Numbers &
Symbols

$ (dollar sign),
Excel absolute
references, 499
() (parentheses), on
negative numbers, 20
? (question mark), Help
button, 506
3D versus 2D graphs, 125
1099 tax reporting
Form 1099, 544
preferences, 132
printing forms, 186
threshold levels,
setting, 132

A

ABA transit number, 529
ABC (activity-based

costing)

after-the-fact
classifications,
316-317

classes, setting up,
312-314

classifying revenue/
expenses, 314-317

cost drivers, 307, 310

defined, 529

described, 303

implementing, 311-312

overhead costs,
identifying, 311-312

product line income
statement, 306-309

QuickBooks support
for, 312

Index

reports, 317
in small firms, 309-310
absolute references, Excel
formulas, 499
access control. See security
account balance,
calculating, 41-43
account listing report, 262
account names, printing on
vouchers, 115
account numbers
autofilling on checks, 115
defined, 529
instead of names, 112
preferences, 112
for transactions, 112
Accountant & Taxes
command, 261
accountant & taxes reports,
list of, 261-263
accountant’s copy of data
file. See also backing
up data
canceling accountant’s
changes, 270
creating, 264-266
exporting client changes,
267-268
identification
method, 268
importing accountant’s
changes, 269
reusing, 267
using, 266267
accountant’s opinion, 529
accounting. See also
double-entry
bookkeeping
change of accounting
method, 75
fiddle-faddle accounting
method, 29, 30-32
financial statements,
12-23

overview, 22-23
philosophy of, 24-26
preferences, 111-113
purpose of, 9-12, 71
records, retaining,
288-289
stakeholders, 10-12
tax accounting, 27
accounting controls. See
also security
for inventory accounting
records, 464—465
reconciling bank
accounts, 465
segregating accounting
from physical custody,
465
training employees to use
QuickBooks, 466
user rights, 457
accounting methods
accrual-based accounting,
25, 282, 529
cash-basis accounting,
282
default, 125
fiddle-faddle, 30-32
function of, 72
management needs,
466-467
OCBOA (other
comprehensive basis
of accounting), 27
accounting model, 33-34
Accounting Preferences
set, 111-113
accounting records
closing, 462
comparing with physical
inventory, 464-465
retaining, 288-289
Accounting To-Do
List, 467
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accounts. See also chart
of accounts; specific
accounts
cleared, 535
creating, 90-94
defined, 34, 529
deleting, 94
described, 92
editing, 94
naming, 92
opening balance,
setting, 93
printing, 94
required, 113
saving, 93
setting up
bank account
number, 92
description, 92
hyperlinks, 94
name of account, 92
opening balance, 93
saving the account, 93
subaccounts, 92, 112
tax line, 93
type of account, 91
tax information,
specifying, 93
accounts payable. See also
vendors
asset purchase, 52
balances, supplying, 87
benefits of, 52
bills, paying, 51-52,
181-184
bills, recording receipt
and, 176
bills, recording/entering,
51, 177-181
business plan, 406,
414-415
credit memo, 181
credit purchases,
recording, 51
fixed asset purchases,
recording, 52-53

limiting access to, 458
payoff, journal entry
for, 41
reminders, 124
T-account, 43
uncollectible, writing off,
50-51
vendor payment,
recording, 52
accounts receivable. See
also customers
bad debt expenses,
estimating, 49-50
balance sheet, 22
balances, supplying, 87
business plan, 404,
405, 411
customer payments,
48-49, 162-164
limiting access to, 457
reports, 21-22
sales revenue, 47-48
uncollectible, writing off,
50-51
accrual, reversing, 63
accrual-based accounting,
25, 282, 529
accrued expenses, business
plan, 407, 415
accrued interest, 62—64,
529
accruing liabilities, 62—65
accumulated depreciation,
business plan, 406, 413
acid test (quick) ratio, 336
active cells, Excel, 496
activity ratios
average collection period,
343
days of inventory,
342-343
described, 341
fixed asset turnover, 344
inventory turnover,
341-342
total assets turnover,
344-345

activity-based costing
(ABC)
after-the-fact
classifications,
316-317
classes, setting up,
312-314
classifying revenue/
expenses, 314-317
cost drivers, 307, 310
defined, 529
described, 303
implementing, 311-312
overhead costs,
identifying, 311-312
product line income
statement, 306309
QuickBooks support
for, 312
reports, 317
in small firms, 309-310
ad valorem, 529
Add Credit Card
Processing
command, 167
addback of
depreciation, 424
Additional Customization
dialog box, 141-144
Adjust Quantity/Value
on Hand command/
window, 204-207
Adjust Sales Tax Due
command, 185
adjustable-rate mortgage
(ARM), 530, 537, 561
Adjusted Trial Balance
menu command, 261
Adjusted Trial Balance
report, 261
adjuster, insurance
company, 529
Adjusting Journal Entries
command, 262
advertising expense,
recording, 36



advisors, QuickBooks,
76-717, 487

affidavit, 529

after-the-fact
classifications,
316-317

airline business, 381

all-encompassing cost of
capital, 357-358

altered check, 529

alternative minimum
tax, 530

amortization schedule,
62, 530

angel investors, 446

annual cap, 530

annual percentage rate
(APR), 530

annual percentage yield
(APY), 530

annual report, 530

applications, Integrated
Applications
Preferences, 119-120

APR (annual percentage
rate), 530

APY (annual percentage
yield), 530

arbitration, 530

archiving data, 477-482.
See also backing
up data

arithmetic mean
or average,
calculating, 500

ARM (adjustable-rate
mortgage), 530,
537, 561

arm’s-length
transaction, 530

assembly items, 213-214

Assess Finance Charges
window, 165

assessed valuation, 530
assessing finance charges,
165-166
assessment, 530
asset dividend, 531
asset-based lending, 531
assets. See also fixed assets
accounting model, 33-34
balance sheet, 15-16
basis, original cost of an
asset, 532
common size balance
sheet, 418
current assets, 539
defined, 10, 530
earning, 542
fair market value, 543
illiquid, 545
intangible, 546
purchasing, 52, 61
return on, 347, 433
segregating
accounting from
physical custody, 465
total assets turnover ratio,
344-345
working capital to total
assets ratio, 431
assumable mortgage, 531
attorney-in-fact, 531
audit, 531
audit trail
always-on, 113, 462
clearing, 478
described, 462
preferences, 113
report, 262, 462-463
Audit Trail command, 462
auditor’s opinion, 531
average annual yield, 531
average collection period
ratio, 343
awarded job, 121

Inder 565

5

back-end load, 531
background
downloading, of
services messages, 130
backing up data. See also
accountant’s copy of
data file
archival copies, 477-482
basic steps, 469-472
data verification, 471
limiting copies, 471
location for backup, 470
offsite storage, 473
online backups, 472
overwriting original
data, 476
reminders, 471
restoring from backup,
473477
scheduling, 472, 473
storage device, 473
tactics for, 473
timestamps, 471
bad check, 531
bad debt expense,
estimating, 49-50
balance sheet budgets, 295
balance sheet,
business plan
accounts payable,
414-415
accounts receivable, 411
accrued expenses, 415
accumulated
depreciation, 413
cash & equivalents, 410
common size, 417-419
illustration, 411
inventory, 412
long-term liabilities, 416
other current assets, 412
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balance sheet, business
plan (continued)
other current
Liabilities, 415
other noncurrent
assets, 414
other noncurrent
liabilities, 416
owner equity, 417
plant, property, &
equipment (P, P, & E),
413-414
total assets, 414
total current assets, 412
total current liabilities,
415-416
total liabilities and owner
equity, 417
total noncurrent
liabilities, 416—417
balance sheets
accounting model, 33-34
accounts receivable, 22
assets, 15-16
balancing, 22
business plan, 410-417
common size, 417-419
contributed capital, 18
described, 402
end-of-the day, 45
example, 16, 19
fiddle-faddle accounting
method, 30
liabilities, 15-16
overview, 15-18
owner’s equity, 16—-18
partnership versus
corporation, 17-18
plugged (calculated)
values, 31
retained earnings, 18
balloon maturity, 531
balloon mortgage, 531
balloon payment, 531

bank accounts. See also
registers
adding, 80-81
credits and debits, 37
online banking, 217,
242-243, 550
reconciling
basics, 238-240
importance of, 465
problems, 243
transferring money
between, 226227
bank deposits, 223-226
bank discount rate, 531
bank draft, 532
banker’s acceptance, 532
banking commands,
240-241
bankruptcy
defined, 532
discharge of, 541
involuntary, 547
voluntary, 562
Basic Customization dialog
box, 139
basis, 532
basis point, 532
BEA (Bureau of Economic
Analysis), 509-512
beep, when recording a
transaction, 118
Begin Reconciliation
dialog box/window,
238-240
benchmarking, 293-294
beneficiaries, 532
bequest, 532
beta, 532
bill of exchange, 532
Bill Preferences set,
113-114
billing for time
invoicing, 155-157
recording time, 155

by single activities,
153-155
tracking, 132
weekly timesheet,
153, 154
billing, progress, 328-329
bills payable. See accounts
payable
bills receivable. See
accounts receivable
blank endorsement, 532
blanket mortgage, 532
blanket policy, 532
BLS (Bureau of Labor
Statistics), 512-516
board of directors, 532
bond issue, 533
bonds
callable, 533
defined, 533
discounts, 533
fidelity or surety, 533
general-obligation, 545
guaranteed, 545
premium, 533
rating, 533
savings bond, 555, 561
serial, 556
surety, 559
Treasury, 560
zero-coupon, 562
bonus, employee, 225
book value, 533
bookkeeping. See
accounting; double-
entry bookkeeping
books and publications
Competitive Strategies:
Techniques for
Analyzing Industries
and Competitors,
438, 441
Excel For Dummies
(Harvey), 366, 436,
496, 507



MBA’s Guide to
Microsoft Excel, 436
QuickBooks Simple Start
For Dummies, 1
Windows Vista For
Dummies, 4, 74,
117, 235
Windows XP For
Dummies, 74, 117
breakeven analysis,
393-394
breakeven point
calculating, 384-385
defined, 381
bridge loan, 533
budgets. See also capital
budgeting
approaches, 294
benchmarking, 293-294
comments on, 300-301
creating
balance sheet
budget, 295
budget by class, 296
from existing budget,
297-298
fiscal year period, 295
profit and loss budget,
295-296
from scratch, 296
editing, 297-298
key numbers to
watch, 301
reports, 298-299
top-line, 291-292
variances, 299, 300-301
zero-based, 292-293
Budgets & Forecasts
command, 298-299
Build Assemblies
command/window, 213
bullet loan, 533
Bureau of Economic
Analysis (BEA),
509-512

Bureau of Labor Statistics

(BLS), 512-516

business forms

choosing, 10

corporation, 17-18, 23

financial information
for, 11

limited liability
companies, 23, 548

limited liability
partnerships, 23

sole proprietorship, 16,
23,552, 557

business plan. See

also business plan
workbook, Excel
defined, 533
new venture plans
caveats, 448-449
defined, 437
feasibility, 445
general outline, 448
investors for, 446-447
management needs,
447-448
market demand,
445-446
profitability, 446
outlines, 444
Small Business
Administration’s Web
site, 442-444, 557
strategic plans
benefits of, 439-440
choosing, 441
cost strategies, 438
defined, 437
described, 437-438, 441
differentiated products
and services strategies,
438-439
focus strategies, 439
importance of, 441-442
key points of, 441
tactics and, 440, 441
white paper plan, 437,
441-444

Index 567

business plan workbook,

Excel

about, 403
balance sheet

accounts payable,
414-415
accounts receivable, 411
accrued expenses, 415
accumulated
depreciation, 413
cash & equivalents, 410
illustration, 411
Inventory, 412
long-term
liabilities, 416
net plant, property, &
equipment, 413-414
other current assets, 412
other current
liabilities, 415
other noncurrent
assets, 414
other noncurrent
liabilities, 416
owner equity, 417
plant, property, &
equipment, 413
total assets, 414
total current assets, 412
total current liabilities,
415-416
total liabilities and
owner equity, 417
total noncurrent
liabilities, 416417

cash flow statement

accounts payable
financing, 424-425
accounts receivable
investments, 427
accrued expenses
financing, 425
addback of
depreciation, 424
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business plan workbook,
Excel (continued)
beginning cash
balance, 423
current liabilities
financing, 425-426
long-term liabilities
financing, 426
net income after
taxes, 423
noncurrent liabilities
financing, 426
combining
workbooks, 436
common size balance
sheet, 417-419
common size income
statement, 423
customizing the
workbook
calculating taxes for a
current net loss before
taxes, 434-436
changing the number of
periods, 435
combining this
workbook with other
workbooks, 436
ratio analysis on existing
financial
statements, 435
data entry, 403—-409
downloading, 401, 403
financial ratios table
current ratio, 430-431
described, 430
financial leverage, 434
illustration, 430
inventory turnover, 432
investment turnover, 434
quick ratio, 431
receivables turnover,
431-432
return on equity,
433-434

return on total
assets, 433

sales to operational
assets, 433

times interest earned,
432-433

working capital to total
assets, 431

forecasting inputs,
410, 435
income statement

cost of sales, 420

described, 419-420

gross Margin, 420

illustration, 419

income tax expenses
(savings), 422

interest expense, 421

interest income, 421

net income (loss) after
taxes, 422

net income (loss) before

taxes, 421-422

operating expenses, 420

operating income, 421
sales revenue, 420
inventory investments

described, 427-428

ending cash balance,
429-430

net cash generated
(used), 429

other current assets
investments, 428

other noncurrent assets
investments, 428—429

other owner equity
changes, 429

plant, property, and

equipment investments

(PP, & E), 428
investment cash

flows, 372
opening, 403

C

calculating taxes, 434-436
calculator, displaying, 235
calendar, pop-up, 216
call option, 533
callable bonds, 533
canceled check, 534
capital, 534
capital budgeting. See also
budgets
cash flows, 376
described, 363
discounts, 373, 376
interest rates, 364
liquidity, 364, 375-376
maturity, 364
payback period, 375
QuickBooks help with,
377
rate of return
described, 364
investment amount,
366-367
IRR (internal rate of
return), 372, 374-375
net cash flows, 367-371
net present value, 373
pre-tax, 373
spreadsheet method,
371-373
risk, 365, 374, 376-377
capital charges
calculating, 354
described, 347, 353
estimating, 359-360
capital gain (or loss), 534
capital lease, 534
capital market, 534
capital percentage, 355
capital structure, 337, 349
cash
balance, calculating, 37
defined, 534



dividends, 534
not counted as
revenue, 24
cash & equivalents,
business plan, 404,
410, 418
cash balance, cash flow
statement, 20
cash basis, 534
cash basis income
statements, 19
cash flow statements
business plan, 423-427
cash balance, 20
cash profits, 21
classifying, 126
described, 18-21, 402
example, 20
inventory adjustment, 21
net income/operating
profit, 21
operating activities, 21
preferences, 126
cash flows
capital budgeting, 376
net cash flows, 367-371
cash profits, cash flow
statement, 21
cash sale, recording, 36
cash surrender value, 534
cash-basis accounting, 282
cashier’s check, 534
categorizing. See
classifying
cells, Excel
active, 496
addresses, 495, 497-498
copying, 496-497
cutting, 497
defined, 493
flagging, 499
fonts, 499-500
formatting, 499-500

location, 493
moving, 496
Census Bureau, 516-519
cents, suppressing in
reports, 287
certified check, 534
certified public accountant
(CPA), 106, 534
Change Account Color
command, 235
Change Item Prices
command, 207
charitable
contribution, 535
chart of accounts. See also
accounts
account listing
report, 262
Account menu, 94
defined, 76
reviewing, 81-82
setting up accounts
adding new account,
90-91
bank account
number, 92
description, 92
hyperlinks, 94
name of account, 92
opening balance, 93
saving the account, 93
subaccounts, 92
tax line, 93
type of account, 91
tracking job costs, 327
Chart of Accounts
command/window, 90
Chart of Accounts List,
90-94
charts, profit-volume-cost,
396-398
check forms
customizing, 221-223
fonts, 221-222
logos, 223

Inder 569

checking account

defined, 458
limiting access to, 458
preferences, 114-115

Checking Preferences set,

114-115

checks. See also paychecks

account names,
printing, 115
altered, 529
autofilling, 115
bad, 531
canceled, 534
cashier’s, 534
certified, 534
classifying, 315-316
cleared, 239, 535
copying, 234
customizing, 221-223
date, changing, 115
default accounts,
selecting, 115
defined, 535
duplicate number,
warning, 115
forged, 544
kiting, 535
memo description, 217
ordering, 94, 241
preferences, 114-115
printing
basics, 220-221
fonts, 221-222
list to print, 124
partial page, 222
recording
account distribution,
218-219
address, 217
amount, 217
check number, 216
date written, 216
item description,
219-220
memo, 217
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checks (continued)
online payment,
217-218
payee, 115, 217, 229
saving, 220
registered, 553
reminders, 123-124
saving, 220
split transactions,
229-230
stale, 558
teller’s, 560
third-party, 560
voiding, 234
claim, insurance, 535
class action, 535
Class drop-down list, 148
Class List, 97-98
Class List command/
window, 97-99, 314
classes
editing, 98
expense, 315-316
inactivating, 98
printing a list of, 98
revenue, 314-315
setting up
class name, 98, 313
new class, 97-98,
313-314
saving, 98
subclass, 98
tracking, 113, 155
classifying
after-the-fact, 316-317
budgets by class, 296
cash flow statements, 126
checks, 315-316
expense and revenue,
315-316
job costs, 327
paychecks, 123
purchase orders, 170
revenue, 314-315
sales revenue, 314-315

unclassified expenses,
316-317
wages and salaries, 123
Clean Up Company Data
command, 478
cleaning up company files,
477-482
clear, 535
clearing house, 535
clipboard, 496
closed transactions
defined, 477
removing, 479
closed-end fund, 535
closing date, 11, 113, 462
Closing Date box, 113, 462
closing date exception
report, 262
closing out accounts
closing date exception
report, 262
closing date settings, 11
data file, 462
QuickBooks method,
66-67
revenue and expenses,
65-67
traditional method, 66
trial balance, 65
closing price, stock, 535
cloud on title, 535
Coach windows, 116
COFI (cost-of-funds
index), 537
co-insurance, 535
collateral, 535
collateral loan, 536
collateral value, 536
collection agency, 536
collection letter, 536
collusive bidding, 536
color
changing, 235
choosing, 116
drop-down list, 116
invoice forms, 140

preferences, 116117
register, 235
reports, 286
columns
credit memos, 162
Excel, 495
invoice form, 142-143,
146, 149
labeling, 495
number of, 495
reports, 279-282
sales receipts, 159
combining workbooks, 436
commercial bank, 536
commercial paper, 536
commission, 536
common law, 536
common size balance
sheet, 417-419
common size income
statement, 423
common size ratios, 402
common stock, 536
company information
invoice forms, 140
setting up, 77-78
updating, 260
Company Information
command, 260
Company Preferences tab
Account Preferences set,
111-113
Checking Preferences
set, 114-115
closing date settings, 11
described, 110-111
Desktop View Preferences
set, 115-117
Finance Charge
Preferences set,
117, 165
General Preferences
set, 118119
Integrated Applications
Preferences set,
119-120



Inventory and Items
Preferences set, 120
Jobs & Estimates
Preferences, 121
Multiple Currencies
Preferences set,
121-122
Payroll & Employees
Preferences set,
122-123
Reminders Preferences
set, 123-124
Reports & Graphs
Preferences set,
125-127
Sales & Customers
Preferences set,
127-128
Sales Tax Preferences set,
128-129
Send Forms Preferences
set, 130
Service Connection
Preferences set,
130-131
Tax: 1099 Preferences
set, 132
compensating balance, 536
Competitive Strategies:
Techniques for
Analyzing Industries
and Competitors
(Porter), 438, 441
compound interest, 536
condensing company files,
477, 479, 481-482
confidentiality. See
security
consent decree, 536
conservator, 536
consignment, 537
construction loan, 537
constructive notice, 537
consumer credit, 537
consumer durables, 537
consumer lease, 537

consumer price index, 537
consumer-credit protection
act, 537
continuity assumption, 26
contra-asset accounts
accumulated
depreciation, 58
balance sheet, 50, 54
described, 50
for obsolete inventory,
54-55
recording, 54
contract, 537
contributed capital, 18
conversion date, setting,
76,79
co-payment, 537
Copy icon (Excel),
496-497
copying checks, 234
copying Excel cells and
formulas, 496-497
copying Excel
workbook, 504
Copy/Paste Check
command, 234
corporation
balance sheet, 17-18
forming, 23
nonprofit, 550
owner’s equity, 17-18
subsidiary, 559
co-signer, 537
cost drivers, 307, 310
cost of capital
percentage, 355
cost of goods sold
breaking down, 304
defined, 14
described, 301
income statement, 14
journal entries, 40—41
variable costs as, 387
cost of sales, business
plan, 406, 408, 420
cost principle, 25

Index 571

cost strategies, 438
Costco, 438—439
cost-of-funds index
(COFI), 537
cost-of-living
increases, 538
costs
profit-volume-cost
forecast, 394-396
vary-with-profit, 392,
398-399
vary-with-revenue,
391-392
costs centers, 409
counterfeit, 538
countersign, 538
counting inventory,
464-465
covenant, 538
CPA (certified public
accountant), 106, 534
Create Credit Memos/
Refunds command/
window, 161-162
Create Invoices command,
137-138
Create Invoices
window, 137-138,
147-148, 150
Create Purchase Orders
command, 170
Create Statements
command, 166
credit
defined, 538
impaired, 545
credit agency, 538
credit card
account, 92-93, 458
audit trail, 262
secured, 556
transactions, 241-242
credit insurance, 538
credit limit, 538
credit line, 538
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credit memos
customizing, 161
recording, 160-162, 181
reminders, 123
credit rating, 538
credit risk, 538
credit slip, 538
creditors, 10-11, 538
credits, 35, 37, 182—-183
cross-collateral, 538
currency
defined, 539
exchange rate, 543
foreign exchange, 544
multiple, 121-122
current assets
business plan, 405, 412
defined, 539
current liabilities, business
plan, 407
current ratio, 430-431
current ratio liquidity,
335-336
current yield, 539
cursor movement,
preferences, 118
cushion, 539
custodian, 539
custody account, 539
custom manufacturing
environment, 309-310
Customer & Vendor Profile
List command, 107
Customer Center
command/window,
99, 166, 319-320
Customer Center
window, 320
customer credit card audit
trail report, 262
Customer List, 99-102
Customer Menu, 166—-167
customer message, sales
receipts, 159
Customer Type List, 101

customers. See also
invoices; invoicing
customers
credit card
processing, 167
identifying, 148
marketing and customer
tools, 167
name information, 119
new, 108
payments, receiving,
48-49, 162-164
setting up
account number, 102
adding, 99-102
address information, 101
classifying, 101
contact information, 101
credit limit, 102
credit memo send
method, 101
default price level, 101
invoice send
method, 101
job information,
320-321
name, 100
opening balance, 100
other names list, 107
payment method
preferred, 102
payment terms,
default, 101
preferences, 127-128
Profile Lists, 107
resale number, 101
sales rep., 101
customizing. See also
EasyStep Interview;
preferences
business plan workbook,
Excel, 434-436
check forms, 221-223
credit memos, 161
invoice forms, 138—147

QuickBooks, 78-79
sales receipts, 158
customs, 539
cutting Excel cells, 497
cycle billing, 539

D

daily interest, 539
data files. See also backing
up data
access control, 455
accountant’s copy
canceling accountant’s
changes, 270
creating, 264-266
exporting client
changes, 267-268
identification
method, 268
importing accountant’s
changes, 269
reusing, 267
using, 266267
archiving and condensing,
477-482
backup copies, 264
cleaning up, 477-482
closing, 462
overwriting, 476
passwords, 454
portable copies, 264
record locking, 464
restoring, 473-477
data verification, 471
dates
checks, 115, 216
closing date, 11, 113, 462
conversion, 76, 79
default, 118
invoice form, 141
pop-up calendar, 216
days of inventory ratio,
342-343
dealer, 539



debentures, 539
debits, 35, 37, 539
debt analysis, 358-360
debt equity ratio, 337-338
debt ratio, 337
debt service, 539
decimal point,
automatic, 118
decimal point, Excel, 499
Decision Tools
command, 263
deed, 539
deed of trust, 540
default, 540
default accounting
method, 125
deferred compensation, 540
deficiency, 540
deficiency judgment, 540
defined benefit plan, 540
deflation, 540
Delete Bill Pmt/Check
command, 234
Delete command, 94
Delete General Journal
command, 259
deleting
accounts, 94
journal entries, 259
transactions, 459
transactions,
warning, 118
delinquency, 540
Dell Computer, 341, 486
demand loan, 540
dependent-dependent
relationship, 399
deposit insurance, 540
depository, 540
deposits
bank deposits, 223-226
cash back amount, 225
cleared, 239

defined, 540
direct deposit, payroll,
251, 540
depreciation
accumulated, 58
addback, 424
defined, 540
fixed assets, 57-59, 106
journal entry, 58
methods, choosing, 59
Section 179 election, 59
straight-line, 58—-59
desktop view, preferences,
115-117
differentiated products and
services strategies,
438-439
direct deposit, payroll,
251, 540
direct placement, 541
discharge of
bankruptcy, 541
disclosure, 541
Discount and Credits
dialog box, 163-164
discount items, adding to
Item List, 198-200
discount point, 541
discounting, 541
discounts
bank discount rate, 531
bonds, 533
capital budgeting,
373,376
customer, 150
defined, 541
items, 198-200
original issue discount
(OID), 550
paying bills and, 182183
point, 541
rates, 541
yield, 541

Index 5 73

discounted cash flow, 541
diversification, 541
divest, 541
dividends
asset, 531
cash, 534
defined, 541
reinvestment plan, 542
zeroed out, 67
documentation retention,
288-289
dollar sign ($),
Excel absolute
references, 499
double taxation, 542
double-entry bookkeeping
accounting model, 33-34
credits and debits, 35-38
examples
account balance,
calculating, 41-42
accounts payable
payoff, 41
cost of goods sold,
40-41
loan payoff, 41
rent expense, 39
sales revenue, 40
supplies expense, 39
T-accounts, 42—45
trial balance, 38
wage expense, 39
fiddle-faddle method, 29,
30-32
mechanics of, 35-38
QuickBooks’ help with,
45-46
Download Credit
Card Charges
command, 242
drop-down lists,
preferences, 118
duties, 542
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E

earnest money, 542
earning asset, 542
earnings per share, 542
EasyStep Interview. See
also lists; preferences
bank accounts, adding,
80-81
chart of accounts,
reviewing, 81-82
company information,
77-78
conversion date, 76, 79
customizing QuickBooks,
78-79
Learning Center
window, 82
master files, loading, 76
preferences, setting
up, 110
preparing for, 75
questions asked during, 79
start date, setting, 79-80
starting the program, 76
starting trial balance,
identifying, 76, 83—87
Welcome screen, 7677
economic profit, 353
Economic Value Added
(EVA) analysis
all-encompassing cost of
capital, 357-358
cost of capital
percentage, 355
debt analysis, 358-361
defined, 542
described, 351-352
equity-based, 352353
examples, 354-355, 359
fluctuations, 356
psychological
income, 356
simplistic approach to,
361-362

special situations, 356
usefulness of, 360-361
EDGAR (Electronic Data

Gathering, Analysis
and Retrieval) system,
519-522
Edit Check/Deposit
command, 233
Edit Deposit command, 233
Edit Menu commands,
233-238
Edit Preferences
command, 110
Edit Transaction button, 231
editing
accounts, 94
budgets, 297-298
Item List, 204
journal entries, 259
paychecks, 253-254
registers, 231, 233-238
transactions, warning, 118
effective annual yield, 542
EFT (electronic funds
transfer), 542
Electronic Data Gathers,
Analysis and Retrieval
(EDGAR) system,
519-522
electronic funds transfer
(EFT), 542
emailing
invoices, 130, 157-158
reports, 276
embargo, 542
embezzlement, 542
Employee List, 106, 123
Employee Retirement
Income Security Act
(ERISA), 542
employee stock ownership
plan (ESOP), 542
employees. See also
payroll
bonus, 225
defined benefit plan, 540

name information, 119
new, 106, 123
other names list, 107
preferences, 122-123
setting up, 106
sick leave, 122, 250-251
Social Security
Numbers, 123
theft, minimizing, 152
training to use
QuickBooks, 466
vacation pay, 122,
250-251
worker’s compensation,
122, 562
ending cash balance,
business plan, 429-430
endorsement, 542
Enter Bill for Received
Items command, 179
Enter Bills command/
window, 176, 177
Enter Credit Card Charges
command/window,
241-242
Enter Sales Receipts
command/window,
158-160, 314
Enter Statement Charges
command, 166
envelope windows, on
invoice forms, 145
envelopes, ordering, 241
ERISA (Employee
Retirement Income
Security Act), 542
error checking, 32
escrow, 543
ESOP (employee stock
ownership plan), 542
estate, 543
estate tax, 543
estimates
job estimates, creating,
326-328
preferences, 121



EVA (Economic Value
Added) analysis
all-encompassing cost of
capital, 357-358
cost of capital
percentage, 355
debt analysis, 358-360
defined, 542
described, 351-352
equity-based, 352-353
examples, 354-355, 359
fluctuations, 356
psychological income, 356
simplistic approach to,
361-362
special situations, 356
usefulness of, 360-361
Excel For Dummies
(Harvey), 366,
436, 496, 507
Excel workbook. See
also business plan
workbook, Excel
$ (dollar sign), absolute
references, 499
? (question mark), Help
button, 506
benefits of, 278
cells
active, 496
addresses, 495, 497-498
copying, 496-497
cutting, 497
defined, 493
flagging, 499
fonts, 499-500
formatting, 499-500
location, 493
moving, 496, 497
range of, 496
columns
labeling, 495
number of, 495
combining workbooks,
436

copying, 504
defined, 493
example, 493
exporting reports to,
276-278
flagging cell
addresses, 499
formula bar, 500
formulas
absolute references, 499
building, 495
cell address
adjustment, 498
cell addresses in, 495
copying, 497-499
described, 494
entering, 494
examples of, 495
functions as, 500-503
moving, 497-499
operator precedence, 495
writing, 494-495
functions, 500-503
Help, 496
naming, 504
numbers (values),
entering, 494-495
online samples, 491
opening/starting, 492,
504-505
previewing, 506-507
printing, 505-507
profit-volume-cost
analysis
breakeven analysis,
393-394
collecting inputs,
390-393
described, 389
downloading, 381, 389
fixed costs, 387
opening, 390
overview, 381
profit-volume-cost
charts, 396-398

Index 575

profit-volume-cost
forecast, 394-396
sales revenue, 391
variable costs, 391-392
vary-with-profit costs,
392, 398-399
vary-with-revenue costs,
391-392
rate of return, calculating,
371-373
saving, 503-504
scrolling through,
495-496
starting, 491-492
stopping/exiting,
492-493
SUM function, 500-501
text labels, 494
exchange rate, 543
excise taxes, 543
expense accounts, closing,
65-67
expense principle, 24, 40
expenses
classifying, 315-316
defined, 12
depreciation, 58
income statement, 12—-13
out-of-pocket, 157
preferences, 132-133
reimbursed, tracking, 133
Export Changes for Client
command, 267
Export Report dialog box,
276-278
exporting report to data
files, 267-268

F

face value, 543

fair market value, 543

FASB (Financial
Accounting Standards
Board), 543
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FDIC (Federal
Deposit Insurance
Corporation), 543
federal funds rate, 543
Federal Reserve, Web site,
522-524
Federal Unemployment
Tax, 543
fiddle-faddle accounting
method, 29-32. See
also double-entry
bookkeeping
filtering, 237, 283-284
Finance Charge
Preferences set, 117
finance charges
calculating, 165-166
defined, 543
setting up, 164-165
finance company, 543
Financial Accounting
Standards Board
(FASB), 543
financial leverage ratio, 434
financial management, 263
financial ratios. See
also gross margin
percentage
common size ratios, 402
cost of goods sold, 301
described, 402
intrastatement or
interstatement
ratios, 402
managing a business
with, 301
financial ratios table. See
also ratio analysis
current ratio, 430-431
described, 430
financial leverage, 434
illustration, 430
inventory turnover, 432
investment turnover, 434
quick ratio, 431

receivables turnover,
431-432
return on equity, 433-434
return on total assets, 433
sales to operational
assets, 433
times interest earned,
432-433
working capital to total
assets, 431
financial statements. See
also balance sheets;
cash flow statements;
reports
accounts receivable
report, 21-22
described, 401
income statement, 12—15
inventory reports, 22
other accounting
statements, 21-22
pro forma, 401
ratio analysis on, 435
statement of cash flows,
18-21
financial statistics,
resources, 293-294
Find command/window,
235-237
finding transactions,
230-231, 235-237
fiscal year, 295, 544
Fixed Asset Item List
command/window,
105-106
fixed asset turnover
ratio, 344
fixed assets. See also assets
defined, 57, 544
depreciation, 57-59, 106
disposing of, 58-59
fixed asset turnover
ratio, 344
listing report, 262
purchasing, 53, 57
recording, 52-53

setting up, 105-106
turnover ratio, 344
Fixed Assets List, 105-106
fixed costs, 387-389
fixed-charges coverage
ratio, 339-340
fixed-rate loan, 544
fixture, 544
flagging Excel cell
addresses, 499
FOB (Free On Board)
default, 127
focus strategies, 439
fonts
check forms, 221-222
invoice forms, 140, 147
reports, 127, 285-286
footers
formatting, 126, 284285
invoice form, 143
reports, 126, 284-285
sales receipts, 159
forecasting inputs, 435
foreclosure, 544
foreign exchange, 544
foreign trade, 544
forged check, 544
forgery, 544
Form 1099
defined, 544
preferences, 132
printing, 186
threshold levels,
setting, 132
formatting
cells (Excel), 499-500
footers, 126, 284-285
headers, 126, 284-285
reports
color, 286
columns, 281, 282
date interval, 281
fonts, 127, 285-286
header/footer, 126,
284-285
hiding columns, 282



layout, choosing, 126
negative numbers, 286
numbers, 286287
percentages, 282
preferences, 124—127
report basis, 281-282
restoring defaults, 282
subcolumns, 282
zero values, 287
forms. See also invoice
forms; sales receipts
credit memos
customizing, 161
printing, 162
recording, 160-162, 181
reminders, 123
purchase orders
to manage buying, 173
printing, 172
reminders, 124
saving, 172
tips and tricks, 173
formula bar, Excel, 500
formulas, Excel
absolute references, 499
building, 495
cell address
adjustment, 495
cell addresses in, 495
described, 494
entering, 494
examples of, 495
functions, 500-503
moving, 497-499
operator precedence, 495
writing, 494-495
franchise, 544
franchise tax, 544
fraud, 544
Free On Board (FOB)
default, 127
functions, Excel, 500-503
future value, 544
futures, 544

G

GAAP (generally accepted
accounting principles),
24-26, 545

garnishment, 544

general journal. See
journal entries

General Ledger
command, 252

General Ledger menu
command, 262

general ledger report, 262

general partner, 545

General Preferences set,
118-119

generally accepted
accounting principles
(GAAP), 24-26, 545

general-obligation
bond, 545

getting started with
QuickBooks. See
EasyStep Interview;
installing QuickBooks;
setting up QuickBooks

GI loan, 545

gift tax, 545

gilt-edged, 545

Go To button, 230-231

Go To Transfer
command, 234

going concern, 545

Google toolbar,
opening, 235

government resources,
Web sites

Bureau of Economic
Analysis (BEA),
509-512

Bureau of Labor
Statistics, 512-516

Census Bureau, 516-519

Index 577

EDGAR (Electronic Data
Gathering, Analysis
and Retrieval) system,
519-522

The Federal Reserve,
522-524

Government Printing
Office (GPO), 524-525

Internal Revenue Service
(IRS), 15, 132, 525-527

graphs

2D versus 3D, 125

cross-hatching patterns,
125

preferences, 124-127

Grid and Snap Settings
dialog box, 145

gross estate, 545

gross margin, business
plan, 420

gross margin, income
statement, 14

gross margin percentage

calculating, 382, 386-387

described, 301, 345-346

ratio analysis, 333

gross profit margin ratio,
345-346

group items, adding to
Item List, 198-199

growth, sustainable,
348-349

guaranteed bond, 545

guarantor, 545

guaranty, 545

H

Harvey, Greg (Excel For
Dummies), 366, 436,
496, 507

headers

hiding, 278
invoice form, 141, 143, 149
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headers (continued)
reports, 126, 284-285
sales receipts, 159
Help. See also books and
publications; online
resources
? (question mark), Help
button, 506
Dell Computer Web
site, 486
Excel workbook, 496
Help file, 483-484
Internet newsgroups, 488
Intuit’s product-support
Web site, 484-485, 487
Learning Center window
(EasyStep Interview), 82
live support, 487
Microsoft product-
support Web site,
485-487
online, 496
QuickBooks Support Web
site, 484-485
tutorials, 82
Help messages,
retrieving, 118
Hewlett-Packard, 349
Hewlett-Packard-Business-
Calculator-speak, 371
home page, QuickBooks,
116-117
hotel business, 381
hyperlinks, 94

icons

Copy icon (Excel),
496-497

Cut icon (Excel), 497

list of, 110

Paste icon (Excel), 497

preferences, 110, 117

QuickBooks home
page, 117
used in this book, 6
illiquid, 545
impaired credit, 545
Import Accountant’s
Changes command, 269
import taxes, 545
income statements
business plan, 419-422
common size, 423
cost of goods sold, 14
defined, 545
described, 12—15, 402
expenses, 12—-13
fiddle-faddle accounting
method, 30
gross margins, 14
operating expenses, 14
revenues, 12
sales revenue, 13-14
income tax
business plan, 409
detail report, 263
preparation report, 262
summary report, 263
income tax expenses
(savings), business
plan, 422
indemnity, 545
indenture, 545
independent-dependent
relationship, 398-399
independent-independent
relationship, 398
index, 546
individual retirement
account (IRA), 546
individual retirement
account rollover, 546
industry associations,
293-294
inflation, 376, 546
insolvency, 546
installing QuickBooks,
73-74, 464

installment contract, 546
installment credit, 546
insufficient funds, 546
intangible assets, 546
Integrated Applications
Preferences set,
119-120
interest. See also rate
of return
accrued, 62—-64, 529
business plan, 409, 421
on capital investments, 364
daily, 539
defined, 546
expense, business
plan, 421
income, business
plan, 421
rate, 546
times interest earned
ratio, 338-339
interest-only loan, 546
interim report, 547
interim statement, 547
internal rate of return (IRR),
372, 374-375, 547
Internal Revenue Service
(IRS), 15, 132,
525-527
Internet newsgroup, 488
Internet search, 235
interstate commerce, 547
interstatement ratios, 402
intrastatement ratios, 402
Intuit Complete Payroll
service, 122
Intuit’s product-support
Web site, 484485, 487
inventory. See also Item List
accounting controls,
464-465
activity ratios, 341-343
adjusting prices/price
levels, 207-210
adjusting quantity/value,
204-207



average inventory
balance, 341
balance variances, 299
balances, supplying,
86-87
business plan, 405, 412
cash flow statement,
adjustments, 21
contra-asset accounts,
54, 55
counting, 56, 464—465
cycle counting, 56
defined, 547
described, 53
disposal of, 54
investments, business
plan, 427-430
items, adding, 192-194
limiting access to, 458
liquidating, 21
in manufacturing firms,
tracking, 210-214
memo description, 207
obsolete inventory, 53-55
periodic inventory
system, 53
perpetual inventory
system, 53
physical counts, 56,
464-465
preferences, 120
recording, 36
reorder reminders, 124
reports, 22, 190
shrinkage, 56
T-account analysis, 42-43
theft, 464—-465
turnover ratio,
341-342, 432
Inventory Activities
command, 186
Inventory and Items
Preferences set, 120
Inventory command, 190
investment turnover
ratio, 434

investors, expectations of,
446-447
invoice forms. See
also credit memos;
invoices; sales receipts
choosing, 137-138
customizing
color, 140
columns, 142
company & transaction
info., 140
fonts, 140
footer, 143
header, 141
logo, 139
print information,
143-144
prog columns, 142-143
template, choosing,
138-147
default condition, 144
e-mailing, 130, 157-158
header, 141, 143, 149
Layout Designer tool
about, 144-145
column widths,
changing, 146
fonts, 147
margin adjustments, 147
moving and resizing
objects, 145
positioning text with
fields, 146
resizing multiple
objects, 146
selecting objects, 146
zoom button, 147
messages, 130
resizing objects, 145
templates, 138—139
invoices
customer message, 150
duplicate number,
warning, 127
e-mailing, 130, 157-158
finding, 152

Index 579

overdue, 117, 123,
164, 165
packing slip
templates, 127
preferences, 127-128
printing, 157
printing, without
saving, 152
progress billing, 328-329
receive payments, 128
reimbursed expenses,
tracking, 133
reminders, 123
saving, 152
saving, without
printing, 152
template, choosing, 127
tracking time, 153
use price levels, 128
invoicing customers
billable time, 155-157
credit card payments and
billing, 167
credit memos, 160-162
customer, identifying,
147, 148
customer messages, 150
discounts, 150
finance charges, 164—166
invoice field info, 149
Item List, 167
items sold, 149
job estimates for, 327
job, identifying, 148
mileage, 157
payments, receiving,
162-164
spell check, 151
statements for, 166
involuntary bankruptcy, 547
involuntary lien, 547
IRA (individual retirement
account), 546
IRS (Internal Revenue
Service) Web site,
15, 132, 525-527
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Item command, 186
Item List. See also
inventory
adding to
assembly items,
213-214
basic steps, 190-191
custom fields to items,
203-204
discount items, 198-200
group items, 198—-199
inventory items,
192-194
non-inventory parts,
194-196
other charge items,
195-197
payment items, 200-201
reimbursable
charge, 197
sales tax group, 202
sales tax items, 200-201
service items, 191-192
subtotal items, 197
defined, 187
editing, 204
inventory reports, 190
Item column, 188
items, defined, 49
setting up, 94
spell checking, 194
Item List command, 167,
188-189
Item List window, 186
item receipt, recording,

173-176, 179
items
defined, 49

deletion warning, 118
preferences, 120
receipt of, 173-176, 179
Zero amount,

warning, 121

]

K

Jobs and Estimates
preferences, 121
jobs/projects
awarded, 121
cost reporting, 324-327
estimates, 326-328
income and expenses,
tracking, 322-324
preferences, 121
Profile List
information, 107
progress billing, 328-329
setting up, 319-321
journal entries. See also
transactions
about, 257
adjusting, 261
adjustment, 259
assigning numbers to, 113
bad debt expenses, 49-50
to classify unclassified
expenses, 316-317
company information,
updating, 260
customer payments,
48-49
deleting, 259
editing, 259
recording, 48—49, 258
reversing, 259
sales revenue, recording,
40, 48
trial balance, 84
voiding, 259
Journal menu
command, 262
judgment, 547
judgment lien, 547
judicial sale, 547
junior mortgage, 547

Keogh plan, 547

kicker, 547

kiting checks, 535

Kmart, strategic plan,
439-440

L

lagging indicator, 548
late charge, 548
Layout Designer tool
about, 144-145
column widths,
changing, 146
fonts, 147
invoice forms, 144—-147
margin adjustments, 147
moving and resizing
objects, 145
positioning text with
fields, 146
resizing multiple
objects, 146
selecting objects, 146
zoom button, 147
Learning Center
window (EasyStep
Interview), 82
lease, 548
leasehold, 548
legal and licensing fees, 23
leverage, 548
leverage ratios
debt equity ratio,
337-338
debt ratio, 337
fixed-charges coverage
ratio, 339-340
times interest earned
ratio, 338-339
leveraged buyout, 548



liabilities
accruing, 62-65
amortization schedule, 62
balance sheet, 15, 16
borrowing money
(loans), 61
defined, 10, 60, 548
loan interest, 64
loan payments, 61-62
reversing an accrual, 63
warranty liability, 65
liability insurance, 548
libraries, 293
lien, 548
limited liability companies,
23, 548
limited liability
partnerships, 23
limited partnership, 548
line of credit, 548
liquidating inventory, 21
liquidity, 364, 375-376, 548
liquidity ratios, 335-336
List of Tasks, 124
lists
adding to, 89
Chart of Accounts, 90-94
Classes, 97-98
cleaning up, 480
Customer, 99-102
described, 76, 89
Employees, 106
Fixed Assets, 105-106
Item, 94
loading, 76
Other Names, 107, 244
Payroll Item, 95-96
Price Level, 94-95
Profile, 107-108
Sales Tax Codes, 95
Vendor, 102-105, 184
Live Community
window, 116
live support, 487
Loan Manager
command, 243

loans
adding, 243
amortization schedule, 62
bridge loan, 533
bullet loan, 533
buying assets with, 61
collateral, 536
construction, 537
demand, 540
fixed-rate, 544
interest, recording, 64
interest-only, 546
list of accounts, 243
nonrecourse, 550
payments, recording,
61-62
payoff, 41
signature, 557
unsecured, 561
variable-rate, 561
locking records, 464
logos, 139, 223
long-term, 548
long-term liabilities,
business plan, 407, 416
Lotus 1-2-3 (spreadsheet
program), 371

M

Make Deposits command/
window, 223-225

Make General Journal
Entries window, 83-84

Make Journal Entries
command, 54, 61, 84,
113, 250, 258

maker, 548

Manage Sales Tax
command, 186

Manage Templates dialog
box, 139

management

budgets help with,

298-299

Index 581

for new venture plans,
447-448
QuickBooks need for,
466-467
management report, 548
managers, 10
manufacturing firms
custom environment,
309-310
inventory tracking,
210-214
margins, invoice
forms, 147
marketing and customer
tools, 167
master file lists. See lists
matching principle, 25, 41
maturity
capital budgeting, 364
defined, 549
maximum out-of-pocket,
insurance premium, 549
MBA’s Guide to Microsoft
Excel (Nelson), 436
Measure Profitability
command, 263
mechanic’s lien, 549
member, 549
memo description
bank deposits, 224
checks, 217
inventory, 207
receipt of items, 174,
178, 180
registers, 229
Memorize Check
command, 24, 234
Memorize command, 260
memorized
checks, 234
reports, 274-275
transactions, 234, 260
Memorized Transaction
List command, 260
memory sticks, 473
merger, 549
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messages
customers, 108, 150
invoices, 130
pop-up, 118
Microsoft Web site,
485-487
Microsoft Windows
product-support Web site,
485-486
security, 453-454
mileage, 108, 157
minimum balance, 549
minimum payment, 549
minor, 549
MMF (money market
fund), 549
Modify Report dialog box
Display tab, 281
displaying, 274, 280-281
Filters tab, 283
Fonts & Numbers tab, 286
Header/Footer tab, 285
illustration, 283, 285
money market fund
(MMF), 549
money market rates, 549
monopoly, 549
mortgage
adjustable-rate, 530,
537, 561
assumable, 531
balloon, 531
blanket, 532
defined, 549
junior, 547
second, 556
secondary, 556
variable-rate, 561
mortgagee, 549
mortgagor, 549
moving and resizing
objects, 145
moving, Excel cells and
formulas, 496, 497-499
Multiple Currencies
Preferences set,
121-122

Multiple Windows option,
115-116
multi-user accounting
system, 74
multi-user environments,
463-464
My Preferences tab
Accounting Preferences
set, 111-113
Checking Preferences set,
114-115
described, 110, 111
Desktop View Preferences
set, 115-117
General Preferences set,
118-119
Reminders Preferences
set, 123-124
Reports & Graphs
Preferences set,
124-127
Sales & Customers
Preferences set, 127
Service Connection
Preferences set,
130-131
Spelling Preferences
set, 131

N

naming
accounts, 92
classes, 98, 313
Excel workbook, 504
new customers, 100
negative numbers,
formatting, 20, 286
negative numbers inside
parentheses, 20
negotiable, 549
Nelson, Stephen (author)
amortization
schedules, 62
Excel workbook
sample, 491

Excel worksheet,
downloading, 381
MBA'’s Guide to
Microsoft Excel, 436
Web site, 62, 491
net cash flows, 367-371
net cash generated (used),
business plan, 429
net income
cash flow statements, 21
profit margin
percentage, 346
return on equity ratio,
347-349
net income (loss) after taxes,
business plan, 422
net income (loss) before
taxes, business plan,
421-422
net operating margin
percentage, 346
Net Plant, Property, &
Equipment, business
plan, 413-414
net present value, 373
net worth, 402, 550
New Bill Pmt/Check
command, 234
New Company
command, 76
New Customer Message
window, 107-108
new venture plans. See also
business plan
caveats, 448-449
defined, 437
feasibility, 445
general outline, 448
investors for, 446-447
management needs,
447-448
market demand, 445-446
profitability, 446
newsgroup support, 488
noncurrent assets, business
plan, 406, 414,
428-429



noncurrent liabilities,
business plan, 408

non-inventory parts, items
list, 194-196

nonprofit corporation, 550

nonrecourse loan, 550

Nordstrom department
store, 438—440

notary public, 550

notes, 550

notes payable, 550

notes receivable, 550

novation, 550

numbers (values), Excel,
494-495

0

objectivity principle, 25
obsolete inventory, 53-55
OCBOA (other compre-
hensive basis of
accounting), 4, 27
Office button (Excel), 492
offsite data storage, 473
OID (original issue
discount), 550
one-line transactions,
232-233
online banking
payments, 217
service, 550
setting up, 242
using, 242-243
Online Banking Center
command, 242-243
Online Banking
command, 242
online data backups, 472
online resources. See
also Help
amortization schedules, 62
Bureau of Economic
Analysis (BEA),
509-512

Bureau of Labor
Statistics, 512-516
Census Bureau, 516-519
Dell Computer Web
site, 486
EDGAR (Electronic Data
Gathering, Analysis
and Retrieval) system,
519-522
The Federal Reserve,
522-524
Government Printing
Office (GPO), 524-525
Internal Revenue Service,
525-527
Internet newsgroup, 488
Intuit’s product-support,
484-485, 487
marketing and customer
tools, 167
Microsoft product-
support, 485-487
Small Business
Administration
(SBA), 442-444
Stephen Nelson (author),
62, 491
Open & Convert Transfer
File command,
266-267
Open or Restore Company
command/dialog box,
474-475
Open Previous Company
command, 267
Open Window List, 147
open-end lease, 550
opening balance
accounts, 93
customers, 100
vendors, 103-104
Opening Balance Equity
account, 85
opening Excel workbook,
492, 504-505

Index 583

operating activities, cash
flow statements, 21
operating expenses
business plan, 407, 420
income statement, 14
tracking, 312
operating income, business
plan, 421
operating income/sales, 346
operating lease, 550
operator precedence, Excel
formulas, 495
options, 550
Order Checks & Envelopes
command, 241
Order Checks hyperlink, 94
Order Payroll Service
command, 245
original issue discount
(OID), 550
original maturity, 550
origination fee, 550
other charge items, adding
to Item List, 195-197
other comprehensive
basis of accounting
(OCBOA), 4, 27
other current assets,
business plan, 412
other current assets
investments, business
plan, 428
other current liabilities,
business plan, 415
Other Names List, 244
Other Names List command/
window, 107
other noncurrent assets,
business plan, 414
other noncurrent assets
investments, business
plan, 428-429
other noncurrent liabilities,
business plan, 416
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other owner equity
changes, business
plan, 429
out-of-pocket expenses,
invoicing for, 157
overdraft, 551
overdue invoices, 117, 123,
164, 165
overhead allocation,
303-306. See also
ABC (activity-based
costing)
overhead costs, identifying,
311-312
overwriting original data,
476. See also backing
up data
owner’s equity
balance sheet, 16—18
business plan, 408, 417
capital charge,
calculating, 358, 363
common size balance
sheet, 418
corporations, 17-18
defined, 402
growing, 349
partnerships, 17
stockholder’s, 338
value, 355
value of capital and, 362

) 4

P, P, & E (plant, property,
and equipment),
business plan, 405,
413-414, 428

packing slip templates, 127

par value, 18

parentheses ( ), showing
negative numbers, 20

partnerships

business forms, 23
defined, 551
described, 23

forming, 23

limited, 23, 548

owner’s equity, 17
passwords

changing, 454

data files, 454

in multi-user

environment, 455-460

payments (customer).

See also accounts
receivable
cleared, 239
customer profiles, 107
preferences, 128
receiving, 48-49,
162-164

QuickBooks services, 130  payroll. See also

setting up, 113, 454
Paste icon (Excel), 497
Pay Bills command, 181
Pay Sales Tax

command, 185
Pay Scheduled Liabilities
command, 254
payback period, capital
budgeting, 375
paychecks. See also
checks; payroll

classifying wages, 123

earnings details, 123

editing, 253-254

employee information

on, 122
job costing, class and
item tracking, 123

printing, 253

quantity field, 123

reminders, 123

scheduling, 252

social security numbers

on, 123
voiding, 253-254
payee, 551
paying bills. See accounts
payable; checks

paying employees. See
payroll

paying vendors. See
accounts payable;
purchase orders;
receipt of items,
recording

payment items, adding to
Item List, 200-201

employees; paychecks
assisted payroll
option, 245
basic payroll option,
245-246
deleting, 96
direct deposit, 251, 540
do-it-yourself, 245-246
editing paychecks,
253-254
enhanced payroll
option, 245
items, adding, 95-96
limiting access to, 458
new employees, 247-251
paying employees,
252-253
payroll default
information, 123
payroll service, 122,
246-247
preferences, 122-123
QuickBooks assisted, 95
reviewing employee
data, 251
scheduling, 252
setting up, 245-246
taxes, 248-250, 254, 551
taxpayer identification
number (TIN), 96, 559
voiding paychecks,
253-254
year-to-date amount, 251
Payroll & Employees
Preferences set,
122-123
Payroll Item List, 95-96
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about, 109
accounting
audit trails, 113
class tracking, 113

Payroll Item List
command, 95

penalty clause, 551

pension fund, 551

power of attorney, 552

PowerPoint, business plan
outlines, 444

preference sets

pension plan, 551

perfect title, 551

perfected lien, 551

period identifiers, 410, 430

periodic inventory, 53

periodic rate, 551

permanent financing, 551

perpetual inventory, 53

personal identification
number (PIN), 551

personal property, 551

personal property tax, 551

philosophy of accounting,
24-26

physical count
worksheet, 56

physical inventory counts,
56, 464-465

PIN (personal identification
number), 551

planning your QuickBooks
system, 71-74

plant, property, and
equipment (P, P, & E),
business plan, 405,
413-414, 428

pledge, 552

plugged (calculated)
values, 31, 60

point, 552

pop-up calendar, 216

pop-up messages, turning
off, 118

portable data files, 264

Porter, Michael
(Competitive
Strategies: Techniques
for Analyzing
Industries and
Competitors), 438, 441

portfolio, 552

posting, 552

about, 110-111

Accounting, 111-113

Bill Preferences, 113-114

Checking, 114-115

Desktop View, 115-117

displaying, 110

Finance Charge
Preferences, 117

General Preferences,
118-119

Integrated Applications
Preferences, 119-120

Inventory and Items, 120

Jobs and Estimates, 121

Multiple Currencies
Company, 121-122

Multiple Currencies
Preferences set,
121-122

Payroll & Employees,
122-123

Reminders, 123-124

Reports & Graphs,
124-127

Sales & Customers,
127-128

Sales Tax, 128-129

Send Forms, 130

Service Connection,
130-131

setting up, 110-111

Spelling Preferences, 131

Tax: 1099 Preferences
set, 132

Time & Expenses
Preferences set,
132-133

preferences. See also

Company Preferences
tab; EasyStep
Interview; My
Preferences tab

closing date settings, 113
journal entries,
numbering, 113
password, setting, 113
require accounts, 113
subaccounts,
showing, 112
beep when record
transactions, 118
bills, 113-114
cash flow statements, 126
changing, 110
checking
account names on
vouchers, 115
change check date when
check is printed, 115
Write Checks, 114-115
color scheme, 117
cursor movement, 118
customers, 127-128
date default, 118
decimal point
placement, 118
described, 76
desktop view, 115-117
drop-down lists, 118
duplicate estimate
numbers warning, 121
employees, 122—123
finance charges, 117
forms, sending, 130
function of, 78-79
general, 118-119
graphs, 124-127
Help messages,
retrieving, 118
icons, 110, 117
integrated applications,
119-120
inventory and items, 120
invoices, 130, 132-133
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preferences (continued)
items, deletion
warning, 118
items with zero amount,
warning, 121
jobs and estimates, 121
manually changing, 110
multiple currencies,
121-122
name information, 119
packing slip
templates, 127
payments, receiving, 128
payroll, 122-123
pop-up messages, 118
QuickBooks Service
connection, 130-131
refreshing a report, 124
reimbursed expenses, 133
reminders, 123-124
reports, 124-127
sales & customers,
127-128
sales orders, 128
sending forms, 130
service connection,
130-131
setting up, 79, 110-111
shipping method
default, 127
sounds, settings, 117
spell check, 131
taxes
sales tax, 128—-129
1099 tax reporting, 132
worker’s
compensation, 122
time format, 119
transactions, 118

Preferences command, 110,

164, 169, 186, 238
Preferences dialog box,
110-111
premium, 552
premium support
plans, 487

present value, 552

preview, printing, 506-507

Price Level List, 94-95

Price Level List command/
window, 208

price levels, adjusting, 128,

208-210
price/earnings ratio, 552
prime rate, 552
principal, 552
principles of accounting,

generally accepted,

24-26, 545
Print 1099s/1096

command, 186
Print button, 231
Print Report command, 237
Print Screen Button, 460
printing

accounts, 94
checks
basics, 220-221
fonts, 221-222
list to print, 124
partial page, 222
reminders, 123
credit memos, 162
Excel workbook,
505-507
invoices, 143-145, 157
paychecks, 253
preview, 506-507
print preview, 276
purchase orders, 172
registers, 231
reports, 275-276
sales receipts, 160
pro forma financial
statements, 401. See
also balance sheets;
cash flow statements;
income statements
problems. See also Help;
troubleshooting
common, 483-484
hardware or operating
system, 486

QuickBooks Coach
feature, 483
Process Multiple Reports
command/dialog
box, 287
product-support
Intuit, 484-485, 487
Microsoft, 485-487
professional advisors, 487
Profile Lists, 107-108
profit and loss budgets,
295-296
profit and loss statement.
See income statements
profit margin
percentage, 346
profitability ratios
gross margin
percentage, 345-346
net operating margin
percentage, 346
operating income/
sales, 346
profit margin
percentage, 346
return on assets, 347
return on equity, 347-349
profits, 349, 356
profit-sharing plans, 392,
399, 552
profit-volume-cost analysis
breakeven points, 381,
384-385
collecting data for,
386-387
dependent-dependent
relationship, 399
described, 38
downloading, 381
downside of, 388—-389
Excel workbook
breakeven analysis,
393-394
collecting inputs,
390-393
described, 389
downloading, 381, 389



fixed costs, 387
opening, 390
overview, 381
profit-volume-cost

charts, 396-398

profit-volume-cost

forecast, 394-396

sales revenue, 391
variable costs, 391-392
vary-with-profit costs,

392, 398-399

vary-with-revenue costs,

391-392
gross margin percentage,

382, 386-387
independent-dependent

relationship, 398-399
independent-independent

relationship, 398
theory of, 382-383
vary-with-profit costs,

392, 398-399
vary-with-revenue costs,

391-392

prog columns, invoice
form, 142-143
progress billing, 328-329
projects/jobs
awarded, 121
cost reporting,

324-325, 327
estimates, 326-328
income and expenses,

tracking, 322-324
preferences, 121
Profile List

information, 107
progress billing, 328-329
setting up, 319-321

promissory note, 552
property taxes, 552
proprietorship, sole, 552
protection. See security
psychological income, 356
public offering, 553

publications
Competitive Strategies:
Techniques for
Analyzing Industries
and Competitors,
438, 441
MBA’s Guide to
Microsoft Excel, 436
QuickBooks Simple Start
For Dummies, 1
Windows Vista For
Dummies, 4, 74,
117, 235
Windows XP For
Dummies, 74, 117
purchase orders. See also
vendors
classifying, 170
creating
class column, 172
date range, 171
item description,
171-172
item numbers, 172
order date, 171
order number, 171
quantity, 172
saving, 172
ship-to information, 171
ship-to-address, 171
total amount, 172
unit price, 172
vendor, identifying,
170-171
described, 169
determining need for, 173
duplicate number,
warning, 127
to manage buying, 173
open, 173-174
printing, 172
receipt of items, 173-174
reminders, 124
saving, 172
tips and tricks, 173

Index 587

0

-

qualified opinion, 553
question mark (?), Help

button, 506

quick (acid test) ratio, 336
Quick Books Pro, 1, 12,

73,259

quick ratio, 431
QuickBooks

advisors, 7677, 487

audit trails, 262, 462463

closing, 462

customizing. See
EasyStep Interview;
preferences

decision tools, 263

function of, 72-73

home page, 116, 117

icons, list of, 110

installing, 73-74, 464

limitations, weaknesses
of, 73

management needs,
466-467

service connection
preferences, 130-131

support for ABC
(activity-based
costing), 312

training employees to
use, 466

weaknesses of, 72-73

QuickBooks Assisted

Payroll Service, 95

QuickBooks Coach

feature, 483

QuickBooks Enterprise

Solutions, 12, 73, 259

QuickBooks Premier, 1-3,

12,73, 95, 211-214,
259, 442

QuickBooks Premier

Payroll Service, 95
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QuickBooks security,
454-461

QuickBooks Services
connection, 130-131

QuickBooks Simple Start
For Dummies (Wiley
Publishing), 1

QuickBooks Support Web
site, 484-485

QuickReport button,
231-232

quiet title action, 553

quorum, 553

quote, 553

R

rate of return. See also
return on investment
(ROD)
on capital, 366-375
defined, 553
described, 364
internal rate of return
(IRR), 372, 374-375
net present value, 373
ratio analysis. See also
financial ratios table
activity ratios
average collection
period ratio, 343
days of inventory ratio,
342-343
described, 341
fixed asset turnover
ratio, 344
inventory turnover ratio,
341-342
total assets turnover
ratio, 344-345
common size ratios, 402
described, 333
on existing financial
statements, 435
gross margin
percentage, 333

leverage ratios
debt equity ratio,
337-338
debt ratio, 337
described, 336-337
fixed-charges coverage
ratio, 339-340
times interest earned
ratio, 338-339
liquidity ratios
acid test, 336
current, 335-336
profitability ratios
gross margin
percentage, 345-346
operating
income/sales, 346
profit margin
percentage, 346
return on assets, 347
return on equity,
347-349
warnings about, 334
ratios. See activity ratios;
profitability ratios
real income, 553
real property, 553
real rate of return, 553
real-interest rate, 553
realization principle
(revenue principle), 24
realized profit/loss, 553
rebate, 553
receipt of items, recording,
173-176, 179
receivables, collection
period ratio, 343
receivables turnover
ratio, 431-432
Receive Items and Enter
Bill command, 176
Receive Payments
command/window,
162-163
Receive Payments
window, 162

receiver, 553
receivership, 553
Reconcile command, 238
reconciling bank accounts,
238-240, 465
Record Credit Card
Charges command, 241
record locking, 464
recording
bank deposits, 223-226
billable time, 155
bills (accounts payable),
51, 177-181
credit memos,
160-162, 181
customer payments,
48-49
journal entries,
48-49, 258
receipt of items, 173-176
register transactions,
227-230
sales receipts, 158—-160
redemption, 553
refunds. See credit memos
Register window
commands/buttons,
230-233
registered check, 553
registers
amount of transaction, 229
calculator, 235
color, 235
commands and buttons,
230-232
copy/paste check, 234
date of transaction, 228
delete bill pmt/check, 234
displaying, 227-228
edit check/deposit, 233
editing, 231, 233-238
finding transactions,
230-231, 235-237
Go To button, 230-231
history of
transactions, 235



memo description, 229
memorize check, 234
new bill pmt/check, 234
one-line transactions,
232-233
payee for check, 229
preferences, 238
printing, 231
recording transaction,
227-230
reports, 231-232, 237
selecting/identifying
accounts, 229, 235
sorting, 232
split transactions,
229-230
transaction number, 228
transfers, 234
void check, 234
reinvestment risk, 374
reminders
backing up data, 471
checks, 123-124
list, 123
preference settings,
123-124
Reminders Preferences
set, 123-124
remittance slip, 554
Remove Restrictions
command, 270
rent expense, recording, 39
reorganization, 554
reports. See also financial
statements
ABC (activity-based
costing), 317
account information
on, 125
account listing, 262
accountant & taxes,
261-263
adjusting journal
entries, 262
annual report, 530
audit trails, 262, 462463
bank reconciliation, 240

budgets, 298-299
cents, suppressing, 287
closing date
exception, 262
collapsing, 278
customer credit card audit
trail, 262
date range, 279
documentation retention,
288-289
emailing, 276
exporting, 276-278
filtering, 283-284
financial ratios, 334
fixed asset listing, 262
fonts, 127
formatting
color, 286
columns, 279-280,
281-282
date interval, 281
fonts, 285-286
header/footer, 126,
284-285
hiding columns, 282
negative numbers,
20, 286
numbers, 286-287
percentages, 282
preferences, 126-127
report basis, 281-282
restoring defaults, 282
subcolumns, 282
zero values, 287
general ledger, 262
header, hiding, 278
headers, 126, 284-285
income tax detail, 263
income tax
preparation, 262
income tax summary, 263
inventory, 22, 190
job costing, 324-325
journal, 262
memorized, 274-275
menu, 272-273
modifying, 125, 274,
280-281

Index 589

multiple, 287
page layout alignment, 126
preferences, 124—127
printing, 275-276
refreshing, 278
retention period, 288—289
Social Security Numbers
in, 123
sorting, 280
transaction detail by
account, 262
transaction list by
date, 262
trial balance, 261
voided/deleted
transactions, 262
Reports & Graphs
Preferences set,
124-127
Reports menu, 272-273
repossession, 554
research and
development, 299
reserve, 554
reserve requirements, 554
residual value, 554
resizing objects, invoice
forms, 145
restoring data files,
473-477
restoring defaults,
formatting, 282
restraint of trade, 554
restrictive covenant, 554
retained earnings
balance sheet, 18
defined, 554
dividends combined
with, 67
return on assets, 347, 554
return on assets ratio, 347
return on equity ratio,
347-349, 433-434
return on investment
(ROI), 364, 554. See
also rate of return
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return on total assets
ratio, 433
revenue. See also sales
revenue
accounts, closing, 65-67
classifying, 314-315
defined, 12, 554
income statement, 12
variances, 299

revenue principle (realization

principle), 24
reverse split, 554
reversing accruals, 63
reversing journal

entries, 259
revocable trust, 554
revolving credit, 555
right of foreclosure, 555
right of redemption, 555
right of survivorship, 555
risk

capital budgeting, 365,

374,376-377

defined, 555
reinvestment risk, 374
run, 555

)

safe deposit box, 555
salary-reduction plan, 555
Sales & Customers
Preferences set,
127-128
sales forms
preferences, 127-128
shipping method
default, 127
sales orders, printing, 128
sales receipts. See also
invoices
customizing, 158
printing, 160
recording, 158-160
reminders, 124
Sales Rep List
command, 107

sales representatives, 107
sales revenue. See also
accounts receivable
accounts receivable, 47-48
business plan, 408, 420
cash sale, recording, 36
classifying, 314-315
growing, 349
income statement, 13—-14
journal entries, 40, 48
preferences, 127-128
profit-volume-cost
analysis, 381, 386
tax codes, 128
taxable/non-taxable, 128
variances, 299-300
sales tax. See also taxes
adding items to, 129
charging, 128
defined, 555
items, 200-201
menu commands, 185-186
payment date, 129
preferences, 128—-129
reports, 186
sales tax group, 202
taxable items,
identifying, 128
sales tax code,
assigning, 128
Sales Tax Codes List, 95
Sales Tax command,
185-186
sales tax group, adding to
Item List, 202
sales tax items, adding to
Item List, 200-201
Sales Tax Liability
command, 186
Sales Tax Preferences set,
128-129
sales to operational assets
ratio, 433
Save as command, 504
Save Copy or Backup
command/dialog box,
469-470, 472

saving
accounts, 93
checks, 220
Classes List, 98
Excel workbook,
503-504
invoices, 152
purchase orders, 172
receipt items, 175
saving as, 78
savings account, 555
savings bank, 555
savings bond, 555
SBA (Small Business
Administration),
442-444, 557
scheduling
backups of data, 472-473
paychecks, 252
payroll, 252
scrolling, Excel, 495-496
Search command, 235
seasonal adjustment, 555
seasonal credit, 556
SEC (Securities
and Exchange
Commission), 556
second mortgage, 556
secondary mortgage
market, 556
Section 179 election, 59
secured credit card, 556
securities, 556
Securities and
Exchange Commission
(SEQ), 556
security. See also backing
up data
accounting controls,
464-467
file access control, 455
passwords
accounting, 113
changing, 454
data files, 454
in multi-user
environment, 455-460
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services, 130
setting up, 113, 454
QuickBooks, 454-461
record locking, 464
Windows, 453-454
security agreement, 556
security interest, 556
security, multi-user
environment
passwords, 455-460
record locking, 464
simultaneous access,
463-464
user rights
assigning, 456460
changing, 460-461
changing or deleting
transactions, 459
minimizing, 457
print copy of, 459
self-insurance, 556
seller’s market, 556
Send Forms Preferences
sets, 130
senior lien, 556
SEP (Simplified Employee
Pension Plan), 557
separate entity
assumption, 26
serial bonds, 556
service charge,
238-239, 556
Service Connection
Preferences set,
130-131
service items, adding to
Item List, 191-192
Set Password button, 113
Set Up Account for Online
Access command, 242
Set Up Budgets command/
window, 294-298
Set Up Users command,
455, 460
setting up QuickBooks.
See also EasyStep
Interview

installing QuickBooks,
73-74, 464
master files, loading, 76
planning for, 71-73
starting trial balance,
identifying, 76, 83-87
settlement date, 557
severally but not jointly, 557
sheriff’s sale, 557
Shipping Manager
window, 152
shipping methods, 107, 127
short-term financing, 557
shrinkage, inventory, 56
sick leave, 122, 250-251
signature loan, 557
simple IRA, 557
simultaneous access,
463-464
Small Business Administra-
tion (SBA), 442-444, 557
small firms, 309-310
snapshot at point in time,
477. See also
archiving data
Social Security, 557
social security
numbers, displaying
in reports, 123
software piracy, 74
sole proprietorship, 16,
23,552,557
Sort By box, 232
sorting
registers, 232
reports, 280
sounds, settings, 117
special offering, 557
specialist, 557
specie, 557
speculation, 557
speculator, 558
spell check
adding words to, 151
automated, 131
ignore words, 131
internet addresses, 131

Index 591

invoices, 151
Item List, 194
notes description, 155
preferences, 131
turning on/off, 151
UPPERCASE words, 131
URL address, 131
Spelling Preferences
set, 131
split (stock), 558
split transactions, 229-230
spreadsheet, 371-373,
493, See also Excel
workbook
squeeze, 558
stakeholders, 10-12,
446-447
stale check, 558
stamp taxes, 558
Standard & Poor’s, 558
standard of living, 558
standard rules of operator
precedence, 495
Start button, 491-492
start date, setting, 79-80
Start Interview button, 77
starting balance, 93
starting trial balance
example, 85
identifying, 76, 83-87
missing account balances,
supplying, 86—87
Opening Balance Equity
account, 85
statement of cash flows.
See cash flow
statements
statute of frauds, 558
statute of limitations, 558
stock certificate, 558
stock exchange, 558
stock purchase option, 558
stock split, 558
stockholder’s equity, 338
stop order, 558
stop payment, 559
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storage device, 473
straight-line depreciation,
58-59
strategic plan. See also
business plan
benefits of, 439-440
choosing, 441
cost strategies, 438
defined, 437
described, 437438, 441
differentiated products
and services strategies,
438-439
focus strategies, 439
key points of, 441
tactics and, 440-441
subaccounts, creating,
92,112
subsidiary corporation, 559
subtotal items, adding to
Item List, 197
SUM function, 500-501
supplies expense,
recording, 39
surcharge, 559
surety, 559
surety bond, 559
surtax, 559
sustainable growth rate,
348-349

T

T-accounts, 42-45

tactics, strategic plan,
440-441

Target (company), 439-440

tariff, 559

Tax: 1099 Preferences
set, 132

tax accounting, 4, 27

tax ID number, vendors,
104-105

tax lien, 559

tax sale, 559
taxable estate, 559
tax-deferred savings, 559
taxes. See also sales tax
1096 forms, printing, 186
1099 tax reporting
Form 1099, 544
preferences, 132
printing forms, 186
threshold levels,
setting, 132
calculating, 434-436
deficiency, 540
double taxation, 542
duties, 542
estate, 543
excise, 543
franchise, 544
import, 545
payroll, 248-250,
254, 551
records/paperwork,
saving, 288-289
reports, 261-263
stamp, 558
vendor tax ID number,
104-105
tax-free rollover, 559
Tax-Line Mapping
drop-down list, 93
taxpayer identification
number (TIN), 96, 559
teller’s check, 560
templates
invoice forms, 138-139
packing slips, 127
1099 tax reporting
Form 1099, 544
preferences, 132
printing forms, 186
threshold levels,
setting, 132
term, 560
text label, Excel, 494
third-party check, 560

3D versus 2D graphs, 125
threshold levels,
setting, 132
time
billable time for the
week, 132
billing for, 152-157
preferences, 119,
132-133
recording single
activities, 153-155
tracking, 132-133, 153
weekly timesheet,
153-154
Time & Expenses
Preferences set,
132-133
Time/Enter Single Activity
command, 153
times interest earned ratio,
338-339, 432433
timesheet, 153-154
timestamps, 471
time-value of money, 560
TIN (taxpayer identifica-
tion number), 96, 559
title, cloud on, 560
title company, 560
title defect, 560
To Do List, accounting, 467
To Do notes, reminders, 124
ToolTips, showing, 118
top-line budgeting,
291-292
total assets, business
plan, 414
total assets turnover
ratio, 344-345
total current assets,
business plan, 412
Total Current Liabilities,
business plan, 415-416
Total Liabilities and
Owner Equity,
business plan, 417



Total Noncurrent
Liabilities, business
plan, 416-417

total operating expenses,
business plan, 420

training employees to use
QuickBooks, 466

Transaction Detail by
Account command, 262

Transaction Detail by
Account menu
command, 262

Transaction History
command, 235

transactions. See also
journal entries

list by date report, 262

removing/deleting, 118,
459, 477-478, 480

split, 229-230

transfers, 234

by type and number, 262

voided/deleted, list of, 262

warnings, 118

Transfer Funds Between
Accounts window,
226-227

Transfer Funds
command, 226

treasurer, 560

Treasury Bill, 560

Treasury bond, 560

trial balance

adjusted, 261

defined, 76

end of day, 44

example, 65, 83, 261

recording, 85

start of day, 38

starting balance,
identifying, 76, 83—-87

Trial Balance Menu
command, 261

trial balance report, 261

troubleshooting. See
also books and
publications; Help;
Web sites
Help file, 483-484
Internet newsgroups, 488
Intuit’s product-support
Web site, 484-485, 487
live support, 487
Microsoft product-
support Web site,
485-487
premium support
plans, 487
professional advisors,
76-717, 487
trust, 560
truth-in-lending law, 560
tutorials, 82, 263, 436, 507

U

UCC (Uniform Commercial
Code), 561

uncollectible accounts,
writing off, 50-51

undeposited funds account,
128, 225

underlying lien, 560

underwriter, 560-561

unearned income, 561

unemployment
insurance, 561

Uniform Commercial Code
(UCQO), 561

Uniform Consumer Credit
Code, 561

uninsured depositor, 561

unit-of-measure
assumption, 26

unpaid bills. See accounts
payable

unsecured loan, 561

Index 593

UPPERCASE words, spell
check, 131
URLs, spell check, 131
U.S. savings bond, 561
Use Business Plan Tool
command, 422
Use Calculator
command, 235
Use Register command/
dialog box, 227-228,
235
Use Weekly Timesheet
command, 153
user rights
assigning, 456—460
changing, 460-461
print copy of, 460
removing, 461
viewing, 461
users
removing, 461
setting up, 455-460
usury, 561

4

vacation pay, 122, 250-251
value axis, 396
variable annuity, 561
variable costs, 386-389
variable-rate loan, 561
variable-rate mortgage, 561
variances, budget, 299-301
vary-with-profit costs, 392,
398-399
vary-with-revenue costs,
391-392
Vehicle List, 108
vehicle mileage, 108, 157
Vehicle Mileage
command, 108
Vendor Center
command, 103
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Vendor Center window,
184-185
Vendor List, 102—-105, 184
Vendor Menu commands,
184-186
vendor tax ID number,
104-105
vendors. See also accounts
payable; purchase
orders
bill preferences, 113-114
listing, 107
name information, 119
payments, 52, 105
receipt of items,
recording, 173-176
setting up
1099 tax form, 104
account number, 104
account prefill, 105
adding vendor, 103

address information, 104

As Of fields, 103
name of vendor, 103
opening balance,
103-104
other names list, 107
tax ID number, 104-105
vendor type, 104
as stakeholders, 10
venture capital, 561
venture capital returns, 355
vested interest, 561
views, desktop, 115-117
Voice Check
command, 234
void, 562
Void Check command, 234

Voided/Deleted Transactions

Detail command, 262
voided/deleted transactions

report, 262
Voided/Deleted Transactions

Summary command, 262

voiding
checks, 234
journal entries, 259
paychecks, 253-254

volume of trading, 562

voluntary bankruptcy, 562

vouchers, account names
on, 115

w

wage garnishment, 562
wages. See payroll
wages and salaries, 123
wages expense,
recording, 39
Wall Street, 562
Wal-Mart, 438-439
warnings
deleting items, 118
duplicate check
numbers, 115
duplicate estimate
numbers, 121
duplicate purchase order
numbers, 127
editing existing
transactions, 118
items with zero
amount, 121
ratio analysis, 334
warranty, 562
warranty liability, 65
Web browsers, closing on
disconnect, 235
Web site connection
preferences, 130
Web sites
amortization
schedules, 62
Bureau of Economic
Analysis (BEA),
509-512
Bureau of Labor
Statistics, 512-516
Census Bureau, 516-519
Dell Computer Web
site, 486
EDGAR (Electronic Data
Gathering, Analysis
and Retrieval) system,
519-522

The Federal Reserve,
522-524
Government Printing
Office (GPO),
524-525
Internal Revenue Service,
525-527
Internet newsgroup, 488
Intuit’s product-support,
484-485, 487
marketing and customer
tools, 167
Microsoft product-
support, 485-487
Small Business
Administration
(SBA), 442-444
Stephen Nelson (author),
62, 491
weekly timesheet, 153-154
Welcome screen (EasyStep
Interview), 76-77
white paper plan, 437,
441-444
wholly owned
subsidiary, 562
Windows Display Properties
or Sounds Properties,
117
Windows Help file, 117
windows, multiple,
115-116
Windows Vista For
Dummies (Wiley
Publishing), 4, 74,
117, 235
Windows XP For
Dummies (Wiley
Publishing), 74, 117
wire transfer, 562
withholding, 562
workbook, Excel. See
also business plan
workbook, Excel
$ (dollar sign), absolute
references, 499
? (question mark), Help
button, 506



Index 595

cells cell addresses in, 495 Write Checks
active, 496 entering, 494 command, 215
addresses, 495, 497-498 examples of, 495 write-off, 562
copying, 496-497 functions as, 500-503 writing checks. See checks
cutting, 497 moving, 497-499 writing off uncollectible
defined, 493 writing, 494-495 accounts, 50-51
flagging, 499 functions, 500-503
formatting, 499-500 numbers (values), 494 y
location, 493 online samples, 491
moving, 496497 opening/starting, 492, year-end closing. See
columns 504-505 closing out accounts
labeling, }19295 previewinS%SS(;%—7507 yield curve, 562
number of, printing, 505— : L
combining saving, 503—504 yield to maturity, 562
workbooks, 436 scrolling through,
copying, 504 495-496 Z
defined, 493 starting, 491-492 -
example, 493 stopping/exiting, zero amount, warning,
flagging cell 492-493 121, 287 .
addresses, 499 SUM function, 500-501 zero-based budgeting,
formula bar, 500 text labels, 494 292-293
formulas worker’s compensation, zero-coupon bond, 562
absolute references, 499 122, 562 zero-coupon security, 562
cell address working capital to total

adjustment, 498 assets ratio, 431
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