Fixed Asset Manager doesn’t even import the name field
from the QuickBooks Fixed Asset Item list.

Fixed Asset Manager assigns a number to each asset, and that number becomes
the asset’s name (you can think of it as a code) in the Fixed Asset Manager client
file. To arrive at the number (code), Fixed Asset Manager reads the text in the
Purchase Description field and appends a hyphen surrounded by spaces, followed
by the next available number. For example, if the Description text is Workstation
Computer, the Fixed Asset Manager name becomes “Workstation Computer - 1.”
If another asset has the same description (in QuickBooks, only the Name must be
unique, and the Name field isn’t used by Fixed Asset Manager, so duplicates can
occur when synchronizing with Fixed Asset Manager), the next number is
appended to the text (“Workstation Computer - 2”). Asset numbers are appended
in the order in which they are sorted in the Fixed Asset Item List in QuickBooks
(which sorts on the QuickBooks Name field).

You can sort assets differently by changing the criteria in the sort set. In addition,
you can choose to edit an existing sort set or create a custom sort set. You can also
change the asset list and the columns in the Schedule tab using the View Column
Set, Sort Assets By and Apply Query Criteria controls on the Asset toolbar. To view
amounts for any basis supported in a client’s file, click the corresponding tab at the
bottom of the Schedule tab. The Schedule tab lists all the assets in the Fixed Asset
Manager client file. The asset that’s currently selected is the asset used when you
visit any of the other tabs at the top of the software window.
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Asset Tab
Use the Asset tab to enter information about tax forms, the QuickBooks chart of
accounts, and other items for the asset you selected in the Schedule tab.

The upper section of the tab is the place to enter general information for the
selected asset, including any classification fields. The bottom section of the Asset
tab is the Basis Detail section. Enter the cost, date acquired, tax system, depreciation
method, recovery period, and other information needed to calculate the asset’s
depreciation. You can also configure Section 179 deductions here, if appropriate
for this asset.

Disposal Tab
Use the disposal tab to dispose of assets. Fixed Asset Manager displays the cost
basis, and any Section 179 deductions. Enter the sales price, the expense of sale,
and any other relevant information about the Disposal.

Select a property type from the drop-down list to determine where the disposal
information will appear on Form 4797, Sales of Business Property (for ProSeries
client file exports).

Projection Tab
Use the Projection tab to determine the best depreciation method for the selected
asset by reviewing its projected depreciation. Use the Bases tabs at the bottom of the
window to see the projections.

T I P : You can change information in the Asset tab to alter the projections
available in the Projection tab.

N O T E : The other tabs on the Fixed Asset Manager window are informational.
The Notes tab is a blank window where you can write notes and reminders. The
Calendar tab displays information about an asset on the selected date (select
date acquired, date of disposal, or both).

Using the Section 179/40% Test
To determine whether the Section 179 deductions claimed for the current year are
within allowed limits, or to calculate the percentage of assets acquired in the last three
months of the year, use the Section 179/40% test. Perform these diagnostics after you
enter client asset information and before you print reports or link the file to the
client’s tax return. To perform these tests, choose Tools | 179/40% Test. Review the
Section 179 test, then click the 40% test tab to review mid-quarter totals.
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Reviewing Section 179 Limitations
The Section 179 test determines the total cost of all eligible Section 179 property,
the total Section 179 expense deduction made, and how much of the deduction
exceeds federal limits for the active year.

Reviewing the Mid-quarter 40% Test
Fixed Asset Manager totals the cost of all assets purchased in the active year and all
assets purchased in the last quarter of the active year. If the percentage of assets
purchased in the last quarter is greater than 40%, you can convert these assets to
the mid-quarter convention.

Using the Client Totals Summary
Use the Client Totals Summary to review the accumulated cost and depreciation
before and after current-year calculations for each basis supported in a client file.
To see the Client Totals Summary, choose View | Client Totals.

Calculating Depreciation
When the selected asset is properly configured, go to the Asset tab and choose
Asset | Calculate Asset. If the command is grayed out, Fixed Asset Manager does
not have all the information it needs to perform the calculation. Check all the fields
to make sure you’ve entered the required information about this asset.

You can set Fixed Asset Manager to automatically calculate assets after making
modifications using the Program Options window. To select this setting, choose
Tools | Program Options. Select the Automatically Calculate Assets option, and
click OK to save the change.

Posting the Journal Entry to QuickBooks
Fixed Asset Manager automates the process of creating a journal entry for
depreciation expense and/or accumulated depreciation. Choose QuickBooks | Post
Journal Entry to QuickBooks, and then enter the appropriate information.

Producing Reports
Fixed Asset Manager provides a variety of report options, including pre-configured
report templates. You can sort and select the information you want to print, and the
order in which you print it. Table A-1 describes the purpose of each predefined report.

You can select the reports you want to associate with your client using the
Report List Organizer and create a custom report list. Having a custom report list
allows you to batch print reports. To organize a report list, choose Reports | Report
List Organizer.
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ACE Adjustment Calculation To determine the total ACE adjustment needed to compute a tax
return for a corporation. Assets are grouped by category and
sorted by asset number within each group.

Amortization Schedule by G/L
Account Number

To see a summary of the activity of the amortized assets. Assets
are grouped by general ledger account number and sorted by
asset number within each group.

Amortization Schedule by
User Defined
(1 to 5)

To see a summary of the activity of the amortized assets,
grouped by one user-defined classification. (There is a report for
each user-defined field that you use.) Assets are grouped by the
user-defined field and sorted by asset number within each group.

AMT Adjustment Calculation To print the necessary information for AMT depreciation
adjustment reporting (Federal depreciation − AMT depreciation =
AMT adjustment). Assets are grouped by category
and sorted by asset number within each group.

Asset Disposition by Asset
Sale Description

To see a summary of disposition information according to the sale
description assigned to each asset. Assets are grouped by asset
sale description and sorted by asset number within each group.

Asset, Basis and Disposal
Detail Report

To print the asset details for each asset in the Asset and Disposal
tabs that you see on-screen.

Assets Acquired in the Current
Year

To see a summary of each asset purchased in the current year.
Assets are grouped by general ledger account number and sorted
by acquisition date within each group.

Depreciation Schedule by G/L
Account Number

To see an activity summary for each asset, grouped by general
ledger account number. Assets are sorted by acquisition date
within each group.

Depreciation Schedule by
User Defined
(1 to 5)

To see an activity summary for each asset, grouped by one
user-defined category. (There is a report for each user-defined
field that you use.) Assets are sorted by asset number within
each group.

Lead Schedule by Category To see an activity summary for each asset, grouped by category,
in a traditional lead schedule format. Assets are sorted by asset
number within each group.

Lead Schedule by G/L Asset
Account

To see an activity summary for each asset, grouped by general
ledger account number, in a traditional lead schedule format.
Assets are sorted by asset number within each group.

Lead Schedule by Location To see an activity summary for each asset, grouped by location, in
a traditional lead schedule format. Assets are sorted by asset
number within each group.

TABLE A-1 Fixed Asset Manager Predefined Reports
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Exporting Depreciation Data
Fixed Asset Manager has built-in tools for exporting depreciation data. The export
file you create is imported to the appropriate software. The following file formats
are supported:

• ProSeries
• Microsoft Word
• Microsoft Excel
• ASCII (text) file
• CSV file
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Lead Schedule by Tax Form
and Property Description

To see an activity summary for each asset, grouped by tax form
and property description, in a traditional lead schedule format.
Assets are sorted by asset number within each group.

Monthly G/L Accumulated
Account Summary

To see the total monthly cost additions and deletions and their
beginning and ending balances. This report is grouped by General
Ledger Asset Account. Assets without assigned account numbers
are grouped by “No Account Number.”

Monthly G/L Asset Account
Summary

To see the total monthly accumulated depreciation/amortization
additions, and deletions and their beginning and ending balances.
This report is grouped by General Ledger Accumulated Depreciation
and Amortization account. Assets without assigned account numbers
are grouped by “No Account Number.”

Monthly G/L Expense Account
Summary

To see the total monthly depreciation/amortization expense
additions and deletions, and beginning and ending accumulated
depreciation and amortization balances. This report is grouped by
General Ledger Depreciation and Amortization Expense account.
Assets without assigned account numbers are grouped by “No
Account Number.”

Personal Property Schedule by
Year of Acquisition

To see a summary of depreciation amounts for assets that you
marked as personal property. Assets are grouped by the year
each asset was placed in service, and sorted by acquisition date
within each group.

Projection by Category To see a five-year projection for each asset. Assets are grouped
by category, and sorted by asset number within each group.

Remaining Basis Over
Remaining Life Report

To identify assets that were not fully depreciated. Assets within
this report are grouped and subtotaled by category.

TABLE A-1 Fixed Asset Manager Predefined Reports (Continued )
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Tax Worksheets
Fixed Asset Manager provides the following tax worksheets that can help you
complete the depreciation-related portions of your clients’ returns:

• Form 4562 Part I—Section 179 Summary Copy
• Form 4562 Part II & III—Lines 15, 16, and 17
• Form 4562 Part III—Lines 19 and 20
• Form 4562 Part IV—Summary
• Form 4562 Part V—Listed Property
• Form 4562 Part VI—Amortization
• Form 4797 Part I—Property Held More Than One Year
• Form 4797 Part II—Ordinary Gains and Losses
• Form 4797 Part III—Gains from Disposition of Depreciable Property
• Form 4626—Depreciation Adjustments and Tax Preferences
• Form 4626—ACE Worksheet
• Form 4626—Gain/Loss Adjustments

Fixed Asset Manager completes each worksheet automatically using the
information in the client’s file.
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Intuit Statement
Writer

The Intuit Statement Writer (ISW) gives you
the power to customize financial statements
that are directly linked to a client’s
QuickBooks data. You don’t have to export
the data to other programs to create a
customized statement; instead, you can
produce exactly what you want
immediately. QuickBooks includes ISW in
all editions of QuickBooks Enterprise
Solutions. ISW can be purchased separately
to run in conjunction with QuickBooks
Premier Accountant Edition. ISW requires
Microsoft Office 2003 or later.
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Overview of Features
The Intuit Statement Writer is a program that runs inside of Microsoft Excel and
adds additional commands and capabilities to control the importation of
QuickBooks data into the Excel spreadsheet for manipulation.

ISW includes the following features, all of which provide more control of your
financial statements than is provided with standard QuickBooks reports:

• Start from any one of 23 Financial Statement templates, including Balance
Sheets, Income Statements, and Budget-to-Actual Statements.

• Customize statements by inserting columns or rows to show prior year
balances, percentages and variances between other columns, subtotals, and
more.

• Use your customized statements for any client.
• Format the statement any way you want using familiar Excel spreadsheet

capabilities.
• Save your financial statements for each client to separate file locations.
• Insert rows for subtotals, group accounts in any way that you want, or add

blank rows for spacing.
• Update your client’s statement for the following period in seconds.
• Create custom Appearances that specify all of the font characteristics (font

name, size, bold, italic, etc.) for each element of your financial statement. These
Appearances can then be used across all of your financial statements to produce
a customized statement look.

N O T E : With the Intuit Statement Writer you can create a standard set of
financial statements that are in accordance with Generally Accepted Accounting
Principles (GAAP).

ISW and QuickBooks Data Files
As a built-in program, ISW opens from within QuickBooks, by choosing Reports |
Intuit Statement Writer or Accountant | Intuit Statement Writer. The data in the
currently open QuickBooks company file is automatically connected to ISW, so
open the client company file you want to work with before you launch ISW.

Your client’s statement data is always connected to the source. This means
updating financial statements is easy and efficient, because the balances update
automatically when the file is opened. While you’re viewing an ISW financial
statement, you can use the QuickZoom feature to view and/or edit the details of a
source transaction. When you return to the financial statement, your ISW statement
can be updated instantly by pressing the Refresh button on one of the ISW toolbars.
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ISW Operation
Creation/Opening of Financial Statements
The first couple of dialog boxes that appear upon the launch of ISW will guide you
through the creation of a new financial statement, or the opening of an existing
statement.

• Create a new set of financial statements.
• Edit saved financial statements.
• View the list of available financial statement templates.
• Select a template for the new financial statement (see the section “ISW

Templates,” later in this appendix).
• Select a period for which a statement needs to be generated.
• Set the statement basis.

By default, each new financial statement that is created will be saved in a
directory that is specifically created and associated with the currently open
company file. If desired, you may use the normal Excel Save As command to save
your statement to the location of your choosing.

ISW Templates
ISW comes with a large selection of customizable financial statement templates.
Choose from a wide variety of balance sheets, income statements, and budget-to-
actual reports.

While you can easily create a financial statement from scratch, it’s quicker to use
one of the financial statement templates as your starting point. You can easily make
changes to the template to customize it for your client’s needs or your own
preferences. Give your altered template a new name so you can use it in the future.

Editing Financial Statements
Once a financial statement has been created or opened, then the contents are
displayed within the Excel spreadsheet. In addition, ISW provides add-in
components to Excel to provide additional QuickBooks-specific functionality.

ISW Menu
ISW inserts an additional special Statement Writer menu into the Excel menu
toolbar. This menu provides direct access to ISW-specific functionality.

ISW Toolbars
In addition to the Statement Writer menu, ISW inserts its own toolbar into the
Excel toolbar area. This toolbar provides specific New, Open, Save, and Save As
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operations (since ISW files are slightly different from normal Excel files), plus Roll
Up, Refresh, QuickZoom, and Help buttons. There is also a button to force the
redisplay of the Action Panel in case it is accidentally (or intentionally) closed
during operation.

Action Panel
The Intuit Statement Writer Action Panel will appear to the one side or the other of
the Excel spreadsheet with a title bar that says Document Actions. This panel can
be moved to either side of Excel, or it can be detached and allowed to float freely.
This panel consists of five different sections: Statement Properties, Row Properties,
Column Properties, General, and Help. You can use the Properties panels to quickly
view or change the properties for a particular area of the financial statement. If the
properties you want to view do not appear in the Properties panel, click the arrows
to expand the section.

The Statement Properties section allows you to view and/or alter the overall date
range and reporting basis for the current financial statement.

The Row Properties section is used primarily for the viewing and editing of
which accounts are assigned to which rows of the report. ISW will initially assign
all accounts to their respective locations within the report, based on the selected
statement template. If you wish to display more or less detail in your statement, you
may combine multiple accounts into a single row by selecting the rows in Excel,
then pressing the Roll Up button in the ISW toolbar. Inversely, individual accounts
may be split out from an existing row via the Split Out button in the Row
Properties section to display more detail in the statement.

The Column Properties are used to set the date range for account balances
displayed in that column. For example, you can configure one column for the prior
period balances and the next column for the current period balances.

The General section provides an alternative method of accessing several
additional ISW functions that can also be invoked via the Intuit Statement Writer
menu. The Accountant Information allows you to specify your firm’s name, address,
and any additional desired information, so that it can be retrieved by ISW and
inserted into template headers automatically. The Edit Appearance function gives
you the ability to create a specification as to the overall look of your financial
statement from a font and size perspective. These appearances can then be saved
and used across multiple statements to provide a common professional look and
feel for your company’s financial statements.

The Help section gives you direct access to ISW-specific help information.

Excel Spreadsheet
The Excel spreadsheet displays the account descriptions, balances, report headers
and footers, column headers, and the results of the formulas you’ve entered. This
lets you customize statements by inserting columns or rows to show prior year
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balances, percentages, and variances between other columns and subtotals. You can
also insert rows for subtotals to group accounts in any way you prefer, or add blank
rows for spacing.

In addition to all of the fields that Excel supports for insertion into your
document, you can also add more information to a financial statement by inserting
one of the special ISW-defined fields:

• Statement Date Prints the statement ending date.
• Statement Basis Prints the statement basis (cash or accrual).
• Client Information Prints the selected field from the Client Information

window; includes such fields as company name, e-mail address, URL for the
company’s website, and so on.

• Accountant Information Prints the selected field from the Accountant
Information window; includes such fields as firm name, e-mail address, URL
for the accounting firm’s website, and so on.

Previewing and Printing Financial
Statements
You can preview and print all of your financial statements using the normal
capabilities of Microsoft Excel.

Export Financial Statements
Your ISW financial statements are contained in an Excel file, along with additional
information that is only accessible to ISW. If you wish to create a normal Excel
(XLS) file, you can export your financial statements to a plain Excel format. The
plain Excel file (XLS) will not contain any of the ISW information, such as which
accounts are contained in each row, and all of the numbers contained in the
document will be static; i.e., they cannot be updated at the push of a button from
the QuickBooks company file.

E-mailing Financial Statements
You have the convenience of e-mailing financial statements to another accountant
from the Intuit Statement Writer, just by using the normal Microsoft Excel e-mail
facilities.
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replacing voided transactions, 298
reports of voided transactions, 344

voucher checks, 177
vouchers, 437

W

W-2 forms
based on paycheck dates, 216
e-filing, 239
printing, 237–240

W-3 forms
e-filing, 239
printing, 237–240

W-4 forms, 207
wallet checks, 178
warning messages

creating duplicate invoice
numbers, 447

date warnings, 436
deleting transaction or unused list

item, 432
duplicate check numbers, 437
duplicate purchase order

numbers, 441
insufficient inventory quantities, 442
transaction posted to retained

earnings, 436
when editing transactions, 432

“wash” accounts, 102
Web Connect

configuring preferences for, 449
defined, 360
enabling access to, 366–369
password for, 362

websites
bill paying at bank, 382–384
Payroll Services, 197

windows, viewing multiple, 438–439
Windows Terminal Services, 3
workers comp

list for, 45
options for, 232

Workers Compensation tab set (New
Employee form), 203, 207

worksheets
Fixed Asset Manager tax, 494
preparing tax worksheets in Excel,

240–242
printing Physical Inventory,

259–260
Sales Order Fulfillment, 93

workweek, 407
Write Checks window

making online bill payments via,
387–388

posting credit cards to multiple
accounts, 279

recording petty cash expenses with
check, 277

starting cursor in payee field, 437
using, 182–183

Y

year display, 434
year-end procedures

backing up year-end data, 402
closing, 400–402
closing date exception report, 402
closing dates, 402–403, 436
fiscal vs. calendar year, 402
issuing 1099 forms, 395–398
making year-end journal entries, 398
preparing tax reports and information,

398–400
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year-end procedures (cont.)
running year-end reports, 394
year-end Balance Sheet, 395
year-end P&L reports, 394

Your Most Commons Sales Tax Item
field, 188

Z

zero-balance accounts, 336
zoom (z), 127
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