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Indianapolis, IN 46240 USA        

 Reader Services  
 Visit our website and register this book at  quepublishing.com/register  for convenient access to 

any updates, downloads, or errata that might be available for this book.     



    Introduction  

    Whether you are new to QuickBooks, an expert user, or somewhere “in 

between,” you will find this book to be a comprehensive reference guide 

you need to successfully complete your day-to-day QuickBooks tasks.  

 Having worked with many different types of business the last 25 years, 

I know the importance of providing readers the “how and why” of com-

mon QuickBooks tasks. For both the inexperienced and expert user, this 

book includes easy-to-follow, step-by-step instructions accompanied by 

hundreds of illustrations. Additionally, you can practice what you learn 

using provided instructions for use with sample data installed with your 

QuickBooks software. In no time at all, you will be using QuickBooks like 

a real pro!  

 What truly sets this book apart from the competition are the detailed 

instructions for managing and troubleshooting your QuickBooks data. For 

the business owner, this book provides step-by-step guides, checklists, 

and detailed advanced discussions of what information your QuickBooks 

data should provide.  

 For the accounting professional, learn how to work efficiently with your 

clients’ QuickBooks files using the Accountant’s Copy, Client Data Review, 

QuickBooks Statement Writer, and other useful features included with the 

QuickBooks Accountant 2012 software.   

     How This Book Is Organized  
  QuickBooks 2012 In Depth  offers a wealth of information gathered from 

the author’s years of working with business and accounting professionals 

who use QuickBooks software. So you can find just the right information, 

this book is organized into specific chapters, each focused on a particular 

task when working with your own or a client’s QuickBooks data.  

    •   Introduction—   Learn quickly about what’s new in QuickBooks 2012.   

   •    Chapter   1   , “Getting Started with QuickBooks”—   Learn how to create 

a new file, convert from other software, and set up users and permis-

sions.   
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   •    Chapter   2   , “Getting Around QuickBooks”—   Navigation, setting preferences, using Help, and 

selecting a file to open are all discussed in this chapter.   

   •    Chapter   3   , “Accounting 101”—   For the business owner, learn the basics of financial reporting. 

Included checklist helps you keep a close eye on the financial details.   

   •    Chapter   4   , “Understanding QuickBooks Lists”—   Chart of accounts, items list, class list, manag-

ing lists, and fixing list errors are all detailed in this chapter.   

   •    Chapter   5   , “Setting Up Inventory”—   Learn about the different inventory features in each version 

of QuickBooks, setting inventory preferences, and the proper inventory process.   

   •    Chapter   6   , “Managing Inventory”—   How to adjust inventory, review inventory reports, and 

handle inventory backorders.   

   •    Chapter   7   , “Setting Up Vendors”—   In this chapter, you will learn how to use the Home page, set 

vendor preferences, and use the recommended accounts payable process.   

   •    Chapter   8   , “Managing Vendors”—   Learn about vendor reporting, correcting vendor transactions, 

and handling unique accounts payable transactions such as pre-paying a vendor.   

   •    Chapter   9   , “Setting Up Customers”—   Covers tracking customer leads, customizing the Home 

page, setting preferences, and properly invoicing and collecting payment from your customers—a 

very important chapter!   

   •    Chapter   10   , “Managing Customers”—   This chapter provides a wealth of information about prop-

erly reporting your customer balances, paying sales tax, correcting transactions errors, and han-

dling unique customer transactions.   

   •    Chapter   11   , “Setting Up Payroll”—   Learn about the many payroll options, setting up payroll 

items and employees, and the proper payroll processing steps.   

   •    Chapter   12   , “Managing Payroll”—   Prepare your quarterly and annual payroll tax forms, trouble-

shoot payroll errors, and record unique payroll transactions such as a loan made to an employee.   

   •    Chapter   13   , “Working with Bank and Credit Card Accounts”—   Learn about entering checks, 

credit card transactions, and bank transfers as well as reconciling tasks. Save time using the 

Online Banking Center to download transactions directly into QuickBooks.   

   •    Chapter   14   , “Reporting in QuickBooks”—   Setting preferences, using the Report Center, and 

modifying and memorizing reports are all discussed in this chapter.   

   •    Chapter   15   , “Reviewing Your Data”—   Step-by-step guidance on reviewing the accuracy of your 

data. Don’t miss this chapter!   

   •    Chapter   16   , “Sharing QuickBooks Data with Your Accountant”—   Instructions for the business 

owner and accountant, plus a discussion of the different types of QuickBooks files.   

   •    Chapter   17   , “Managing Your QuickBooks Database”—   Backing up your data and upgrading 

your data topics are explored. For the more advanced user, learn about troubleshooting database 

errors and monitoring your QuickBooks database.   
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   •    Chapter   18   , “Using Other Planning and Management Tools”—   Take advantage of all the tools 

available with your QuickBooks software including loan management, planning, year-end guide, 

Microsoft Outlook contacts sync, and using the QuickBooks timer.   

   •    Appendix   A   , “Client Data Review”—   For the accounting professional, learn how to reclassify 

transactions in batch, track changes to lists, write-off small customer balances in batch, and fix 

beginning balance errors, to name just a few.   

   •    Appendix   B   , “QuickBooks Statement Writer”—   For the QuickBooks Enterprise user or account-

ing professional, learn how to prepare customized financials using Microsoft Excel and Word 

integration.   

   •    Appendix   C   , “QuickBooks Shortcuts”—   Save time and work more efficiently.     

  Conventions Used in This Book  
 The book is straightforward enough you can easily go to a specific chapter and find the needed 

information. It is worthwhile, however, to let you know how information is presented in this book.  

  Menu Commands  
 QuickBooks 2012 offers a variety of methods to accomplish a task. To simplify the instructions given, 

use the top menu bar in QuickBooks.     

    Menu Bar        

 For example, the instructions for preparing a report might look like the following:  

    1.   From the menu bar, select Reports, Vendors & Payables.    

 This directive refers to clicking Reports on the menu bar and then selecting Vendors & Payables as 

a submenu of Reports.  

 Additionally, for added clarity in the topic discussion, there are many screen illustrations, which 

make following the instructions easy.   

  Web Pages and Manufacturer Information  
 A few web pages are listed in this book, mostly directing you to the  www.intuit.com  website. These 

web addresses were current as this book was written; however, websites can change.   

www.intuit.com


Introduction4

  Special Elements  
 As you read through this book, you will note several special elements, presented in what we call 

“margin notes.” Different types of margin notes are used for different types of information, as you 

see here.              

 tip 
 This is a tip that might prove 
useful for whatever you are in 
the process of doing.  

 note 
 This offers additional related infor-
mation or alternative techniques 
that you might want to consider.  

 caution 
 This is a caution that something you 
might accidentally do might have 
undesirable results—so take care!    

 Sidebars  

 Learn quickly how to complete a task by following along with supplied step-by-step instructions 
using sample data installed with your QuickBooks software.  

➥ Learn more about this topic in another section of QuickBooks 2012 In Depth.

Text Conventions
Bold typeface references text you should type.

Key combinations are represented with a plus sign. If the action you need to take is to press the Ctrl 

key and T key simultaneously, the text tells you to press Ctrl+T.



  7 

 SETTING UP VENDORS  

     Customizing Your Home Page for 
Vendor Activities  

 QuickBooks makes performing vendor activities easy with a customizable 

list of tasks on the Home page, as shown in  Figure   7.1   .   
 When working with Accounts Payable, you can customize the Home page 

to include or exclude:  

    •   The option to enter bills and pay bills   

   •   Inventory-related activities   

   •   Time tracking, which is useful if you pay vendors for time worked on 

jobs    

    ➥   For more information on customizing the Home page, refer to 

 Chapter   2   , “Getting Around QuickBooks.”     



Setting Up Vendors186

7

CH
A

P
TE

R

  Preferences That Affect Accounts Payable  
 Did you know that you can streamline accounts payable processes by setting certain QuickBooks 

preferences? Setting preferences saves keystrokes, which in turn can save data entry time.  

 Not every preference that affects accounts payable impacts your financials; some preferences enable 

specific features. Set preferences in QuickBooks by selecting Edit, Preferences from the menu bar to 

open the Preferences dialog box.  

 Preferences in QuickBooks come in two forms:  

    •   My Preferences—   Settings that are unique to the current user 

logged in the data file and are not shared by other users. Click 

the My Preferences tab to modify the user-specific settings for 

the logged-in user.   

   •   Company Preferences—   Settings that are common for all 

users. Click the Company Preferences tab to modify settings 

globally for all users.     

 The following sections detail the preferences that can affect your 

use of the accounts payable functionality.  

  Accounting  
 The Accounting preferences are important to review when you 

first create your data file. These choices affect much of how your 

accounting information is recorded in accounts payable.  

 Figure 7.1 
 Access common vendor activities from the Home page.        

 note 
 To set company preferences, 
you need to open the file as the 
Admin or External Accountant 
user and switch to single-user 
mode (if you are using the data 
file in a multi-user environment). 
The Admin user is the default 
user created when you begin 
using QuickBooks for the first 
time.  

 Proper data entry security 
includes limiting which employ-
ees have access to logging in as 
the Admin and setting company 
preferences that are global for 
all users.  
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  Company Preferences  
 Company preferences are shared globally by all users. The Accounting preferences include:  

    •   Accounts—   These settings are important for proper management of recording revenue and 

expenses. The following are the preference settings for Accounts:  

      •   Use Account Numbers—   Requires the use of an account number in addition to account name 

when creating a new chart of account list item. Users can type either the number or the name 

when referencing an account on a transaction line.   

     •   Show Lowest Subaccount Only—   You can choose this option if account numbering is enabled 

and all the chart of account items have a number assigned. This setting changes how the 

account name is displayed. If you see an “other” named account on your financials, users 

recorded a transaction to the parent account and not to one of the available subaccounts.   

     •   Require Accounts—   Use this option to determine whether or not QuickBooks displays a 

prompt when you forget to choose an account on a transaction line. If you leave the option 

turned off, QuickBooks will assign the transaction to Uncategorized Income or Uncategorized 

Expense. When creating a new data file, this default is automatically selected.     

   •   Use Class Tracking—   Classes in QuickBooks provide a secondary means of grouping transac-

tions, such as into profit centers. The optional Prompt to Assign Classes allows you to enforce 

class tracking in a similar fashion to the aforementioned Require Accounts option. See the 

QuickBooks Help menu for more information on how you can use class tracking to track multiple 

profit centers on your income statement and for some balance sheet accounts.   

   •   Automatically Assign General Journal Entry Number—   This preference sequentially numbers 

any general journal entries automatically. Each entry number can be modified at the time of input.   

   •   Warn When Posting a Transaction to Retained Earnings—   You can post to the Retained Earnings 

account but you should not because QuickBooks uses this account at year end to close out the 

year’s Profit or Loss totals. Note: When creating a new data file, this option is enabled by default.   

   •   Date Warnings—   When you create a new data file, the default date range set is from 90 days in 

the past to 30 days in the future, calculated from your current computer system date. Users can 

modify these date ranges, and QuickBooks will warn users when they enter or modify a transac-

tion outside these dates.   

   •   Closing Date—   The Admin or External Accountant user login can set a date in the past for which 

transactions cannot be modified, added, or deleted prior to that date without entering the closing 

date password (if one was created).     

  My Preferences  
 My Preferences are unique to the username currently logged in to the data file. These settings are 

not shared globally.  
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 Autofill memo in general journal entry—when creating a journal entry, each row memo column will 

autofill with the memo from the row above.    

  Bills  
 Review your Bills preferences to determine whether the defaults set by QuickBooks are appropriate 

for your company’s needs.  

  Company Preferences  
 Company preferences are shared globally by all users. The following are the Bills preferences:  

    •   Entering Bills, Bills Are Due—   Specifies the default number of days vendor bills should be paid 

within. You can change this global default on each vendor’s record information or on a specific 

transaction. By default, QuickBooks sets the default due date for bills (where a vendor record 

does not have payment terms set) to 10 days. Users can modify this for their company’s specific 

bill-paying terms.   

   •   Warn About Duplicate Bill Numbers from Same Vendor—   Ensures you don’t pay the same bill 

twice. This safeguard is an important reason for entering bills first, rather than skipping a step 

and instead using the write checks transaction type when you pay vendors.   

   •   Paying Bills, Automatically Use Discounts and Credits—   Enables QuickBooks to apply the dis-

count to your vendor bill payments automatically if your vendor is set up with discount terms and 

the bill is being paid within the discount date defined. Be sure to select your preferred chart of 

account for recording these credits.     

  My Preferences  
 There are no My Preferences that would affect your workflow for accounts payable.    

  Checking  
 The Checking preferences improve the accuracy of your day-to-day data entry. Be sure to review 

them when setting up a new data file.  

  Company Preferences  
 Company preferences are shared globally by all users. The following are the Checking preferences:  

    •   Print Account Names on Voucher—   The default is to print the General Ledger account when 

using the Write Checks transaction. General Ledger accounts do not appear on checks printed 

via the Pay Bills transaction.   

   •   Change Check Date When a Non-Cleared Check Is Printed—   If you use the Pay Bills feature to 

queue bill payment checks ahead of printing them, this setting will change the check date to the 

current system date when you print the checks.   
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   •   Start with Payee Field on Check—   This time-saving option places your curser in the Payee field 

when you use the write checks transaction type.   

   •   Warn About Duplicate Check Numbers—   QuickBooks will warn the user if she is using a check 

number that the system has already recorded.   

   •   Autofill Payee Account Number in Check Memo—   You can assign the account number your ven-

dor has assigned to you and have this number print on the Memo field of the bill payment check. 

For more information, see “Assigning the Vendor Account Number to the Vendor Record” later in 

this section.   

   •   Select Default Accounts to Use—   You can assign the default bank accounts QuickBooks uses 

when creating paychecks or payroll liability checks.   

   •   Online Banking—   Users can select from two data viewing options when downloading transac-

tions.     

  My Preferences  
 My Preferences are unique to the username logged in to the data file. These settings are not shared 

globally:  

    •   Select Default Accounts to Use—   Assign what account you want to use for:  

      •   Opening the Write Checks   

     •   Opening the Pay Bills   

     •   Opening the Pay Sales Tax   

     •   Opening the Make Deposits       

  Assigning the Vendor Account Number to the Vendor Record  
 To assign the vendor account number to the vendor record, follow these steps:  

    1.   On the Home page, click the Vendors button.   

   2.   On the left side of the page, select the vendor to which you want to assign the account number.   

   3.   Click the Edit Vendor button.   

   4.   If necessary, close the New Feature message by clicking OK. The Edit Vendor dialog box opens.   

   5.   Click the Additional Info tab.   

   6.   Type the account number the vendor has assigned to your account (see  Figure   7.2   ). Click OK.    

   7.   Press the Esc key on your keyboard to close the Vendor Center.      
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  General  
 Everyone using QuickBooks should review the settings in General Preferences. Although I have 

named a couple here, many are worth selecting and customizing for your company’s specific needs.  

  Company Preferences  
 Company preferences are shared globally by all users. The following are the General preferences 

that might affect your use of Accounts Payable functions:  

    •   Time Format—   If you track your vendors’ time with QuickBooks time sheets, you can default how 

portions of an hour display.   

   •   Never Update Name Information When Saving Transactions—   When not selected and you 

change the payee name or address, QuickBooks will prompt you if you want to update the pay-

ee’s information. By default this preference is not selected in a newly created QuickBooks file.   

   •   Save Transactions Before Printing—   By default this preference is selected in a newly created 

QuickBooks file.     

  My Preferences  
 My Preferences are unique to the username currently logged in to the data file. These settings are 

not shared globally:  

    •   Pressing Enter Moves Between Fields—   When this option is not selected, using the Tab key will 

advance through fields in a transaction; using the Enter key will save a completed transaction. 

 Figure 7.2 
 QuickBooks can optionally print the account number vendors assign to your business on the memo line of 
checks created via write checks or pay bills.        
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If the option is selected, both the Tab and Enter key can be used to advance through fields on a 

transaction. The keyboard combination of Ctrl+Enter will save a completed transaction.   

   •   Automatically Open Drop-Down Lists When Typing—   Time-saving feature that is selected by 

default. Useful if the chart of accounts has subaccounts.   

   •   Warn When Editing a Transaction—   By default this option is selected. Helps to avoid uninten-

tional changes to a transaction being reviewed.   

   •   Warn When Deleting A Transaction Or Unused List Item—   By default this option is selected. 

Helps to avoid unintentional deletion of a transaction being reviewed.   

   •   Automatically Recall Information—   Select this option to recall both the previously assigned 

account and the amount or just the account when creating a new vendor transaction.   

   •   Default Date to Use for New Transactions—   Exercise caution to ensure that the appropriate 

choice is selected. If you are entering transactions from the past, you might want to choose the 

last entered date. Otherwise, I recommend setting the default to use today’s date.      

  Reminders  
 When setting the Company Preferences for reminders, do not forget to also set the My Preferences 

for this section.  

 The Company Snapshot is a digital dashboard that includes a view of your reminders. Defining 

these preferences specific for your company affects the information users see on the Company 

Snapshot, reminding them of important tasks.  

  Company Preferences  
 On the Reminders preference page, you default QuickBooks reminders to show a summary, or list, or 

to not remind users of all checks to print, bills to pay, or purchase orders to print.   

  My Preferences  
 If you would like reminders to display when you open the QuickBooks data file, select the My 

Preferences tab of the Reminders preference and choose to Show Reminders List when opening a 

Company file.    

  Reports and Graphs  
 The person responsible for how QuickBooks reports your Accounts Payable aging will want to 

review these preferences choices.  
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  Company Preferences  
 Company preferences are shared globally by all users. The Reports and Graphs preferences include:  

    •   Summary Reports Basis—   This feature is important because it tells QuickBooks what basis you 

want to view your Balance Sheet and Profit & Loss report in by default. You can always override 

the default when you prepare the report. More details about the differences between Accrual and 

Cash report basis is included in  Chapter   3   , “Accounting 101.”   

   •   Aging Reports—   You can choose to age your reports from the due date or from the transaction 

date.    

 The remaining preferences affect the appearance of your reports.   

  My Preferences  
 My Preferences are unique to the username logged in to the data file. These settings are not shared 

globally:  

    •   Prompt Me to Modify Report Options Before Opening a Report—   By default this preference is 

not selected. If it is selected, each time you open a report the Modify Report dialog will display.   

   •   Report and Graphs—   These settings determine how a report is refreshed when the data used in 

the report changes. The default in a newly created QuickBooks file is the Prompt Me to Refresh. 

I recommend selecting the Refresh Automatically option. You can make this decision for yourself 

depending on the size of your QuickBooks data file and the speed of your computer’s processor.      

  Tax:1099  
 Setting up your vendors for proper 1099 status is important. However, be assured that if after 

reviewing this information you determine the original setup was incorrect, any changes made to this 

preference will correct prior- and future-dated reports and forms.  

 The Internal Revenue Service requires that a business provide a Form 1099-MISC at the end of the 

tax year to any person or unincorporated business paid $600 or more for services in a given calendar 

year. Most incorporated businesses are not required to get a Form 1099-MISC. You should contact 

your accountant for more information.  

  Company Preferences  
 You can select the Do You File 1099-MISC Forms? option to let QuickBooks know that you will be 

providing 1099 forms to your vendors at the end of the year.  

 The dialog box shown in  Figure   7.3    is the first step in getting ready to track your Form 1099-MISC 

payments.   

    ➥   For more information, see “Tracking and Reporting Vendor 1099-MISC Payments,” p. 226.      
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  My Preferences  
 There are no My Preferences in the Tax:1099 that you can set.     

  Working with the Vendor Center  
 QuickBooks makes adding, modifying, and researching vendor activity easy using the Vendor 

Center. Vendors are individuals or companies that you purchase services or products from and they 

are managed in the Vendor Center as displayed in  Figure   7.4   .   
 From the Vendor Center, you view contact details for your vendors and can access many tasks 

including:  

    •   Create a new or edit an existing vendor.   

   •   Access the Add Multiple Vendors dialog box (using the Add/Edit Multiple List Entries feature 

discussed in  Chapter   4   ).   

   •   Record commonly used vendor transactions.   

   •   Print the vendor list, information, or transactions.   

   •   Export the vendor list or transactions; import or paste vendors from Excel.   

   •   Prepare a vendor letter and customize the vendor templates.   

 Figure 7.3 
 Choose Yes if you are required to submit 1099-MISC forms to the Internal Revenue Service.        
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   •   Filter your list of vendors to include All Vendors, Active Vendors, Vendors with Open Balances, 

or a custom filter of your choice.   

   •   Attach documents to the vendor record, such as attaching a copy of the signed subcontractor 

agreement.   

   •   Access a map and driving directions to the vendor’s location.   

   •   Add and edit vendor notes and to do reminders.   

   •   View and filter the list of transactions by vendor or by transaction type.   

   •   Prepare a QuickReport or Open Balance Report for the given vendor.    

 Use the Vendor Center to access many of the common vendor transactions and reports you will 

learn about in this chapter and in  Chapter   8   , “Managing Vendors.”  

 The following sections provide more details about creating a vendor and using the Vendor Center 

for researching transactions.  

  Adding or Modifying Vendors  
 When you are ready to purchase materials or services for your business you will need to cre-

ate a vendor. You might already have a head start on adding vendors to your file if you used the 

Adding Contacts feature available with the Express Start QuickBooks setup discussed in Chapter 1, 

“Getting Started with QuickBooks.”  

 However, there is also another less used list in QuickBooks worth mentioning here titled the Other 

Names list. One reason you might choose to add a payee to the Other Names list might be when 

you are recording a one time purchase. Later if you begin using the vendor regularly, you have the 

option one-time to remove the payee from the Other Names list and add it to your Vendor list.  

 Figure 7.4 
 Complete common vendor tasks from the Vendor Center.        
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 This section offers instruction specific to setting up vendors. If your company will be using the Enter 

Bills process, you will have to use a payee from the vendor list; the bill will not allow you to use an 

Other Names list item in the Payee field.     

 Adding a New Vendor  

 To practice adding a new vendor record, open the sample data file as instructed in  Chapter   1   , 
“Getting Started with QuickBooks.” If you are working in your own file use these instructions to 
begin entering the vendors you purchase goods and services from:  

    1.    Click the Vendors button on the Home page. Alternatively, select Vendors, Vendor Center 
from the menu bar.   

   2.    If the New Feature message displays, read the information provided. Optionally, select the 
Do Not Display This Message in the Future box. Click OK to close the message.   

   3.    Select New Vendor from the New Vendor drop-down list in the upper-left corner of the 
Vendor Center.   

   4.    The New Vendor dialog box displays (see  Figure   7.5   ). Enter ABC Cleaners in the Vendor 
Name field. It is important to mention that no two names from any of the lists in 
QuickBooks can be the same.  

 
 Figure 7.5 
 Completing the contact information for your vendor is good practice for your record keeping.           
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   5.    Leave the Opening Balance field blank.  Chapter   3   , “Accounting 101,” discusses entering 
beginning balances in a new QuickBooks file (when there have already been previous 
accounting transactions recorded in some other accounting software or method). If you are 
a new business, you will later enter a vendor bill to increase the balance owed to the ven-
dor instead of entering an Opening Balance amount in the New Vendor record.   

       The As Of (date) field will not have any effect in your QuickBooks file if no dollar value was 
entered in the Opening Balance field.   

   6.    On the Address Info tab, consider completing the salutation, first name, and last name 
fields so you have the option to send letters to your vendors in the future.   

   7.    Complete any remaining fields you deem applicable, such as contact information and 
address.   

   8.    Click the Additional Info tab. In the Account No. field enter the account number your vendor 
has assigned to you, if applicable. This account number can optionally be printed on the 
memo line of a vendor bill payment check.   

   9.    Use the Type field in Categorizing and Defaults to create or assign a vendor type, which 
you can then use to filter your vendor and transaction reports.   

   10.    Select the appropriate payment terms, such as Net 30 days, your vendor has assigned to 
your account. If the specific term needed is not displayed, click Add New to create a new 
term.   

   11.    When applicable enter the Credit Limit established by your vendor.   

   12.    If your vendor qualifies for receiving a Form 1099-MISC at the end of the year, enter the 
vendor’s Tax ID and place a check mark in the box for Vendor Eligible for 1099. Note that 
if you do not have this information handy when you are first creating the vendor, you can 
add this information at later date without any loss of tracking the details.   

   13.    If you are using QuickBooks Accountant, Premier, or Enterprise you have the option of 
selecting a Billing Rate Level for your vendor. Billing rates allow you to mark up billable 
time you will later add to a customer invoice.   

   14.    If you have created a Custom Field, complete the value for that field. In  Figure   7.6    a custom 
field is displayed titled Discount Available. Custom fields allow you to track supplemental 
information about your vendors, such as if an additional discount is available beyond what 
you entered in the Payment Terms. Click the Define Fields button to add or remove custom 
fields.  
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 Figure 7.6 
 More useful information can be recorded on the Additional Info tab.          

   15.    Click the Account Prefill tab as shown in  Figure   7.7   . Assign the Repairs, Building Repairs 
expense account. You can assign up to three different accounts that will display automati-
cally when you create a new transaction using this vendor as the payee. If you also down-
load transactions from your bank or credit card, click the link (not shown) to review the 
information provided about how Account Prefill works with Online Banking.  

 
 Figure 7.7 
 Streamline your data entry by storing the default accounts to assign to transactions for this 
vendor.          
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 Now that you have created a new vendor in the sample file, you 

are prepared to create a list of your own vendors. Return to the 

Vendor Center any time you need to update a vendor’s informa-

tion.    

  Finding Vendor Transactions  
 The Vendor Center not only provides access for adding to or 

modifying your vendor’s records in QuickBooks, but also includes 

convenient access to finding vendor transactions.  

 With the Vendor Center open, select a vendor to display a list of 

their transactions on the right. In the  previously displayed Figure 

  7.4   , vendor A Cheung Limited is selected and to the right are 

individual transactions for that vendor.  

 You can filter the resulting transactions by selecting options in the Show, Filter By, and Date drop-

down lists. The options in the Filter By list change as you make a selection from the Show list.  

  Figure   7.8    shows representative vendor transaction types. Your transaction types might differ from 

the displayed types if you do not have the related feature enabled in Preferences. The only trans-

action type that can have a vendor record assigned that is not included in these options is Make 

Journal Entry.   

    ➥   For more information, see “Correcting Accounts Payable Errors,” p. 235.     

 This chapter will discuss how to handle various situations, including incorrect journal entries that 

affect a vendor record.  

 The Transactions tab in the Vendor Center allows you to group transactions by type, rather than by 

vendor.     

 tip 
 Want a quick way to complete multiple name fields at once when creating a new vendor? Start with entering data in 
the Company Name field. When you move out of the Company Name field, QuickBooks will automatically populate the 
Vendor Name, Company Name, Billed From, and Print on Check as fields.  

 The Vendor Name field in QuickBooks is a “look-up” name; this field also controls how your vendors are automatically 
sorted in the Vendor Center.  

 If you prefer to use a different vendor “look-up” name, be sure to enter the proper vendor name in the Print On Check 
As field.  

 caution 
 QuickBooks does not keep a 
time stamp on revisions made to 
your vendor’s contact informa-
tion. Once you make a change, 
all previous records will reflect 
the change to the address or 
contact information.  

 However, changes to the Account 
Prefill selection will affect newly 
created transactions.  

   16.    At any time you can select or deselect the Vendor Is Inactive checkbox. In such cases the 
vendor still appears on reports, but will not appear in drop-down lists you use for creating 
new transactions.   

   17.    Click OK to save your changes and close the New Vendor dialog box, or click Cancel to dis-
card your work. You can also click Next to add another new vendor.    
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 Figure 7.8 
 You can filter vendor transactions based on multiple criteria.        

 Researching Vendor Transactions  

 To practice finding vendor transactions by type, open the sample data file as instructed in 
 Chapter   1   . If you are working in your own file use these instructions to easily locate vendor 
transactions:  

    1.    On the Home page, click the Vendors button to open the Vendor Center. Click the 
Transactions tab.   

   2.    Select the Purchase Orders type as shown in  Figure   7.9   .  

 
 Figure 7.9 
 Use the Transactions tab of the Vendor Center to find like transaction types.          

   3.   Optionally, from the Filter By drop-down list, select Open Purchase Orders.   
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 The Vendor Center provides one location to create or modify your vendor records and even research 

vendor transactions.  

 Next, you will learn about the proper Accounts Payable process so you can successfully track your 

vendor business expenses.    

  The Accounts Payable Process  
 QuickBooks includes a flexible payable process. Your company can choose to use the purchase order 

and receive item transactions for controlling and monitoring costs and delivery, or you can skip 

these steps and simply create a bill to be paid later.  

 An important reason for using a vendor bill to record your business expenses is the ability to track 

the vendor’s bill reference number. In the event your vendor invoices you more than once for the 

same services or items, QuickBooks will optionally warn you when you enter a reference number 

that was previously recorded.  

 If you created your data file using the Express Start option you 

might need to enable the features as discussed in the earlier sec-

tion “Preferences That Affect Accounts Payable” of this chapter. 

If you are ready to work in your own data file, make sure you 

have created your new file as discussed in  Chapter   1   .  

  Accounts Payable Forms  
 Many of the accounts payable forms use QuickBooks items. If you 

are considering using the accounts payable process for the first 

time, be sure to review  Chapter   4   , “Understanding QuickBooks 

Lists,” which discusses the use of items and how to set them up 

properly.  

 If you choose to use the purchase order transaction, you will need 

to create items. Items are a list of the products or services you 

sell to customers or purchase from vendors. The primary purpose 

   4.    Optionally, filter for a specific date range. This might be useful if you are looking specifi-
cally for older dated open purchase orders.   

   5.   Optionally, click any column header to sort that column.   

   6.   To view a transaction, double-click it, or right-click, and select Edit Transaction.   

   7.   Click the Print icon to print the listed transactions.   

   8.    Optionally, click the View Vendor Info button and click OK if the New Feature message 
displays. QuickBooks opens the Edit Vendor dialog box for the currently selected vendor. 
Click OK to close and return to the Vendor Center:Purchase Orders listing.   

   9.    Click the Export icon to export the list of transactions to an Excel worksheet or to a comma-
separated value file.    

 tip 
 Many users inadvertently post 
revenue and expenses to the 
same account for Services, Non-
Inventory Parts, Other Charges, 
and Discounts. The New Item 
dialog box includes a checkbox 
(see  Figure   7.10   ) that enables 
you to avoid this problem and 
provide separate revenue and 
expense account fields. Choosing 
to set up items correctly can 
be one of the most important 
decisions you will make in using 
accounts payable.  
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of items is to perform the accounting behind the scenes and to automate the data entry process by 

prefilling descriptions, costs, and sales price on purchase and sales transactions.    

Click here to enable assigning both an Expense and Income Account for the item

 Figure 7.10 
 You can use the same item with both customers and vendor transactions.        

 Should you use items even if you do not plan on using the QuickBooks purchase order or item 

receipt transactions? I recommend that you do, especially if you follow the instructions in the pre-

ceding tip. A powerful feature of items is that each time the item is purchased or sold, QuickBooks 

records the amount to the specific account(s) defined in the Add New or Edit Item dialog box, 

reducing or eliminating potential errors created from recording the transaction to the wrong account 

when using the Expense tab of a purchase transaction.  

 How can items help you track your customer’s profitability? Many of the QuickBooks reports that 

provide profitability information are based on transactions recorded using items on the Items tab 

and will not provide the same information if the transaction is recorded using the Expenses tab.  

 For example, a home builder creates a budget for the project (using an estimate transaction) and 

wants to track actual versus budgeted expense. To take advantage of the many customer and job 

profitability reports, you must enter your expenses using the Items tab on an accounts payable bill 

(and use the same process for the check transaction), as shown in  Figure   7.11   .   
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  Table   7.1    lists the transaction types available in accounts payable and the purpose each type serves. 

You will also want to review  Table   8.1    in  Chapter   8   , “Managing Vendors,” which outlines the 

accounting that goes on behind the scenes with these same transactions.  

  Table 7.1   Accounts Payable Transactions  

 Accounts Payable Transaction Name   Primary Purpose of Transaction  

 Purchase Order   Document issued by a buyer to a seller indicating the products 
or services, quantity, and amounts the buyer has agreed to pay.  

  Item Receipt (Receiving inven-
tory, non-inventory, or other item 
recorded on a purchase order)  

  Records receipt of inventory, non-inventory items, or other 
item types when the goods arrive before the vendor’s final bill.  

 Enter Bills   Records an increase to accounts payable and the associated 
expense.  

  Vendor Credit Memo    Records a decrease of what is owed to a vendor.  

 Bill Payment Check   Pays the vendor bill and decreases accounts payable and cash 
account balances.  

  Accounts Payable Workflow  
 In this section you will learn about the importance of using the accounts payable process instead 

of writing a check for your business expenses. The QuickBooks Home page and Vendor Center, as 

shown in  Figures   7.1    and    7.4   , respectively, make managing all your purchasing activities easy.  

 Your Home page workflow might vary, depending on the version of QuickBooks you are using and 

the preferences you have enabled.  

 Figure 7.11 
 Use the Items tab to record expenses you want to track in customer or job profitability reports.        
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 To perform typical vendor-related activities from the QuickBooks Home page, as shown in  Figure 

  7.1   , follow these steps:  

    1.   Access the Vendor Center.   

   2.   Create a purchase order to the vendor (optional).   

   3.   Receive inventory (optional).   

   4.   Optionally, enter bills against inventory.   

   5.   Enter a bill to the vendor.   

   6.   Pay the bill (typically within the agreed-upon payment terms for that vendor; for example, 30 

days from the bill date).    

 Some companies choose not to use accounts payable transactions, but instead pay their vendors 

with a check (select Banking, Write Checks from the menu bar). Often, this choice is made because 

the process of paying a vendor with a check is quick and easy and takes fewer steps than creating 

and paying a vendor bill.  

 However, by choosing  not  to use accounts payable transactions, you ignore several important con-

trols for managing the purchases your company makes. These purchasing controls include:  

    •   Associating the bill with the purchase order (or item receipt) to automatically calculate quan-

tity and cost—   As soon as you enter the vendor’s name on a bill, QuickBooks prompts you with 

an open purchase order (or item receipt) dialog box, as shown in  Figure   7.12   , and prefills the bill 

for you.    

 Figure 7.12 
 Warning provided when you enter a bill for a vendor that has an open purchase order.        

   •   Receiving a warning when entering a vendor invoice number twice—   It can happen: A vendor 

sends you a bill more than once and you pay it more than once. However, when you use a vendor 

bill (versus the Write Checks transaction) and you enter the vendor’s invoice number in the Ref 

No. field, QuickBooks warns you if the vendors reference number was used on a previous bill, as 

shown in  Figure   7.13   .    

   •   Not recognizing costs in the month they were incurred—   When you opt to use the Write Checks 

transaction instead of a vendor bill, QuickBooks uses the date of the check as the date the 

expense is recorded (recognized). How often do you pay the vendor’s bill the same day or month 

you receive it? You might be overstating or understating the expenses incurred in a specific 

month if you use the check instead of the bill form.   
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   •   Taking advantage of discounts offered by your vendor—   Only if you use vendor bills can you set 

a preference to have QuickBooks automatically calculate and record the discount if you’re paying 

the bill within the vendors discount terms.    

 The purchasing controls and warnings provided in QuickBooks make using the accounts payable 

process a smart choice for your company. Additionally, your company will benefit from having finan-

cial statements that can be viewed in cash and accrual basis.   

  Entering a Purchase Order  
 Your business might choose to record purchase orders to track the expected product or service 

cost. Purchase orders are non-posting, which in accounting vernacular means when you record a 

purchase order you are not recording an expense or liability. Instead, a purchase order serves as a 

reminder that you expect to receive a bill from the vendor at a later date.  

    ➥   To learn more about working with purchase orders, see “Creating the Purchase Order,” p. 142.      

Vendor Invoice Number

 Figure 7.13 
 QuickBooks provides a warning message when you enter a bill with the same reference (vendor invoice) num-
ber.        



205The Accounts Payable Process

7

C
H

A
P

TER

  Recording Vendor Bills  
 You are on your way to properly using accounts payable forms to help track and report on your busi-

ness expenses. Learn how to enter your vendor bills in this section.     

 Practice Entering a Vendor Bill  

 To practice adding a new vendor bill, open the sample data file as instructed in  Chapter   1   . If you 
are working in your own file, use these instructions to begin entering bills for the products and 
services you have purchased:  

    1.    On the Home page, click the Enter Bills icon to open the Enter Bills dialog box, as shown in 
 Figure   7.14   .  

 
 Figure 7.14 
 Using the bill allows you to record the expense when incurred, but pay the vendor at a later 
date.          

 tip 
 Did you know by default QuickBooks requires you to use the Tab key on your keyboard to advance from one field to 
another on certain transactions?  

 If you inadvertently used the Enter key on your keyboard, QuickBooks might save and close the transaction. If this hap-
pens to you, use the Previous or Next menu at the top of the open dialog box to find the transaction you had not yet 
completed.  

 If you prefer to use the Enter key on your keyboard to advance between fields, you can set that preference in Edit, 
Preferences, General Preferences. On the My Preferences tab, select the Pressing Enter Moves Between Fields check-
box. Click OK to save and close your preference setting.  
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   2.    From the Vendor drop-down list, type the first few letters of the vendor name ABC Cleaners 
(created earlier in this chapter). You might also select the vendor from the drop-down list 
by scrolling through the list and selecting a specific vendor.   

   3.    Using the Tab key on your keyboard, advance to the Date field. If you are practicing, accept 
the default date, otherwise enter the actual date for your transaction. In your file you can 
use the (+) or (-) key on your keyboard to change the date by a single day forward or back-
ward. Other shortcuts are detailed in the  Appendix   C, “QuickBooks Shortcuts   .” This date 
will be used to record the expense when viewing your financial reports in accrual basis.  

    ➥   More information on the accounting for transactions can be found in  Table   8.1    in  Chapter   8   , 

“Managing Vendors.”      
   4.    Type 1234 in the Ref. No. field. This represents the invoice number supplied by your vendor 

on his bill. If your vendor did not provide an invoice number, I often recommend using the 
digits of the bill date. For example, I might use 011717 as the Ref. No. if I were also dating 
the bill 01/17/2017.   

   5.    Using the Tab key again, advance to the Amount Due field and type 100. QuickBooks auto-
matically formats the amount to be 100.00. In your own file, you can manage this prefer-
ence by selecting Edit, Preferences, General, and selecting the My Preferences tab. If you 
enabled the Automatically Place Decimal Point option, QuickBooks would have formatted 
your input of 100 as 1.00 instead.   

   6.    The Bill Due, Terms, and Discount Date will prefill from the vendor’s record. You can over-
ride these inputs on the specific vendor bill you are entering. If no defaults are included in 
the vendor record, QuickBooks will then use the default due date calculation found on the 
Bills—Company Preferences tab of the Preferences dialog box (see  Figure   7.15   ). You must 
be logged into the file as the Admin user or External Accountant to change the Company 
Preferences settings for bills.  

 
 Figure 7.15 
 QuickBooks uses the Company Preference terms when a vendor record doesn’t specify terms.          

   7.    Optionally, enter a Memo. This memo will print on the bill payment check. If your vendor 
record has a stored Account No. as detailed in the section on Adding or Modifying Vendors, 
leave the memo field blank and QuickBooks will include the Account No. on the printed bill 
payment check automatically.   
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 Other buttons on the Enter Bills dialog box include:  

    •   Clear Splits—   Useful when you want to condense multiple account rows into a single account 

row.   

   •   Recalculate—   The Recalculate button updates the Amount Due field, which is helpful when you 

have added additional line items.   

   •   Save & Close or Save & New—   Choose Save & Close if you don’t need to add another bill, or Save 

& New to display a blank Enter Bills transaction.   

   •   Revert—   Click this button when you want to undo changes to a previously saved vendor bill.     

  Creating a Vendor Credit  
 Now that you are recording your business expenses with vendor bills, what about returning a prod-

uct to the vendor or receiving a credit for a service not preformed to your specifications? The next 

section will show you how easy it is to create a vendor credit.     

 Practice Creating a Vendor Credit  

 To practice creating a vendor credit, open the sample data file as instructed in  Chapter   1   . If you 
are working in your own file, use these instructions to begin entering credits you receive from 
your vendors:  

    1.   On the Home page, click the Enter Bills icon.   

   2.    Select the Credit option at the top of the Enter Bills dialog box (see  Figure   7.16   ). The dialog 
box now displays a credit, decreasing accounts payable and decreasing the account(s) 
assigned on the Expenses tab, or if you are using the Items tab, the account assigned to 
the item(s) being used.  

   8.    In this exercise, QuickBooks automatically prefilled the Account column on the Expenses tab 
with Repairs:Building Repairs. In this exercise, the account was set as a default for this vendor.   

   9.    Optionally, enter a memo for your reporting needs. This memo will not print on the final 
check. Although named similarly to the Memo field on the check, this field allows you to 
describe the transaction line for your reporting.   

   10.   Select a customer or job name from the list when applicable.   

   11.    Use the Billable? field when you specify a customer or job and you want to include this 
expense on a future customer invoice.   

   12.   If you are using Class tracking, enter the appropriate class.   

   13.   Click Save & Close.    
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 Figure 7.16 
 Credits reduce what you owe your vendor and the account assigned on the credit or associ-
ated with the item.          

   3.    To continue with the practice example we used earlier, begin typing the vendor name ABC 
Cleaners. Press the Tab key on your keyboard to advance to the Date field.   

   4.    If you are practicing, accept the prefilled date. In your own file, you can select the date 
from the calendar.    

   5.    Enter 1223 in the Ref. No. field. This is the credit memo number your vendor has assigned 
this record.   

   6.   In the Credit Amount field enter 100.00.   

   7.    Enter an optional memo. If you want the memo to display in reports based on your expense 
lines, be sure to use the memo field in the Expenses tab or the Description field on the 
Items tab.   

   8.    In this exercise, QuickBooks used the Repairs:Building Repairs expense account assigned 
to the vendor record and the amount entered in the Credit Amount field. If needed, you can 
change the account or add additional lines.   

   9.   Click Save & Close.    

 note 
 For ease in typing, QuickBooks will format the date for you. For example, if your current computer system year is 2016, 
you would only need to type 1220 in a date field and QuickBooks will format the date as 12/20/16.  

 This vendor credit is currently unapplied and available to be applied when you record a bill pay-

ment. If you know that a vendor has an unpaid bill pending, you can apply the credit against that 

bill now, or wait until the next time you need to pay the vendor.   
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  Paying Vendor Bills  
 One of the benefits of entering vendor bills is that you can record the expense during the month you 

incur it, but pay the balance owed at a later date.  

 If you are ready to pay your bills, make sure you have a vendor bill or some record of the expense 

being incurred. Develop a process at your business for accurately reviewing your unpaid bills.      

 Practice Paying Vendor Bills  

 To practice paying a vendor bill, open the sample data file as instructed in  Chapter   1   . If you are 
working in your own file, use these instructions to begin paying the bills you owe your vendors:  

    1.   On the Home page, click the Pay Bills icon.   

   2.    For this exercise, leave the Show All Bills option button selected. When working with your 
own data, you can filter the bills that display in the Pay Bills dialog box by selecting the 
Due On or Before option button and entering a date (see  Figure   7.17   ).  

 
 Figure 7.17 
 Use the Pay Bills dialog box to record payment by check, credit card, or online payment to 
your vendor.          

   3.    In the Filter By drop-down list, select C.U. Electric or begin typing the name as you learned 
in an earlier exercise.   

   4.   Review the choices available in the Sort By drop-down list, but leave Vendor selected.   

   5.    Place a checkmark next to each of the bills for C.U. Electric, or optionally click the Select 
All Bills button. If you are printing checks, QuickBooks will create one check for the two 
selected bills displayed in  Figure   7.17   .   
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   6.    When working with your own data, if you did not want to pay the full balance you can 
manually type an amount in the Amt. To Pay column on a specific bill’s row. Later when 
you are prepared to pay the balance, QuickBooks will include the remaining balance due in 
the Amt. To Pay column.   

   7.    With a bill selected, click the Go to Bill button. QuickBooks opens the Enter Bills dialog box 
where, if necessary, you could make changes. Click Save & Close to return to the Pay Bills 
dialog box.   

   8.  Optionally view the discount terms or credits available, QuickBooks   will display a special dialog 
box. More details are provided about working with discounts and credits in the next section.   

   9.    When working with your own data, you can specify payment options in the Payment sec-
tion of the Pay Bills dialog box, including the following fields (for this exercise, leave the 
choices as displayed in  Figure   7.17   ):  

      •    Date—   This is the date that will print on your checks or will be assigned to the transac-
tions in your accounting.   

     •    Method—   Select Check if you will be printing a check or recording a manually written 
check. Select Credit Card if you are paying the bill with the company’s corporate credit 
card. Select Online Bank Pmt if you are using online banking.   

     •    To Be Printed  or  Assign Check Number—   If you selected Check as your method of pay-
ment, you can select the To Be Printed option button. If you manually wrote the check, 
you can select Assign Check Number.   

     •    Account—   Depending on your Method selection, you will assign either the bank 
account or credit card account used to make the payment.   

     •    Ending Balance—   QuickBooks displays the ending balance for your bank or credit card 
account selected.     

   10.   Click Pay Selected Bills. QuickBooks opens the Payment Summary dialog box.   

   11.    Review the details displayed in the Payment Summary dialog box including payment date, 
account, and method.   

   12.    Click the Print Checks button on the Payment Summary dialog box. Optionally, you can 
click the Pay More Bills button to return to the Pay Bills dialog box or click Done if you do 
not want to practice printing (using plain paper).   

   13.    If you selected the Print Checks button, the Select Checks to Print dialog box displays. 
Leave selected the default Bank Account and the prefilled First Check Number.   

   14.    Review the list of checks to be printed. Each will have a checkmark in the column to the 
left. Remove the checkmarks from any checks you do not want to print at this time.   

   15.    Click OK to open the Print Checks dialog box. Select your printer from the Printer Name 
drop-down list, and then choose the proper Check Style from Voucher, Standard, or Wallet.   

   16.    Click Print. For this exercise, make sure you have plain paper in your printer. A check 
printed to plain paper is not a negotiable document.   

   17.    The Print Checks – Confirmation dialog box displays. In this exercise, click OK to close the 
confirmation.    
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 You have now learned how to complete basic accounts payable tasks including using bills to record 

your expenses and preparing the payment for the vendor. In the next sections, you will learn how to 

work with vendor discounts and credits.   

  Applying Vendor Credits  
 Your vendor might offer discounts for timely payment or issue a credit for products or services that 

did not meet your expectations.  

 Continue your QuickBooks practice by applying the vendor credit created in an earlier practice sec-

tion of this chapter.      

 Practice Applying Vendor Credits  

 To practice applying a credit, open the sample data file as instructed in  Chapter   1   . If you are 
working in your own file, use these instructions to apply vendor discounts or credits to your 
vendor’s open balances:  

    1.    Review your preference for applying credits. From the menu bar, select Edit, Preferences, 
and go to the Bills—Company Preferences tab on the Preferences dialog box. (You must 
log into the file as the Admin or External Accountant user type.) Refer to  Figure   7.15   . These 
settings determine if QuickBooks automatically applies any open credits for you. If you 
don’t select the Automatically Use Credits checkbox, you will manually apply the credits. 
Pick the selection that best meets your business needs.   

   2.   Click OK to close the Preferences dialog box.   

   3.   On the Home page, click the Pay Bills icon. The Pay Bills dialog box opens.   

   4.    For this practice, select the ABC Cleaners vendor in the Filter By drop-down list. Filtering 
can be useful if you have many open invoices for multiple vendors, but it is not required.   

   5.    Place a checkmark next to the open bill you want to apply the vendor credit to. If you didn’t 
select to apply credits automatically in step 1, QuickBooks will show the total number of 
credits and their total value in the Discount & Credit Information for Highlighted Bill sec-
tion (see  Figure   7.18   ).  

 tip 
 New for QuickBooks 2012 is a feature to prepare a bill payment check for a single vendor directly from the Enter Bills dialog 
box.  

 To do so, open a previously saved vendor bill, select the Pay Bill option at the top of the Enter Bills dialog box. The Pay 
Bills dialog box opens with the Filter By field already selected for the same vendor as the open vendor bill.  
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 Figure 7.18 
 With a vendor bill selected, QuickBooks will show the number of available credits for that vendor.          

   6.    If you want to modify the amount or which credits are selected, click the Set Credits button. 
The Discount and Credits dialog box displays as shown in  Figure   7.19   . You can modify which 
credit is selected by changing the checkmark from one credit to another or by manually 
overriding the amount in the Amt. To Use column.  

 
 Figure 7.19 
 The Discount and Credits dialog box allows you to manage how the credits are applied to open 
vendor bills.          

   7.    Click Done to close the Discount and Credits dialog box. Click Pay Selected Bills to exit the 
Pay Bills dialog box. If you are only associating a credit memo with a vendor bill, no addi-
tional check transaction will be created.   

   8.    Click Done in the Payment Summary dialog box or click Pay More Bills if you want to return 
to the Pay Bills dialog box.    
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 If you are an accounting professional and using QuickBooks 

Accountant or QuickBooks Enterprise Accountant you might want 

to use the Client Data Review feature. From one convenient win-

dow, you can assign the vendor unapplied credit memo to the open 

accounts payable bill, replacing the previous steps numbered 3–8.  

    ➥   To learn more about time savings features for accounting 

professionals, see “Client Data Review,” p. 601.            

  Taking Discounts on Vendor Bills  
 Your company might be able to save money by paying your ven-

dors within their allowed discount terms. Discounts are offered by 

some vendors to encourage quick payment of their invoices.     

 note 
 When you need to change a 
prior year’s open balance for a 
vendor, credit memos can be the 
safest way to not inadvertently 
affect prior year financials. With 
a credit memo you can date the 
correcting transaction in the cur-
rent year, important if you have 
already used your prior year’s 
data to prepare and file a tax 
return.  

 Practice Taking Discounts on Vendor Bills  

 To practice applying a vendor discount, open the sample data file as instructed in  Chapter   1   . For 
this practice we will complete all of the steps necessary for QuickBooks to automatically calcu-
late the discount when paying a vendor bill. If you are working in your own file, you will need to 
log in as the Admin or External Accountant user type to set the preference mentioned. You can 
then use these instructions to apply discounts to your vendors open balances:  

    1.    From the menu bar, select Edit, Preferences and select the Bills—Company Preferences tab 
in the Preferences dialog box. Select the Automatically Use Discounts checkbox, as dis-
played previously in  Figure   7.15   .   

   2.   Select Job Expenses:Less Discounts Taken as the Default Discount Account.   

   3.   Click OK to save your selection and close the Preferences dialog box.   

   4.    Next, you will need to assign discount terms to a vendor. From the menu bar, select 
Vendors, Vendor Center.   

   5.    In the QuickBooks sample data, select Bayshore CalOil Service. To the right, click the Edit 
Vendor button. Click OK to the New Feature message if it displays.   

   6.   In the Edit Vendor dialog box for Bayshore CalOil Service, click the Additional Info tab.   

   7.    If it’s not already assigned, select the 2% 10 Net 30 terms in the Terms drop-down list. 
When selected, QuickBooks will calculate a 2% discount if the payment is dated within 10 
days of the invoice date. Otherwise, the full amount is payable within 30 days.   

   8.   Click OK to save your changes and close the Edit Vendor dialog box.   

   9.    From the Vendor Center, with Bayshore CalOil Service, select Enter Bills from the New 
Transactions drop-down list.   

   10.   Using the Tab key, advance to the Ref. No. field. Type 567.   

   11.    In the Amount Due field, type 1,000.00. QuickBooks assigns the Terms and Discount Date 
and adds the amount to the Expenses tab.   
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 If you are going to assign discounts to your vendor bills, record 

your bills at the “gross” amount, or total amount before any dis-

count. Then, over time you can watch the amount you have saved 

grow!      

 caution 
 If you decide to add discount 
terms to your vendor’s record 
after creating vendor bills, you 
will need to edit any unpaid ven-
dor bills and add the discount 
date manually.  

   12.   Assign Overhead to the Class column on the Expenses tab.    
   13.    At the top of the Enter Bill dialog box, select Pay Bill.   

   14.    Select Yes to record your changes. The Pay Bills dialog box displays with the vendor bill 
you just created already selected.   

   15.    Notice that as a result of selecting Automatically Use Discounts in step 1, QuickBooks dis-
plays the terms and the Sugg. Discount (see  Figure   7.20   ).  

 
 Figure 7.20 
 QuickBooks automatically calculates early payment discounts.          

   16.    Optionally, you can click the Set Discount button to change the amount of the discount, 
assign a different discount account, and assign a discount class. Click Done to close the 
Discounts and Credits dialog box.   

   17.    For this practice, click Cancel to close the Pay Bills dialog box. If you are assigning dis-
counts to your own vendor bills, continue with the check printing process.    
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   Home Page  
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   customizing,   46 - 50  

  for vendor activities,   185  
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   icon bar,   45 - 47  
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  importing, 92-94,   127 - 128   
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  batch invoicing,   295 - 297  

  creating,   292 - 294  
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  Time and Expense invoices, creating,   
304 - 306   

   issuing credit memos for sales tax,   374 - 375   
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  deactivating,   108  
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  adding,   121 - 137  
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  424 - 425  
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  sales tax, reconciling to balance sheet sales 
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   lists  

  Add/Edit Multiple List Entries feature,   
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  accounts, merging,   96 - 98  

  Add/Edit Multiple List Entries feature, 
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  assets,   78  

  cost of goods sold,   79  

  equity,   79  

  expenses,   79 - 80  

  income,   79  
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  new accounts, creating,   80 - 82  
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  merging,   109 - 110  
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  reviewing,   100 - 102  
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  types of,   85 - 86  
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  managing,   544  
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  automatic repayment deductions,   429 - 430  

  loan details, tracking,   430 - 431  

  paying,   427 - 429   
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  M 

   maintenance releases, installing,   560 - 561   

   Make Journal Entries dialog box,   241 - 243   

   managing  
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  aged item receipts, reviewing,   173 - 176  
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170 - 173  
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  Inventory Valuation Summary report, 
comparing with Balance Sheet 
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  negative inventory,   178 - 183  

  Report Center,   166 - 168  

  returns,   155 - 158  
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  payroll, tax vendors,   385 - 387  

  report groups,   487 - 488   

   matching principle,   57 - 58   
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   memorized transactions,   689  

  creating,   298 - 300   
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   Microsoft Outlook, synchronizing lists, 
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   mid-year 1099 balances, entering,   248 - 249   

   Mid-Year Payroll Setup (Payroll Setup 
Interview),   394 - 397   

   misapplied credit memos, correcting,   
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   misapplied vendor credits, correcting,   
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   Miscellaneous task group (CDR),   648 - 652   

   missing accounts, finding,   671 - 672   
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  supporting documents,   680 - 681   
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   multi-user mode, QuickBooks installation, 
  554 - 555   
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   multiyear bank reconciliation, completing, 
  465   

   My Preferences,   479  

  customizing,   52 - 53    

  N 

   navigating  

  icon bar,   45 - 47  

  menu bar,   44  

  title bar,   43   

   negative inventory,   178 - 183  

  average cost from prior purchase transac-
tions, handling,   179 - 183   

   new loans, setting up,   588 - 589   

   non-inventory part, adding,   123 - 125   

   non-inventory part item,   119   

   non-payroll transactions, researching,   
405 - 406    

  O 

   one-sided items, correcting,   105 - 108   

   Online Banking feature,   449 - 458  

  activating,   449 - 450  

  deposits, assigning to open customer 
invoices,   456 - 457  

  downloaded transactions, adding to 
QuickBooks,   452 - 453  

  online payments,   458  

  renaming rules,   453 - 454  

  transactions  

  adding/deleting,   457  

  assigning to open vendor bills,   455 - 456  

  retrieving,   450 - 452   

   open balance, removing from customer 
invoice,   338 - 342   

   Open Invoices report, reviewing,   321 - 322   

   open vendor bills paid with Write Checks 
transaction, correcting,   236 - 238   

   Open Windows List,   50   

   opening  

  data files,   54  

  dialog boxes,   688  

  previously created reports in QSW,   668  

  Report Center,   166 - 168  

  sample data files,   23   

   Opening Balance Equity account, trouble-
shooting,   512 - 515   

   operating environment, protecting,   564 - 566   

   overpayments  

  refunding,   317  

  of taxes, deposting refunds,   435 - 436   

   overview of payroll,   377 - 379    

  P 

   partially-paid balances, preparing reports, 
  67 - 69   

   partially-paid vendor bills, preparing reports, 
  71 - 73   

   paychecks, printing,   415   

   payment transaction list detail reports, creat-
ing,   350   

   payments  

  credit card bills,   251 - 252  

  for employees,   417 - 418  

  recording,   308 - 311  

  sales tax,   334 - 337  

  scheduled liabilities,   416 - 417  

  terms, creating,   281 - 282   

   Payments preference, effect on accounts pay-
able,   255 - 256   
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   payroll  

  Employee Center,   401 - 406  

  employee paycheck advances  

  automatic repayment deductions, 
  429 - 430  

  paying,   427 - 429  

  items  

  adding and editing,   406 - 408  

  reporting,   409 - 410  

  liabilities  

  adjusting,   417 - 418  

  balances, comparing with balance sheet, 
  424 - 425  

  scheduled liabilities, paying,   416 - 417  

  overview,   377 - 379  

  paychecks, adjusting,   434 - 435  

  payroll summary, comparing with filed pay-
roll returns,   426 - 427  

  preferences,   387 - 389  

  refunds, depositing,   435 - 436  

  requiired state and federal identification, 
  382 - 383  

  Run Payroll Checkup diagnostic tool, 
  397 - 400  

  service subscriptions, activating,   379 - 381  

  tax tables, updating,   381 - 382  

  taxable bonuses, paying to employees,   
433 - 434  

  timesheets (employee), entering,   411 - 412  

  workers, classifying as employees,   382   

   Payroll Setup Interview,   390 - 397  

  Company Setup,   391 - 392  

  Employee Setup,   392 - 393  

  Mid-Year Payroll Setup,   394 - 397  

  Tax Setup,   393 - 394   

   Payroll task group (CDR),   643 - 646   

   PDF, saving CDR review as,   652   

   Peachtree, converting data files to 
QuickBooks,   36 - 38   

   performing  

  physical inventory count,   160  

  value adjustments,   162 - 165   

   permissions  

  configuring,   40  

  required Windows permissions for installa-
tion,   557 - 558   

   physical inventory count, performing,   160   

   Pivot Tables (Excel)  ,   reports,   420 - 421   

   Portable Company File, creating,   575 - 576   

   preferences  

  for accounts payable  

  1099 forms,   192 - 193  

  Accounting,   186 - 188  

  Bills,   188  

  Checking preferences,   188 - 189  

  General preferences,   190 - 191  

  Reports and Graphs,   191 - 192  

  in chart of accounts, configuring,   89 - 90  

  Company Preferences, customizing,   51  

  of Inventory feature,   115 - 118  

  My Preferences, customizing,   52 - 53  

  for payroll,   387 - 389  

  Reporting preferences  

  Company Preferences,   479 - 482  

  My Preferences,   479   

   Preferences and Formats menu (QuickBooks 
Statement Writer),   660 - 663   

   preparing  

  client for data exchange with accountant, 
  538 - 539  

  employee paychecks,   413 - 414  

  QuickBooks Timer for activities,   597  

  tax forms,   422 - 423   

   prepayments, recording,   245 - 247   

   price level lists, creating,   280   
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   prices, changing for inventory items,   128 - 130   

   principles of accounting  

  accrual versus cash basis reporting,   59  

  matching principle,   57 - 58   

   printing  

  budget reports,   585  

  checks,   443 - 445  

  paychecks,   415  

  tax forms,   422 - 423   

   prior year balance, reviewing on balance 
sheet,   497   

   Product Information dialog box,   567 - 568   

   Profit & Loss Standard report,   102 - 105  

  reviewing,   505 - 506   

   program files, repairing,   579   

   progress invoices, creating,   300 - 303   

   purchase orders  

  creating,   142 - 143  

  entering,   204    

  Q 

   .QBA files,   522   

   .QBB files,   520 - 521   

   .QBM files,   521   

   .QBW files,   520   

   QSW toolbar in Microsoft Word,   682   

   QBWin.log file, viewing,   571 - 574   

   .QBX files,   521   

   .QBY files,   522   

   quantity adjustments, performing,   161 - 162   

   QuickBooks  

  benefits for business owner,   517 - 518  

  benefits for the accountant,   518  

  system requirements,   552 - 553   

   QuickBooks Accountant 2012,   523   

   QuickBooks Company File tool,   577 - 578   

   QuickBooks Connection Diagnostic Tool,   558   

   QuickBooks Database Server Manager, 
  555 - 557   

   QuickBooks Enterprise Solutions 12.0  , 
  inventory features,   114 - 115   

   QuickBooks Premier 2012, inventory features, 
  113   

   QuickBooks Pro 2012, inventory features,   
112 - 113   

   QuickBooks Statement Writer  

  launching,   659 - 660  

  new reports, creating from memorized 
reports,   668  

  Preferences and Formats menu,   660 - 663  

  previously created reports, opening,   668  

  Report Designer  

  Columns tab,   664  

  Headers & Formatting tab,   666 - 667  

  Report Content tab,   663  

  Review & Finish tab,   667 - 668  

  Rows/Accounts tab,   664 - 666  

  reports, printing,   685 - 686  

  Statement Writer reports, modifying,   
669 - 679  

  supporting documents,   680 - 685  

  creating,   684 - 685  

  editing,   683   

   QuickBooks Timer  

  activities, exporting,   598 - 599  

  installing,   596  

  preparing for activities,   597  

  time, tracking,   597 - 598   

   Quicken, converting data files to QuickBooks, 
  35 - 36    
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  R 

   Rebuild Data utility,   576 - 577   

   receipts, aged item receipts  

  removing,   239 - 240  

  reviewing,   218 - 220   

   receiving  

  Accountant’s Copy,   539 - 542  

  items into inventory,   143 - 145   

   Reclassify Transactions dialog box,   615 - 617   

   reconciliations  

  restarting,   470  

  troubleshooting,   461 - 472   

   reconciling  

  with adjustment,   471 - 472  

  A/P Aging Summary report to balance 
sheet,   215 - 216  

  balance sheet A/R to A/R Aging Summary 
total,   322 - 323  

  credit card accounts,   458 - 460  

  financials and sales tax reports,   359 - 360  

  payroll reports to business financials,   427  

  sales tax liability balance sheet to sales tax 
payable,   332 - 334  

  total sales to total income,   331 - 332  

  while Accountant’s Copy is pending, 
  529 - 530   

   recording  

  bank deposits,   311 - 313  

  bounced checks,   368 - 369  

  credit card bills,   251 - 252  

  credit card charges,   446 - 447  

  credit card deposits less a discount fee,   
313 - 315  

  customer payments,   308 - 311  

  statement charges,   307 - 308  

  vendor bills,   205 - 207  

  vendor prepayments,   245 - 247   

   recurring transacdtions, memorizing,   249 - 250   

   refunds  

  customer refund checks, creating,   315 - 316  

  for overpayments,   317  

  vendor refunds, depositing,   250   

   reinstating warnings,   542   

   Reminders preference, effect on accounts 
payable,   259 - 260   

   removing  

  subaccount relationships,   98 - 100  

  vendor bills,   239 - 240   

   renaming rules,   453 - 454   

   reopening a CDR review,   654   

   repairing  

  company files,   576 - 577  

  list corruption,   574 - 575  

  program files,   579   

   Report Center,   166 - 168 ,  476 - 479  

  views,   419   

   Report Content tab (Report Designer),   663   

   Report Designer  

  Columns tab,   664  

  Headers & Formatting tab,   666 - 667  

  Report Content tab,   663  

  Review & Finish tab,   667 - 668  

  Rows/Accounts tab,   664 - 666   

   report groups,   485 - 487  

  creating,   485 - 486  

  managing,   487 - 488   

   report templates  

  exporting,   489  

  importing,   490   

   Reporting preferences  

  Company Preferences,   479 - 482  

  My Preferences,   479   
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   reports  

  A/P Aging Summary report, reconciling to 
balance sheet,   215 - 216  

  A/R Aging Summary, reviewing,   319 - 321  

  budgets, printing,   585  

  cash-basis Balance Sheet report, accounts 
payable balance,   222 - 225  

  Credit Card Audit Trail report,   508 - 510  

  customizing,   484  

  emailing,   493  

  Excel reports,   420 - 421  

  exporting to Excel,   490 - 492  

  Inventory Valuation Summary report, com-
paring with financials,   168 - 170  

  Item Listing report,   102 - 103  

  memorized reports,   488 - 489  

  Missing Customer Invoices report,   328  

  Open Invoices report, reviewing,   321 - 322  

  options, modifying,   482 - 484  

  payment transaction list detail reports, cre-
ating,   350  

  payroll, reconciling to business financials, 
  427  

  Profit & Loss Standard report,   102 - 105  

  reviewing,   505 - 506  

  Statement Writer reports, modifying,   
669 - 679  

  for tracking employee loan details,   430 - 431  

  Transaction List by Date report,   511 - 512  

  Unpaid Bills Detail report, reviewing, 
  216 - 218   

   Reports and Graphs preference,   191 - 192  

  effect on accounts payable,   260 - 261   

   reprinting lost checks,   431 - 433   

   required accounts in chart of accounts,   95   

   required state and federal identification, 
  382 - 383   

   researching  

  payroll and non-payroll transactions, 
  405 - 406  

  vendor transactions,   199 - 200   

   restarting bank reconciliations,   470   

   restoring Portable Company File,   575 - 576   

   retrieving online transactions,   450 - 452   

   returning Accountant’s Copy change file to 
client,   545 - 548   

   Review & Finish tab (Report Designer),   
667 - 668   

   Review List Changes feature (CDR),   618 - 623   

   reviewing  

  aged item receipts,   218 - 220  

  A/R Aging Summary,   319 - 321  

  Audit Trail report,   507  

  balance sheets  

  account types,   497  

  bank account balance,   498  

  Credit Card account balance,   503  

  Equity accounts,   505  

  Other Current Asset accounts,   501 - 502  

  prior year balance,   497  

  Sales Tax payable balance,   504  

  undeposited funds,   499 - 500  

  bank reconciliation reports,   468  

  customer lists,   329  

  inventory  

  aged item receipts,   173 - 176  

  average cost valuation,   170 - 173  

  item list,   100 - 102  

  items, for accounts payable,   221  

  lists,   94  

  Open Invoices report,   321 - 322  

  reports, Profit & Loss Standard report,   
505 - 506  

  uncleared transactions,   465 - 468  
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  Unpaid Bills Detail report,   216 - 218  

  voided/deleted transactions,   469   

   Rows/Accounts tab (Report Designer), 
  664 - 666    

  S 

   Sales & Customers preference, effect on 
accounts payable,   257   

   sales orders,   152 - 155 ,  292   

   sales receipts, creating,   306   

   sales tax  

  codes, creating,   276 - 278  

  credit memos, issuing,   374 - 375  

  errors, correcting,   354 - 361  

  multiple rates on one invoice,       paying, 
  334 - 337  

  state-imposed maximum sales tax, tracking, 
  371 - 372   

   sales tax group items, creating,   275 - 276   

   sales tax items, creating,   274 - 275   

   Sales Tax preference  

  effect on accounts payable,   262 - 263   

   Sales Tax task group (CDR),   633 - 638   

   sample data,   23 - 24   

   saving CDR review as PDF,   652   

   scheduled liabilities, paying,   416 - 417   

   selecting  

  data files from multiple data files,   55  

  data sharing method,   520 - 522   

   selling inventory,   148 - 149   

   Send Forms preference, effect on accounts 
payable,   263 - 264   

   Service items, adding to data file,   82 - 83   

   service subscriptions (payroll)  

  activating,   379 - 381   

   sharing data  

  for the accountant,   537 - 550  

  Accountant’s Copy change file, returning 
to client,   545 - 548  

  Accountant’s Copy, receiving,   539 - 542  

  accounting activities,   543 - 544  

  data exchange, preparing client for,   
538 - 539  

  lists, managing,   544  

  transactions,   545  

  for the business owner,   522 - 536  

  Accountant’s Copy of data, creating, 
  523 - 529  

  vendor bills,   209 - 211   

   shortcuts  

  data files, opening,   690  

  for dates,   690  

  dialog boxes, opening,   688  

  memorized transactions,   689  

  miscellaneous,   691  

  standard text editing,   689  

  transactions, editing,   688   

   single-user mode, QuickBooks installation, 
  554   

   Small Business Accounting, converting data 
files to QuickBooks,   36 - 38   

   Spelling preference, effect on accounts pay-
able,   264 - 265   

   state identification, requirements,   382 - 383   

   state-imposed maximum sales tax, tracking, 
  371 - 372   

   statement charges, recording,   307 - 308   

   statement of cash flows,   61 - 62   

   Statement Writer reports, modifying,   669 - 679   

   subaccount relationships,   98 - 100   

   subitems, creating,   110   
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   supporting documents,   680 - 685  

  creating,   684 - 685  

  editing,   683  

  modifying,   680 - 681   

   symptoms of database corruption,   570 - 571   

   synchronizing lists with Microsoft Outlook, 
  592 - 594   

   system requirements for QuickBooks,   552 - 553    

  T 

   tasks in CDR, customizing,   607 - 611   

   tax code, proper assignment of,   330 - 331   

   tax forms  

  1099 forms  

  1099-MISC payments, reporting,   226 - 235  

  mid-year balances, entering,   248 - 249  

  preferences,   192 - 193  

  e-filing,   423  

  printing,   422 - 423   

   Tax Setup (Payroll Setup Interview),   393 - 394   

   tax tables, updating,   381 - 382   

   tax vendors,   385 - 387   

   taxable bonuses, paying to employees, 
  433 - 434   

   templates  

  creating,   285 - 289  

  report templates  

  exporting,   489  

  importing,   490   

   terms for payments, creating,   281 - 282   

   text editing shortcuts,   689   

   time, tracking with QuickBooks Timer,   
597 - 598   

   Time and Expense invoices  

  creating,   304 - 306   

   Time and Expense preference,   389  

  effect on accounts payable,   265 - 266   

   timesheets (employee), entering,   411 - 412   

   title bar,   43   

   total sales, reconciling to total income,   
331 - 332   

   tracking  

  1099-MISC payments,   226 - 235  

  changes to closed account periods,   506 - 507  

  customer deposits,   370 - 371  

  employee loan details,   430 - 431  

  state-imposed maximum sales tax,   371 - 372  

  time with QuickBooks Timer,   597 - 598   

   Transaction List by Date report,   511 - 512   

   transactions  

  accounts payable,   202  

  accounts receivable,   289 - 290  

  data sharing for the accountant,   545  

  memorized transactions,   689  

  creating,   298 - 300  

  non-payroll transactions, researching,   
405 - 406  

  online transactions, retrieving,   450 - 452  

  payroll transactions, researching,   405 - 406  

  recurring, memorizing,   249 - 250  

  types of,   139  

  uncleared, identifying,   464 - 465  

  uncleared transactions, reviewing,   465 - 468  

  vendor transactions, finding,   198 - 200  

  voided/deleted transactions, reporting on, 
  510 - 511  

  Write Check transactions,   438 - 445   

   transferring     funds between bank accounts, 
  448   

   Troubleshoot Prior Account Balances tool, 
  611 - 615   
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   troubleshooting  

  accounts payable errors  

  misapplied vendor credits,   238 - 239  

  open vendor bills paid with Write Checks 
transaction,   236 - 238  

  Opening Balance Equity account,   512 - 515  

  payroll  

  liability balances, comparing with bal-
ance sheet,   424 - 425  

  payroll summary, comparing with filed 
payroll returns,   426 - 427  

  reports, reconciling to business finan-
cials,   427  

  with QuickBooks Company File tool,   
577 - 578  

  with QuickBooks Connection Diagnostics 
Tool,   558  

  reconciliations,   461 - 472  

  with Run Payroll Checkup diagnostic toll, 
  397 - 400   

   tutorials,   50   

   type of items,   85 - 86    

  U 

   uncleared bank checks, configuring startup 
transactions,   74 - 75   

   uncleared transactions, reviewing,   465 - 468   

   undeposited funds  

  errors, correcting,   361 - 366  

  reviewing,   499 - 500   

   Unpaid Bills Detail report, reviewing,   216 - 218   

   updating payroll tax tables,   381 - 382   

   upgrading QuickBooks version,   559 - 560   

   UPS power protection,   564   

   user accounts  

  External Accountant user type  

  configuring,   38 - 39  

  creating,   655 - 656  

  permissions, configuring,   40    

  V 

   value adjustments, performing,   162 - 165   

   vendor bills  

  discounts,   213 - 214  

  entering,   145 - 146  

  paying,   209 - 211  

  recording,   205 - 207   

   Vendor Center,   193 - 200  

  transactions, finding,   198 - 200   

   vendors  

  adding to data file,   194 - 198  

  bartering,   244 - 245  

  as customers,   366 - 368  

  prepayments, recording,   245 - 247  

  refunds, depositing,   250  

  returns, handling,   158  

  tax vendors,   385 - 387  

  transactions, finding,   199 - 200   

   Verify Data utility,   568 - 569   

   versions of QuickBooks  

  comparing,   21  

  effect on data sharing,   519  

  inventory features,   112 - 115  

  upgrading,   559 - 560   

   viewing QBWin.log file,   571 - 574   

   views, Report Center,   419   

   virus protection,   564 - 565   

   voided/deleted transactions  

  reporting on,   510 - 511  

  reviewing,   469    
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  W 

   warnings, reinstating,   542   

   Windows Disk Defragmentation utility, 
  565 - 566   

   Windows permissions, requirements for 
QuickBooks installation,   557 - 558   

   workers, classifying as employees,   382   

   workflow  

  for accounts payable,   202 - 204  

  CDR,   601 - 602   

   Write Check transactions,   438 - 445   

   Write Checks dialog box,   439   

   writing checks,   440 - 442   

   X-Y-Z   

   year of QuickBooks version, effect on data 
sharing,   519   

   year-end adjusting journal entry, recording to 
accounts receivable,   366   

   Year-End Guide,   591 - 592     
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