Index

o/ o

access, file, 228-229
account, bank
adding, 143-145
creating, 92, 97, 99-100
deposits, recording, 130-132, 141-142
information, importing, 155-158
navigation bar item, 43
reconciling at end of accounting
period, 180
selecting when writing checks, 136, 238
separate, importance of, 270, 278
transferring money between, 145-147
undeposited funds, recording, 130-132
account, credit card
billing, 104-106
commingling charges, 289
expenses, tracking, 115, 274-275
inventory, buying, 284
paying bills for, 103-104
purchasing fixed assets, 241-244
recording bills by charging, 99-103
accountant
quarterly payroll tax return, 266
reports, 160, 202-203
special transactions, recording, 181
using with QuickBooks Simple Start,
28-29
accounting
C corporations, 15
cash basis versus accrual basis, 232,
298-299
for sales tax, 172-173
sole proprietorship, simplicity of, 11

accounting period, closing
bill paying, 180
invoicing, 180
profits, calculating, 326
reconciling bank accounts, 180
transactions, recording special, 181
accounts, double-entry bookkeeping, 330
accounts lists
adding, 62-64
deleting, 64
editing, 64
accrual-basis versus cash-basis
accounting systems, 184, 298-299,
324-325
adding
accounts lists, 62-64
bank accounts, 143-145
descriptions to items, 50
address
checks, 94, 239
invoices, 72
retailing invoices, 280
sales receipt, 119
service invoice, 272
vendor, 59
advertising expenses
balance sheet, 329
journal entries, 333
profit and loss statement, 325
aligning forms, 83-84, 85
amortization, 322
asset
balance sheet, sample, 327, 328
depreciation, 244-247, 301-302
double-entry bookkeeping, 331
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asset (continued)
identifying, 237-238
purchase, recording, 238-244
recording, 181
sales, 247-250
Section 179 elections, 251, 302
selling, 302-303
attorney
finding, 298
LLCs, creating, 13
auditing profit and loss statement,
186-187
automatic software update, 46-47

ol e

Back button, 37
backups
described, 219-221
online, 220
quick-and-dirty, 221-223
retailing, 291
retrieving data, 224-226
balance sheet
accounts, 63
assets, reviewing, 250
defined, 193-195, 326
producing, 173
reviewing, 199
sample first day, 328-329
summary, 195-198
balances, tracking customers’, 132-134
balancing accounts
bank statement information, importing,
155-158
cleared checks and deposits, marking,
158-162
online banking, 165
problems, solving, 162-164
bank account
adding, 143-145
creating, 92, 97, 99-100
deposits, recording, 130-132, 141-142

information, importing, 155-158
navigation bar item, 43
reconciling at end of accounting
period, 180
selecting when writing checks, 136, 238
separate, importance of, 270, 278
transferring money between, 145-147
undeposited funds, recording, 130-132
bank reconciliations. See reconciliations
batch printing
checks, 111-112
credit memos, 87-88
invoices, 85-87
benchmarking profits and losses,
189-191
bills
accounting period, closing, 180
charging on credit card, 99-103
checks and charges, editing, 104-106
paying credit card, 103-104
writing checks, 91-99
BizStats Web site, 190, 191
bookkeeper
canceled checks, reviewing before, 296
check signing, 295
computer familiarity, 297
bookkeeping setup
retailing, 278-279
service business, 269-271
books, recommended reading
Microsoft Windows ME For Dummies
(Rathbone), 3
QuickBooks 2005 For Dummies
(Wiley), 1
Small Business Windows 98 For
Dummies (Nelson), 1
Windows 98 For Dummies (Rathbone), 3
Windows 2000 Professional
For Dummies (Rathbone), 3
Windows For Dummies (Rathbone), 9
Windows XP For Dummies (Rathbone), 3
Buy QuickBooks Pro command, 46
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C corporation
creating, 14-15
installing QuickBooks Simple Start, 25
multiple-member, 20
pros and cons, 15
tax savings, 316
when to use, 18
calculating
with Calculator program, 36
deductions, 258
depreciation, 245
finance charges, 133
gross wages, 257
net wages, 258-259
period for profit and loss
statements, 326
sales tax, 167-171
Calculator program, 36
canceled checks
marking, 158-162
reviewing first, 296
cash flow, 323, 328
cash management
bank accounts, adding, 143-145
checking account deposits, 141-142
checks, writing, 135-140
deleting or voiding transactions,
148-149
Home window areas, 38-39
register size, 149-151
sales, separating from credit card, 124
transferring money between accounts,
145-147
cash payment, 26, 138
cash, returning from deposit, 132
cash-basis versus accrual-basis
accounting systems, 184, 298-299,
324-435
Certified Public Accountant (CPA),
297-298, 337

changing
checking account deposits, 142
checks after writing, 139-140
company information, 229-232
invoice date, 71-72
charges. See credit cards
charitable organization, 26
check writing
bills, recording by, 91-99
changing after entering, 139-140
packing more into register, 140
payroll, 259-262
printing while, 109-111
purchasing fixed assets, 238-241
recording bill without printing check,
97-99
register, recording in, 137-139
sales tax bill, 174-177
signature guidelines, 295-296
slow method, 92-97
from Write Checks window, 136-137
checking account
adding, 143-145
creating, 92, 97, 99-100
deposits, recording, 130-132, 141-142
information, importing, 155-158
navigation bar item, 43
reconciling at end of accounting
period, 180
selecting when writing checks, 136, 238
separate, importance of, 270, 278
transferring money between, 145-147
undeposited funds, recording, 130-132
checks
bills, 104-106
cleared, marking, 158-162
errors, correcting, 113-114
individual, printing as you write,
109-111
printing, 106
unprinted, 114
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Circular E Employer’s Tax Guide
publication, 257, 258
closing accounting period
bill paying, 180
invoicing, 180
preparing balance sheet, 195
reconciling bank accounts, 180
transactions, recording special, 181
collection procedures, 134
color printing, 213
columns
moving, 208
reports, customizing, 183, 206
spacing, 207
comma-delimited file, 215
commands
reports, 202
viewing available, 33-34
commingling funds
corporate liability protection, 114-115
credit card charges, 289
deductions, finding, 275
company information, 229-232
Company menu, 34, 35
complication, avoiding, 338-339
computer, bookkeepers’ familiarity
with, 297
condensing backup files, 221
condition, assessing financial
balance sheet defined, 193-195
closing account period, 195
reviewing summary reports, 199
summarizing balance sheet, 195-198
connection, Internet, 46
contact, vendor, 59-60
contractors
list items, 59-60
paying, 101
copying backup files
described, 219-221
online, 220
quick-and-dirty, 221-223

retailing, 291
retrieving data, 224-226
corporations
C type, 14-15
commingling funds, 114-115
converting from partnership or sole
proprietorship, 230
multiple-member, 20
owner’s equity, tracking, 305
S type, 15-17
tax savings, 313-315
when to use, 18
corrupted files, repairing, 228
CPA (Certified Public Accountant),
297-298, 337
credit cards
billing, 104-106
expenses, tracking, 115, 274-275
inventory, buying, 284
paying bills for, 103-104
purchasing fixed assets, 241-244
recording bills by charging, 99-103
retail use of, 279, 282
sales, separating from cash, 124
credit, journal entry, 234, 330-331, 336
credit memos
batch printing, 87-88
customizing, 89-90
e-mail, sending via, 88-89
mistakes, 81
notation on, 80
printing as create, 84-85
credit payment, 26, 126-129
customers
billing, setting up, 26
collections, 291
errors, correcting, 129
identifying for invoice, 71
lists, 55-59
owing, tracking, 132-134
recording payments, 126-129, 334



retail business, setting up, 278-279
sales receipts, identifying, 118-119
service business, setting up, 270
statements, generating, 133
timing payments, 231-232

cutting taxes
C corporations, 316
CPA, usefulness of hiring, 297
employing family, 317
expenses versus depreciation, 313
incorporating, 313-315
pension plans, 310-311
relocating business, 317
self-employment taxes, 17
Sub S election, 315-316
through vacations, 312

o e

data-entry errors, fixing, 78
date
charging, 100, 241
check, 93, 238
credit memo, 78
finding transactions, 151
invoice, 71-72, 272, 281
profit and loss statement interval, 182
reports, setting, 205-206
sales receipt, 119, 281
sales tax payment, 174-175
service receipt, 273
shipping, 73
debit, journal entry, 234, 330-331, 336
debt
C corporations, 15
LLCs, 11-13
sole proprietorship, 11
deductions
calculating, 258
health insurance costs, 18
miscellaneous payroll, 259
from standard expense listings, 275

deleting

accounts lists, 64

forgotten passwords, 229

invoices, 77

reports, 208

transactions, 148-149
departments, sales, 124
depletion, natural resource, 322
deposit

cleared, marking, 158-162

payroll taxes, 263-265

recording, 130-132

sales receipt, 123, 281-283
depreciation

actual calculations, 245

defined, 322

expense, calculating, 323-324

expenses versus, tax savings of, 313

journal entries, 233-234, 245-247, 333

profit and loss statement, sample, 325

selling assets, 247-248, 303

simple example, 244-245

tracking assets, 301-302
descriptions, adding to items, 50
destination point, 73
dialog box, printing, 211-212
discounts, 53-54
disposal, fixed asset, 249-250
dividends, corporate, 316
document windows, 36-37
double-entry bookkeeping, 330-336
double-taxation problem, 314-315
Dun & Bradstreet survey, 190

oF o

Edit menu, 34, 149
e-mail, billing via, 88-89
employees
annual returns and wage statements,
computing, 266-267
benefits of handling yourself, 253

Index 345
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employees (continued)
check, recording, 259-262
deductions, calculating, 258
depositing taxes, 263-265
expense account, setting up, 256
family, tax savings of using, 317
gross wages, calculating, 257
liability accounts, setting up, 254-255
net wages, calculating, 258-259
other taxes and deductions, 259
payroll taxes, 256-257
quarterly tax returns, filing, 265-266
state taxes, 267
employer ID number
company information, setting, 230
requesting, 257
entity
importance of choosing, 10
installing QuickBooks Simple Start,
25-26
for multiple-owner businesses, 18-21
for single-owner businesses, 17-18
equity, owner’s
corporation, 305
defined, 327
double-entry bookkeeping, 331
partnership, 304
sole proprietorship, 303-304
errors
checks, correcting, 113-114
corrupted files, repairing, 228
credit memo, 81
customer payments, correcting, 129
invoices, correcting, 75-77
minimizing, 283
reports, 188
sales receipt, correcting, 124-125
verifying data, 227-228
estimates, 26, 232
Excel (Microsoft), exporting report
to, 215

expenses
allocating depreciation, 324
cash-basis versus accrual-basis

accounting systems, 325

credit cards, 103
depreciation versus, tax savings of, 313
double-entry bookkeeping, 331
fixed asset purchases, 240
non-inventory retail, 288-290
payroll account, setting up, 256
profit and loss statement, 183, 325
recording while writing checks, 95
recordkeeping suggestions, 114-115
Section 179 elections, 251, 302
service business, recording, 274-276
voiding checks, 113

ofF e

family members, hiring, 317
figures
charging, 100
check, 137, 139
credit memo, 79
individual in profit and loss statement,
187-189
invoices, 72
sales receipt, 119
file
access, restricting, 228-229
backups, 220-226
company, creating, 27
multiple data, 226-227
printing to, 214-217
rebuilding data, 228
verifying data, 227-228
finance charge calculator, 133
financial accounting standards, 337-338
financial condition, assessing
balance sheet defined, 193-195
closing account period, 195
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reviewing summary reports, 199
summarizing balance sheet, 195-198
firms, comparing profit and loss to other,
189-191
fiscal year, 326
fixed assets
depreciation, 244-247
identifying, 237-238
purchase, recording, 238-244
sales, 247-250
Section 179 elections, 251, 302
flagging
fixed assets, 237-238
sales tax items, 53, 170
FOB (free-on-board) point, 73
fonts, check, 107-108
forgotten passwords, removing, 229
forms
loading into printer, 81-82
preprinted, 86
Forward button, 37
fringe benefits, 314

oG o

Get Started Now list, 39-40

gross margin percentage, 286, 287
gross wages, calculating, 257
Growing Your Business list, 41

o H o

health insurance, 18
Help menu
automatic update, 46-47
Buy QuickBooks Pro command, 46
described, 43-44
Index command, 44-45
install key code, registration number,
and serial number, 48
Internet Connection Setup
command, 46

privacy statement, 48
Search Help command, 44
Support Center command, 45
Tutorials command, 45

hiring help
attorney, 298
CPA, 297-298
family members, 317

Home window
Get Started Now list, 39-40
Growing Your Business list, 41
jumping to, 37
Managing Your Business list, 41
Money In, Your Business, and Money

Out areas, 38-39

o]e

icon bar, 36
ID number, employer
company information, setting, 230
requesting, 257
identifying
fixed assets, 237-238
sales tax items, 53, 170
income account, double-entry
bookkeeping, 53, 331
income statement, 172
income tax accounting laws, 338
incorporating. See corporations
Index command, 44-45
Individual Retirement Account (IRA), 311
installing QuickBooks Simple Start
accountant, using, 28-29
described, 21-24
key code, 48
Setup Interview, 24-28
interest income, 157
Internal Revenue Service. See IRS
Internet
backups, 220
banking, 165

347
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Internet (continued)
benchmarking profit and loss
statement, 190
connection, setting up, 46
updating QuickBooks, 46-47
inventory
account, setting up, 278
accounting, 335-336
departments, 124
physical adjustments, 286-288
purchases, 284
retailing, 277
sales, 285-286
investment, recording, 331
invoice
accounting period, closing, 180
batch printing, 85-87
collection procedures, 134
creating, 42-43
credit memo mistakes, 81
customer payments, linking, 127
customizing, 89-90
e-mail, sending via, 88-89
installing QuickBooks Simple Start, 26
item lists, 50-53
mistakes, correcting, 75-77
preliminary work, 69
preparing, 70-75
printing, 81-88
refunds, 78-81
retailing, 279-281
service business, 271-272
IRA (Individual Retirement Account), 311
IRS (Internal Revenue Service)
data, finding, 190
depreciation, 245
employer ID number, obtaining, 257
LLCs, 13-14
payroll tax payments, making, 264-265
S corporation shareholders, 20
Section 179 elections, 251, 302

item lists
default sales tax rule for, 170-171
described, 49-50
discounts, editing, 53-54
editing other, 54-55
for invoices, 50-53
multiple, resisting, 281
new sales tax, 171
returns, 79
sales receipt, 119-120
service business, 272, 274

o]o

journal entries

advertising expenses, 333

cash basis versus accrual basis,
232-234

customer payment, recording, 334-335

depreciation, 245-247, 333

described, 301

investment, recording, 331

loan, 331

as measure of organizational
simplicity, 339

payment to supplier, 335

purchases, 332, 335

rentals, 332-333

sales, 335-336

o/ o

laws, tax
C corporations, 15
depreciation, 245
single-member LLCs, 13-14
state and local sales, 168-169
lawyer
finding, 298
LLCs, creating, 13
layouts, saving report, 208



letterhead, 86
liabilities
accounts, setting up payroll, 254-255
balance sheet, sample, 327, 328, 329
C corporations, 15
defined, 254-255
double-entry bookkeeping, 331
expenses, paying, 276
LLCs, 11-13, 19
sole proprietorship, 11
library research, 190-191
limited liability companies (LLCs). See
LLCs, multiple-member; LLCs, single-
member
line, inserting into invoice, 76
lists
accounts, 62-64
customers, 55-59
other names, 61
payment method, 65-66
terms, 64-65
vendors, 59-60
lists, item
default sales tax rule for, 170-171
described, 49-50
discounts, editing, 53-54
editing other, 54-55
for invoices, 50-53
multiple, resisting, 281
new sales tax, 171
returns, 79
sales receipt, 119-120
service business, 272, 274
Lists submenu, 35
LLCs (limited liability companies),
multiple-member, 19-20
LLCs (limited liability companies),
single-member
installing QuickBooks Simple Start, 25
pros and cons, 11-13
tax rules, 13-14
when to use, 18

loading QuickBooks Simple Start
accountant, using, 28-29
described, 21-24
key code, 48
Setup Interview, 24-28

loans
balance sheet, sample, 328
getting, 307
journal entry, 332
repaying, 307-308

Locate Discrepancies button, 163

ol o

Managing Your Business list, 41
margins, report, 210-211, 213-214, 216
marking
fixed assets, 237-238
sales tax items, 53, 170
Medicare, 257, 261, 263-266
memos
on charges, 101, 242
check, 94, 96-97
customer payments, 127
deposit, 131
fixed asset purchases, 239, 240
invoice, 74
sales receipt, 121
memos, credit
batch printing, 87-88
customizing, 89-90
e-mail, sending via, 88-89
mistakes, 81
notation on, 80
printing as create, 84-85
menu
QuickBooks Simple Start commands,
32-36
reports, 201-202
Microsoft Excel, exporting report to, 215
Microsoft Windows, books about, 3, 9

Index 34 9
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Microsoft Windows Calculator
program, 36
Microsoft Windows ME For Dummies
(Rathbone), 3
mistakes
checks, correcting, 113-114
corrupted files, repairing, 228
credit memo, 81
customer payments, correcting, 129
invoices, correcting, 75-77
minimizing, 283
reports, 188
sales receipt, correcting, 124-125
verifying data, 227-228
mixing funds
corporate liability protection, 114-115
credit card charges, 289
deductions, finding, 275
Money In area, 38-39
Money Out area, 38-39
monitoring
asset depreciation, 301-302
outstanding customer bills, 132-134
month
first day, invoicing, 71
last day, invoicing, 72
moving business for tax savings, 317
multiple data files
flipping between, 226-227
setting up, 226
multiple-owner businesses
C corporations, 20
LLCs, 19-20
S corporations, 20
multistate accounting, 306

o\ o

natural resources, allocating cost, 322

navigation bar, 42-43

Nelson, Steven (Small Business
Windows 98 For Dummies), 1

Net Due Upon Receipt, 58
net wages, calculating, 258-259
nonprofit organization, 26
notes
on charges, 101, 242
check, 94, 96-97
customer payments, 127
deposit, 131
fixed asset purchases, 239, 240
invoice, 74
sales receipt, 121
numbers
charging, 100
check, 137, 139
credit memo, 79
individual in profit and loss statement,
187-189
invoices, 72
sales receipt, 119

o () o

online
backups, 220
banking, 165
benchmarking profit and loss
statement, 190
connection, setting up, 46
updating QuickBooks, 46-47
opening balance
different than Simple Start, 161
entering in New Account window, 145
orders, returns on prepaid. See
credit memos
orphan, 210
outputting
credit memos as created, 84-85
credit memos batches, 87-88
dialog box, 211-212
to file, 214-217
group of checks, 111-112
individual checks, 106, 109-111
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invoices, 81-88
on paper, 212-214
with preprinted forms, 86
printer setup, 208-211
reconciliation reports, 160
reports, 211-217
sales receipts, 122-123
saving for later, 75, 81
owed, tracking customers’, 132-134
owner’s equity
balance sheet, sample, 327, 328
corporation, 305
double-entry bookkeeping, 331
partnership, 304
sole proprietorship, 303-304
ownership, goods in transit, 73

opPoe

Pacioli, Lucia (financial shorthand
creator), 330
pages, breaking report into, 210, 213, 217
paper, printing on plain, 86, 212-214
partnerships
check signing, 296
converting into corporation, 230
disadvantages of, 18-19
installing QuickBooks Simple Start, 25
owner’s equity, tracking, 304
self-employment taxes, 17
passwords, 228-229
payee
charging, 101, 242
check, 94, 137, 238
finding transactions by, 150-151
payments
by customers, 126-129, 334
method, listing, 65-66, 273
owed, tracking, 132-134
sales receipts, 117-125
sales tax, 174-177

terms, 272, 281
undeposited funds, recording, 130-132
payroll
annual returns and wage statements,
computing, 266-267
benefits of handling yourself, 253
check, recording, 259-262
deductions, calculating, 258
depositing taxes, 263-265
expense account, setting up, 256
gross wages, calculating, 257
liability accounts, setting up, 254-255
net wages, calculating, 258-259
other taxes and deductions, 259
quarterly tax returns, filing, 265-266
state taxes, 267
taxes, 256-257
Peachtree Accounting for Windows,
299-300
pension plans, 310-311
percentage
discount, describing, 54
gross margin, 286, 287
inventory sales, 285
sales tax, 168, 169-170
period, closing
bill paying, 180
invoicing, 180
reconciling bank accounts, 180
transactions, recording special, 181
personal funds
commingling, 114-115, 275
depositing, 141-142
petty cash account, 138
physical inventory adjustments, 286-288
P.O. (purchase order) number, 72, 79
Point of Sale system, QuickBooks,
124, 277
prepaid orders, returns on. See credit
memos
preprinted forms, 86
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printer purchases
forms, loading, 81-82 balance sheet, sample, 328
invoice, setting up, 82-84 fixed assets, recording, 238-244
preparing for check-printing, 106-108 inventory, 284
setting up, 208-211 journal entry, 332
printing
credit memo batches, 87-88 o 0 o
dialog box, 211-212 -
to file, 214-217 quantity, service invoice, 273
group of checks, 111-112 quarterly interim accounting period, 326
individual checks, 106, 109-111 quarterly tax returns, filing, 265-266
individual credit memos as created, quick-and-dirty backups, 221-223
84-85 QuickBooks 2005 For Dummies (Wiley), 1
invoices, 81-88 QuickBooks Simple Start, installing
on paper, 212-214 accountant, using, 28-29
with preprinted forms, 86 described, 21-24
printer setup, 208-211 key code, 48
reconciliation reports, 160 Setup Interview, 24-28
reports, 211-217 QuickZoom, 187-189
sales receipts, 122-123
saving for later, 75, 81 o R ([
privacy statement, 48
product invoice, 70, 279-280 rate, service invoice, 273
professional invoice, 70 Rathbone, Andy
profits Microsoft Windows ME For Dummies, 3
accounting period, closing, 179-181 Windows 98 For Dummies, 3
accounting period tradeoff, 326 Windows 2000 Professional
balance sheet and, 326-329 For Dummies, 3
cash flow, reviewing, 323 Windows For Dummies, 9
measuring sample first day, 325 Windows XP For Dummies, 3
producing statement, 181-186 rebuilding data, 228
reviewing statement, 186-191 receipts
time period, measuring for, 326 errors, correcting, 124-125
Program window, 31-32 printing, 122-123
proprietorship, sole recording, 117-121
corporations, converting to, 230 retail sales, 123-124, 281-283
installing QuickBooks Simple Start, 25 sales, correcting, 124-125
owner’s equity, tracking, 303-304 service business, 272-274
pros and cons, 10-11 reconciliations
when to use, 17 accounting period, closing, 180

purchase order (P.0.) number, 72, 79 described, 155-156



if difference equals zero, 160-161
if difference is other than zero, 161-162
procedure, 156-158
retailing, 290-291
recording
bill without printing check, 97-99
checking account deposits, 141-142
checks in register, 137-139
customer payments, 126-129
fixed asset purchase, 238-244
payroll check, 259-262
sales receipts, 117-121
service business expenses, 274-276
undeposited funds, 130-132
recordkeeping suggestions, 114-115
refunds, 78-81
register, check
finding individual transactions, 150-151
packing more into, 140
payroll checks, 259-262
recording in, 137-139
scrolling through large, 149
writing checks, 97-98
register, credit card, 102
registration, QuickBooks Simple Start,
28, 48
relocating business for tax savings, 317
removing
accounts lists, 64
forgotten passwords, 229
invoices, 77
reports, 208
transactions, 148-149
rental, double-entry bookkeeping,
332-333
repairing corrupted files, 228
repaying loans, 307-308
reports
column spacing, 207
columns, customizing, 206
commands, 202
Customer Balances, 132-133
dates, setting, 205-206

deleting, 208
layout, saving, 185, 208
menu, 201-202
moving columns, 208
printing, 211-217
sorting data, 206
summarizing, 203-204
tax and accountant, 202-203
totaling data, 207
retailing
backups, 291
bank reconciliations, 290-291
bookkeeping setup, 278-279
cost of goods sold, recording, 283-288
customer collections, 291
expenses, non-inventory, 288-290
inventory, 277, 283-288
invoices, 279-281
sales receipts, 123-124, 281-283
retirement plans, 310-311
retrieving backup data, 224-226
returns. See also credit memos
annual and wage statements, 266-267
income tax accounting rules, 338
quarterly payroll tax, filing, 265-266
sales tax, 177
reversed transactions, 162-163
reviewing
balance sheet, 199
canceled checks, 296
RMA (Risk Management Association)
survey, 190

oS e

S corporation
installing QuickBooks Simple Start, 25
multiple-member, 20
pros and cons, 15-17
when to use, 18
sales
asset, 247-250, 302-303
inventory, 285-286
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sales (continued) Search Help command, 44
journal entries, 335 searching for individual register
profit and loss statement, sample, 325 transactions, 150-151
sales receipts Section 179 elections, 251, 302
errors, correcting, 124-125 self-employment taxes, 17, 315
menu, 38-39 selling
payments, 117-125 assets, 247-250, 302-303
printing, 122-123 backups, 291
recording, 117-121 bank reconciliations, 290-291
retail, 123-124 bookkeeping setup, 278-279
service business, 272-274 cost of goods sold, recording, 283-288
sales tax customer collections, 291
accounting for, 172-173 expenses, non-inventory, 288-290
calculating, 167-171 inventory, 277, 283-288, 285-286
flagging items subject to, 53 invoices, 279-281
invoicing, 74 sales receipts, 123-124, 281-283
payment mechanics, 174-177 serial number, 48
receipt, specifying, 120-121 service business
returns, 177 bookkeeping setup, 269-271
setting up, 27, 232 expenses, recording, 274-276
saving invoice, 271-272
company file, 27 sales receipt, 272-274
report layout, 185 service invoice, 70
saving data Setup Interview, 24-28
described, 219-221 shareholders, 20
online, 220 shell games, dangers of, 338-339
quick-and-dirty, 221-223 Ship To address, 72
retailing, 291 shipping date, 73
retrieving data, 224-226 shrinkage, minimizing, 283
saving taxes Simple Start, installing
C corporations, 316 accountant, using, 28-29
CPA, usefulness of hiring, 297 described, 21-24
employing family, 317 information, obtaining from bank
expenses versus depreciation, 313 statement, 155-158
incorporating, 313-315 key code, 48
pension plans, 310-311 opening balance differing, 161
relocating business, 317 Setup Interview, 24-28
self-employment taxes, 17 simplicity, benefits of, 338-339
Sub S election, 315-316 single-member LLCs (limited liability
through vacations, 312 companies)
scrawling signatures, 296 installing QuickBooks Simple Start, 25

scrolling through big register, 149 pros and cons, 11-13
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tax rules, 13-14
when to use, 18
Small Business Windows 98 For Dummies
(Nelson), 1
Social Security
for employees, 257, 259, 261
for self-employed, 315-316
sole proprietorship
corporations, converting to, 230
installing QuickBooks Simple Start, 25
owner’s equity, tracking, 303-304
pros and cons, 10-11
when to use, 17
sorting
large registers, 149
report data, 206
splitting asset among accounts, 243
spreadsheet, exporting report to, 215
standard checks, 107
state issues
C corporations, creating, 14-15
LLCs, creating, 11
multiple states, accounting across, 306
payroll taxes, 256, 259, 267
relocating business, 317
statement, bank account reconciliation
accounting period, closing, 180
described, 155-156
if difference equals zero, 160-161
if difference is other than zero, 161-162
procedure, 156-158
retailing, 290-291
statement, customer, 133
statement, profit and loss
accounts, 63
Payroll-Wages account, viewing,
265-266
producing, 181-186
reviewing, 186-191
sample first day, 325
stationary, 86

status, assessing financial
balance sheet defined, 193-195
closing account period, 195
reviewing summary reports, 199
summarizing balance sheet, 195-198
stores, retail
backups, 291
bank reconciliations, 290-291
bookkeeping setup, 278-279
cost of goods sold, recording, 283-288
customer collections, 291
expenses, non-inventory, 288-290
inventory, 277, 283-288
invoices, 279-281
sales receipts, 123-124, 281-283
straightline depreciation, 245
Sub S election, 315-316
summarizing reports, 203-204
summary balance sheet, 195-198
suppliers
list items, 59-60
paying, 101
Support Center command, 45

oJ e

tax deductions
calculating, 258
health insurance costs, 18
miscellaneous payroll, 259
from standard expense listings, 275
tax returns. See also credit memos
annual and wage statements, 266-267
quarterly payroll tax, filing, 265-266
sales tax, 177
tax rules
accounting, 338
C corporations, 15
depreciation, 245
shell games, dangers of, 338-339
single-member LLCs, 13-14
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tax savings
C corporations, 316
CPA, usefulness of hiring, 297
employing family, 317
expenses versus depreciation, 313
incorporating, 313-315
pension plans, 310-311
relocating business, 317
self-employment taxes, 17
Sub S election, 315-316
through vacations, 312
taxes
depositing funds to cover, 263-265
employees outside U.S., 254
miscellaneous payroll, 259
payroll, 256-257
quarterly returns, filing, 265-266
reports, 202-203
taxpayer identification number, 230
terms
lists, 64-65
payment, 281
theft, minimizing, 283
time period, measuring profits, 326
today’s date, invoicing, 71
totaling report data, 207
tracking
asset depreciation, 301-302
outstanding customer bills, 132-134
transactions
accounting period, closing, 181
finding individual, 150-151
journal entries, 233-234
transferring money between bank
accounts, 145-147
transposed numbers, 163
trial balance, 332, 333-334
Troy’s survey, 190
tutorials, 39-41, 45
typeface, check, 107-108

o lf o

undeposited funds, recording, 130
unemployment tax return, 266
unprinted checks, 114

upgrading QuickBooks, 299

oo

vacations, 312
vendors
list items, 59-60
paying, 101
verifying data, 227-228
voiding
checks, 111, 113
transactions, 148-149
voucher checks, 107

o[/ o

wages
annual statement, computing, 266-267
gross, 257
net, 258-259
Payroll-Wages account, viewing,
265-266
wallet checks, 107
widow, 210
Windows 98 For Dummies (Rathbone), 3
Windows 2000 Professional For Dummies
(Rathbone), 3
Windows For Dummies (Rathbone), 9
Windows (Microsoft) Calculator
program, 36
Windows XP For Dummies (Rathbone), 3
withholding payroll taxes, 257
Write Checks window, 136-137
writing checks
bills, recording by, 91-99
changing after entering, 139-140
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packing more into register, 140

payroll, 259-262

printing while, 109-111

purchasing fixed assets, 238-241

recording bill without printing check,
97-99

register, recording in, 137-139

sales tax bill, 174-177

signature guidelines, 295-296

slow method, 92-97

from Write Checks window, 136-137

° y °
year
fiscal, 326

invoicing on first or last day, 72
Your Business area, 38-39

o/ o

zooming in on numbers, 187-189






