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items to Item list, 39-40

o N umerics o vendors to Vendor list, 58-62

1-Line display (Checking register), 181-182 ~ 2dministrator, 374
1099 contractors, 61 ADP payroll service bureau, 223

advice (industry-specific), 30-31
alphabetizing lists, 68
1 A L amortization (defined), 354
amortization schedules, 327

Account drop-down list (Item list), 42 Amount or % text box (Item list), 42

account transfers, 187-190, 249-250 .
analysis tools, 242
Accountant & Taxes reports, 271 . . . .
answering questions in EasyStep Interview,
accountants 929-30
financial accounting standards, 367
getting help from, 18-19, 35-36
Accountant’s Review feature, 299-300
accounting methods
accrual-basis, 133, 319, 354-355
cash-basis, 134, 319
multiple-state, 325-326
accounting periods, 356
accounting software, 12-14, 320
assets

accounting standards, 367 accumulated depreciation, 321-322

accognting systems balance sheet, 357-359
business management, 12 defined. 357

federal law, 12

Application for Employer Identification
Number form (S5-4), 225-226

asking the online bank a question, 253-254
assembling products

bill of materials, 171

building process, 171

component identification, 170-171
assessing finance charges, 125-129

depreciation expense, 321-322

needs assessment, 11-12 .
. J fixed assets, 62-63, 303-309
Q”‘thBOOkS' 12=14 selling, 322-323
acij(zign 53 4 Assisted Payroll service, 224
irec;gg(’:ar ds. 195-198 Audit Trail feature, 301
EasyStep Interview, 31
petty cash account, 182 o B L

suspense account, 70
accounts payable method, 133 -
accrual-basis accounting, 133, 319, 354-355 creating, 293-297
accumulated depreciation restoring, 298-299

assets, 321-322 balance sheet
defined, 23 assets, 357-359

i defined, 357
adding ned,
accounts, 34 equity, 357-359

customers to Customer list, 52-54 importance of, 19

employees to Employee list, 50-51 liabilities, 357-359
trial balance, 364

backups

o
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balancing importance of, 235
bank accounts (non-online), 257-263 modifying, 241
bank accounts (online), 252-253, 267-268 planning and analysis tools, 242
credit card accounts, 202-203 business financial statistics, 237
bank accounts (non-online) business management, 12
adjustments, 263
balancing, 257-263 PY C PY
interest income, 259-260
opening balance, 263 cash flow
reconciliation report, 262 customer deposits, 130-131
service charges, 259 evaluating, 352-353
troubleshooting reconciliation problems, projections, 241
264-267 cash-basis accounting, 134, 319
bank accounts (online) categorizing
asking the bank questions, 253-254 items on Item list, 4041
balancing, 252, 267-268 vendors in Vendor list, 61
electronic funds transfer, 187-190, certified public accountants (CPAs)
249-250 financial accounting standards, 367
how it works, 243 getting help from, 18-19, 35-36
insufficient (NSF) check transactions, charges
191-192 finance charges, 125-129
process for bill payments, 246-249 other charge items (Item list), 41
reasons not to bank online, 244-246 Chart of Accounts list
signing up for the service, 246-247 credit cards, 195-198
transmitting instructions, 250-252 customer balances, 69-70
Banking reports, 271 EasyStep Interview, 31
Basic Payroll Service, 224 setup, 69-77
benchmarking, 237-238 suspense accounts, 70
bill of materials, 171 trial balance, 70-77
bill payment vendor balances, 70
accounts payable method, 133 check printing
check writing process, 134-141 fonts, 211
deleting bills, 148 loading blank checks into printer, 213
Enter Bills window, 142-143 logos, 212
memos, 144 mistakes, 218-219
Pay Bills window, 150-154 multiple checks, 216-218
process for online bill payments, 246-249 paychecks, 228
purchase orders (POs), 143-144 printer setup, 209-212
recording methods, 142-148 refund checks, 93
reminders, 149-150 single checks, 213-216
sales tax, 155-156 Write Checks window, 213-216
bookkeepers, finding, 319 check writing
break-even formula, 332-335 account selection, 135, 137, 140
budget address, 136, 140
benchmarking, 237-238 amount, 136-137, 140
Budgets & Forecasts reports, 271 classes, 138
cash flow projections, 241 Checking register, 140-141, 179-181
creating, 235-241 customer name, 138
Decision Tools, 242 date, 135

o



34_599542 bindex.gxp 12/12/05 11:59 AM Page 381 $

job name, 138
memos, 136, 138
mistakes, 181
payee information, 136, 140
purchase orders (POs), 139
Quick Add option, 138
Setup option, 138
Write Checks window, 134-135, 177-179,
213-216
Checking register
account transfers, 187-190
deleting transactions, 190
deposits, 183-186
finding transactions, 193-194
insufficient (NSF) check transactions,
191-192
marking checks to print, 216
navigating, 192
1-Line display, 181-182
opening balance, 263
printing, 220-222
scrolling, 192
sorting, 193
unprinted checks, 220
voiding transactions, 190-191
writing checks, 140-141, 179-181
checks
cosigning, 318
date, 135
logos, 212
memos, 136, 138
reviewing canceled checks, 318
signing, 317-318
standard checks, 211
unprinted checks, 220
voiding, 218-219
voucher checks, 211
wallet checks, 211
choosing passwords, 374
classes
Class list, 64
credit memos, 91
invoices, 83
purchase orders (POs), 167
sales receipts, 109
clearing invoices, 88
closing date, 301-302
closing password, 301-302
coinage, 121

Index 38 ’

collection letters, 126
Company & Financial reports, 270
comparing estimates to actuals, 289-290
Complete Payroll service, 223-224
confidentiality of data, 372
conversion date, 22
corporations, tracking owner’s equity, 325
correcting mistakes
checks, 181, 218-219
credit memos, 94
customer payments, 120-121
invoices, 88-89
sales receipts, 115-116
corruption of data, 372
cosigning checks, 318
CPAs (certified public accountants)
financial accounting standards, 367
getting help from, 18-19, 35-36
creating
budget, 235-241
credit memos, 90-93
estimates, 285-287
invoices, 82-88, 288-289
journal entries, 321, 366
purchase orders (POs), 165
reports, 272-273
sales receipts, 108-111
trial balance, 366
credit balance (defined), 25
credit card accounts
balancing, 202-203
Credit Card register, 198-199
deleting transactions, 202
editing transactions, 202
entering transactions, 198-201
selecting, 198
setup, 195-198
voiding transactions, 202
credit card payments from customers,
204-205, 254
credit memos
classes, 91
creating, 90-93
customer messages, 92
customer name, 91
customizing, 103
date, 91
e-mailing, 102
job name, 91

o
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credit memos (continued)
memos, 92
mistakes, 94
numbering, 91
printing, 94-99, 101-102
product credit memo, 90
professional credit memo, 90
purchase order (PO) numbers, 91
refund checks, 93
service credit memo, 90
templates, 103
creditors, 23
credits
defined, 360-361
outstanding credits, 118
customer balances (Chart of Accounts
list), 69-70
customer credit memos. See credit memos
customer invoices. See invoices
Customer list
adding customers, 52-54
Customer Center window, 52, 54
Edit Customer window, 54
Edit Job window, 58
editing customer information, 54
editing job information, 58
jobs, 55-58
New Customer window, 52-53
New Job window, 55-57
customer messages
credit memos, 92
Customer Message list, 66
invoices, 88
sales receipts, 111
customer payments
applying payments, 119
check numbers, 118
collection letters, 126
credit cards, 204-205, 254
depositing into a bank account, 121-124
discounts, 119-120
finance charges, 125-129
insufficient (NSF) check transactions,
191-192
invoice numbers, 118
memos, 118
mistakes, 120-121
outstanding credits, 118
payment methods, 118

payment terms, 119

recording, 116-120

setup, 35

statement of account, 125

tracking, 124-125
customer receipts

check numbers, 109

classes, 109

creating, 108-111

customer messages, 111

customer name, 109

customizing, 109

data entry, 108-111

date, 109

deleting, 116

discounts, 111

Enter Sales Receipts window, 108

finding, 116

job name, 109

memos, 111

mistakes, 115-116

numbering, 109

payment methods, 110

Point of Sale system, 115

printing, 107, 112-114

products, 108

recording, 108-111

retail sales, 114-115

sales tax, 111

services, 108

templates, 108

voiding, 116
Customer Type list, 65
Customers & Receivables reports, 270
customizing

credit memos, 103

invoices, 103-104

purchase orders (POs), 165-166

sales receipts, 109

o) e

data confidentiality, 372

data corruption, 372

data entry
credit card accounts, 198-201
purchase orders (POs), 166-168
sales receipts, 108-111

o
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dates
checks, 135
closing date, 301-302
conversion date, 22
credit memos, 91
invoices, 83-84
purchase orders (POs), 167
release date for employees, 51
sales receipts, 109
debit balance (defined), 25
debit cards, 203
debits (defined), 360-361
Decision Tools, 242
deleting
bills, 148
credit card transactions, 202
invoices, 89-90
sales receipts, 116
transactions, 190
Deluxe Payroll Service, 224
depletion, 354
deposits
checking account, 183-186

customer deposits, 121-124, 130-131

depreciable assets, 323
depreciation
defined, 354

depreciation expense, 321-322, 353-354

Section 179 depreciation, 322
descriptions
employees in Employee list, 50-51
items (Item list), 41-42
discounts
customer payments, 119-120
discount items (Item list), 41, 48
early payment discounts, 330-332
sales receipts, 111
display settings for Windows, 2
double-checking work, 372
double-entry bookkeeping, 360-363
Dun & Bradstreet Annual Financial
Statement Survey, 237

oF o

early payment discounts, 330-332
EasyStep Interview

accounts, 31

adding accounts, 34

answering questions, 29-30
chart of accounts, 31
conversion date, 22
editing information, 30
filename and location, 31-32
help, 30
industry-specific advice, 30-31
information you’ll need, 26-27
options for recording expenses, 32-33
preparation for, 21
setup options, 28
Start Interview button, 28
starting, 28
time required, 30
trial balance, 23-25
upgrading from Quicken, 28-29
economic order quantity (EOQ), 342-343
Edit Customer window (Customer list), 54
Edit Item window (Item list), 49
Edit Job window (Customer list), 58
editing
credit card transactions, 202
customer information in Customer list, 54
EasyStep Interview information, 30
Fixed Assets list, 308-309
invoices, 88-89
items in Item list, 49
job information in Customer list, 58
reports, 275-276
Electronic Federal Tax Payment System
(EFTPS), 229
electronically transferring money, 187-190,
249-250
e-mailing
credit memos, 102
invoices, 102-103
reports, 276
Employee list
adding employees, 50-51
address information for employees, 51
descriptions for employees, 50-51
New Employee window, 50-51
release date for employees, 51
employees
Employees & Payroll reports, 271
paychecks, 226-228
W-4 forms, 226
employer identification number, 225-226
Enhanced Payroll Service, 224

o
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Enter Bills window, 142-143
Enter Sales Receipts window, 108
entering data

credit card accounts, 198-201

purchase orders (POs), 166168

sales receipts, 108-111
EOQ (economic order quantity), 342-343
equity

balance sheet, 357-359

corporations, 325

defined, 357

partnerships, 324

sole proprietorships, 323-324
estimates

comparing estimates to actuals, 289-290

creating, 285-287

revising, 287
exporting

lists, 69

reports to Microsoft Excel, 275, 277-278

ofFe

federal employer identification number,
225-226
federal law for methods of accounting, 12
Federal Unemployment (FUTA) Tax Return
(Form 940), 231-232
file formats for reports, 273
file management
Accountant’s Review feature, 299-300
Audit Trail feature, 301
backups, 293-297
closing date, 301-302
portable files, 300-301
restoring backups, 298-299
file sharing
confidentiality of data, 372
corruption of data, 372
double-checking work, 372
file administrator, 374
file locking, 373
multi-user mode, 377-378
network setup, 374
record locking, 371, 373
user permissions, 371-372, 375-377
finance charges, 125-129
financial accounting standards, 367
financial reports, 270

Find feature, 149, 193-194
finding
bookkeepers, 319
sales receipts, 116
transactions, 193-194
fiscal year, 356
fixed asset accounting, 303-305
fixed assets
defined, 303
Fixed Assets list, 62-63, 305-309
tracking, 304
fixing mistakes
checks, 181, 218-219
credit memos, 94
customer payments, 120-121
invoices, 88-89
sales receipts, 115-116
FOB (free-on-board), 85, 167
fonts
checks, 211
invoices, 103
Form 940 (Federal Unemployment Tax
Return), 231-232
Form 941, 230
Form 942, 230
Format Each Floppy Disk During Backup
backup option, 295
formatting reports, 278-280
formulas
break-even point, 332-335
economic order quantity (EOQ), 342-343
growth rate, 335-337
most expensive money you can borrow,
330-332
Rule of 72, 343
sustainable growth, 336-337
what if scenarios, 337-341
free-on-board (FOB), 85, 167
FUTA (Federal Unemployment) Tax Return
(Form 940), 231-232

oG o

General Journal Entry window, 366
getting loans, 326

grace period for finance charges, 127
group items (Item list), 41, 47-48
growth-rate formula, 335-337

o
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help
EasyStep Interview, 30
professional help, 18-19, 35-36
reports, 270
Home Networking For Dummies, 3rd Edition
(Ivens), 373

o]e

inactivating items in lists, 51
income tax accounting laws, 368
industry-specific advice, 30-31
installing QuickBooks
network use setup, 374
step-by-step directions, 347-350
insufficient (NSF) check transactions,
191-192
interest income, 259-260
interest rates
early payment discounts, 330-331
finance charges, 127
interim accounting periods, 356
Internal Revenue Service (IRS)
Federal Unemployment (FUTA) Tax
Return (Form 940), 231-232
Form 941, 230
Form 942, 230
Section 446 (General Rule for Methods of
Accounting), 12
SS-4, Application for Employer
Identification Number form, 225-226
W-2 wage statements, 231-232
W-3 wage statements, 231-232
W-4 forms, 226
interview
accounts, 31
adding accounts, 34
answering questions, 29-30
chart of accounts, 31
conversion date, 22
editing information, 30
filename and location, 31-32
help, 30
industry-specific advice, 30-31
information you’ll need, 26-27
options for recording expenses, 32-33
preparation for, 21

setup options, 28

Start Interview button, 28

starting, 28

time required, 30

trial balance, 23-25

upgrading from Quicken, 28-29
inventory

automatic adjustments, 164

economic order quantity (EOQ), 342-343

inventory assembly items (Item list), 40,

44-45

inventory part items (Item list), 40, 42-44

Item list, 158

multiple inventory locations, 173-174

periodic inventory system, 174-176

perpetual inventory system, 174

physical inventory, 172-173

purchase orders (POs), 164

recording items, 159-163

reports, 271

setup, 34-35

tracking, 157-158
inventory accounting, 365-366
invoices

classes, 83

clearing, 88

creating, 82-88, 288-289

customer messages, 88

customer names, 82

customizing, 103-104

dates, 83-84

deleting, 89-90

editing, 88-89

e-mailing, 102-103

finance charges, 125-129

fonts, 103

Item list, 39-49

job names, 82

logo, 103

memos, 87

mistakes, 88-89

numbering, 84

payment terms, 84

printing, 94-101

product invoices, 82

professional invoices, 82

purchase order (PO) number, 84

sales representatives, 84-85

service invoices, 82

o
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invoices (continued) Py Py
shipping information, 84-85
templates, 82, 103-105 job costing feature
voiding, 89-90 ’
& . charging for actual time and costs,
IRS (Internal Revenue Service) 290-291
Federal Unemployment (FUTA) Tax comparing estimates to actuals, 289-290
Return (Form 940), 231-232 estimates. 285-287
Form 941, 230 invoices, 288-289
Form 942, 230 job setup, 284-285

Section 446 (General Rule for Methods of status descriptions, 284

Accounting), 12 tracking costs, 291
SS-4, Application for Employer turning on/off, 283-284
Identification Number form, 225-226 Job Type list, 65
W-2 wage statements, 231-232 ’

W-3 wage statements, 231-232 Jogjstomer list, 55-58

W-4 forms, 226 Jobs, Time & Mileage reports, 270, 313
Item list ) journal entries

Accpun.t drop-down list, 42 creating, 321, 366

adding items, 39-40 double-entry bookkeeping, 361-363

Amount or % text box, 42
categorizing items, 40-41
descriptions for items, 41-42
discount items, 41, 48 ® L ®
Edit Item window, 49
editing items, 49
group items, 41, 47-48
inventory, 158
inventory assembly items, 40, 44-45
inventory part items, 40, 42-44
invoices, 39-49
names/numbers for items, 41
New Item window, 42-43
non-inventory part items, 41-42
other charge items, 41
payment items, 41
preferred vendors, 43
Price text box, 42
Rate text box, 42
sale tax group items, 41, 49
sale tax items, 41, 45-46
service items, 40, 42
setup, 37-39
subitems, 41
subtotal items, 41, 46-47
Taxable check box, 42
Ivens, Kathy, Home Netfworking
For Dummies, 3rd Edition, 373

General Journal Entry window, 366

laws
income tax accounting laws, 368
Section 446 (General Rule for Methods of
Accounting), 12
letterhead, 99
letters, 126
liabilities
balance sheet, 357-359
defined, 357
non-tax liabilities, 229-230
listing reports, 269-270
lists
alphabetizing, 68
Chart of Accounts list, 69-77
Class list, 64
Customer list, 52-58
Customer Message list, 66
Customer Type list, 65
Employee list, 50-51
exporting, 69
Fixed Assets list, 62-63, 305-309
inactivating items, 51
Item list, 37-49

o
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Job Type list, 65
Memorized Transaction list, 67
moving items, 67
notes, 68
organizing, 67-68
Other Names list, 64
Payment Method list, 66
Price Level list, 63
printing, 68
Reminders list, 67
reports, 271
Sales Rep list, 65
Sales Tax Code list, 63
Ship Via list, 66
sorting, 68
subitems, 41, 67
Terms list, 65
User list, 375-377
Vehicle list, 66-67, 310-311
Vendor list, 58-62
Vendor Type list, 65
loading printer
with blank checks, 213
with invoice forms, 94
loans
amortization schedules, 327
getting, 326
most expensive money you can borrow
formula, 330-332
recording loan payments, 326-327
Locate Discrepancies button, 265
locking
files, 373
records, 371, 373
transactions, 378
logos
checks, 212
invoices, 103
Lowe, Doug, Networking For Dummies, 7th
Edition, 373

ol o

managing files
Accountant’s Review feature, 299-300
Audit Trail feature, 301
backups, 293-297

Index 38 7

closing date, 301-302

portable files, 300-301

restoring backups, 298-299
measuring profits, 355-356
Memorized Transaction list, 67
memorizing reports, 276-277
memos

bills, 144

checks, 136, 138

credit memos, 92

customer payments, 118

invoices, 87

purchase orders (POs), 168

sales receipts, 111
messages (for customers)

credit memos, 92

Customer Message list, 66

invoices, 88

sales receipts, 111
Microsoft Windows Me For Dummies

(Rathbone), 4

mileage

reports, 270, 313

tracking, 154-155, 309-312

updating rates, 313
mistakes

checks, 181, 218-219

credit memos, 94

customer payments, 120-121

invoices, 88-89

sales receipts, 115-116
modifying

budget, 241

reports, 275-276
most expensive money you can borrow

formula, 330-332

moving items in lists, 67
multiple inventory locations, 173-174
multiple-state accounting, 325-326
multi-user mode, 377-378

o\ o

naming items in Item list, 41
navigating the Checking register, 192
needs assessment, 11-14

net worth, 335-336

o
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network
defined, 373
setup, 374
Networking For Dummies, 7th Edition
(Lowe), 373
New Customer window (Customer list),
52-53
New Employee window (Employee list),
50-51
New Item window (Item list), 42—-43
New Job window (Customer list), 55-57
New Vendor window (Vendor list), 58-60
non-inventory part items (Item list), 41-42
non-online bank accounts
adjustments, 263
balancing, 257-263
interest income, 259-260
opening balance, 263
reconciliation report, 262
service charges, 259
troubleshooting reconciliation problems,
264-267
non-tax liabilities, 229-230
notes, 68
NSF (insufficient) check transactions,
191-192
numbering
credit memos, 91
invoices, 84
items (Item list), 41
sales receipts, 109

o () o

1-Line display (Checking register), 181-182
online bank accounts
asking the bank questions, 253-254
balancing, 267-268
balancing an online account, 252
electronic funds transfer, 187-190,
249-250
how it works, 243
process for bill payments, 246-249
reasons not to bank online, 244-246
signing up for the service, 246-247
transmitting instructions, 250-252
online services, 254

Open Window list, 2
opening balance (bank accounts), 263
organizing lists, 67-68
other charge items (Item list), 41
Other Names list, 64
outsourcing payroll, 18, 223-224
outstanding credits, 118
owner’s equity
balance sheet, 357-359
corporations, 325
defined, 357
partnerships, 324
sole proprietorships, 323-324

opPe

Pacioli, Lucia (inventor of double-entry
bookkeeping), 360
partnerships
cosigning checks, 318
tracking owner’s equity, 324
passwords
choosing, 374
closing password, 301-302
users, 374-376
payables
setup, 35
Vendors & Payables reports, 270
paychecks, 228
Paychex payroll service bureau, 223
paying bills
accounts payable method, 133
check writing process, 134-141
deleting bills, 148
Enter Bills window, 142-143
memos, 144
Pay Bills window, 150-154
process for online bill payments, 246-249
purchase orders (POs), 143-144
recording methods, 142-148
reminders, 149-150
sales tax, 155-156
payment items (Item list), 41
payment methods
customer payments, 118
Payment Method list, 66
sales receipts, 110

o
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payment terms
customer payments, 119
defined, 57
invoices, 84
Terms list, 65
payments from customers. See customer
payments
payroll
Assisted Payroll service, 224
Basic Payroll Service, 224
Complete Payroll service, 223-224
Deluxe Payroll Service, 224
Employees & Payroll reports, 271
employer identification number, 225-226
Enhanced Payroll Service, 224
Federal Unemployment (FUTA) Tax
Return (Form 940), 231-232
manual setup, 226-227
non-tax liabilities, 229-230
outsourcing, 18, 223-224
quarterly payroll tax returns, 230-231
setup for payroll services, 224-225
Standard payroll service, 224
state taxes, 232-233
tax liabilities, 228-229
W-2 wage statements, 231-232
W-3 wage statements, 231-232
W-4 forms, 226
Peachtree Accounting for Windows, 320
periodic inventory system, 174-176
permissions settings, 371-372, 375-377
perpetual inventory system, 174
petty cash account, 182
physical inventory, 172-173
plain paper printing, 99
planning and analysis tools, 242
Point of Sale system, 115
popularity of QuickBooks, 14-15
portable files, 300-301
POs (purchase orders)
bills, 143-144
classes, 167
creating, 165
credit memos, 91
customizing, 165-166
data entry, 166-168
date expected, 167

Index 389

defined, 164

FOB (free-on-board), 167

invoices, 84

memos, 168

printing, 168

receiving items, 169-170

recording, 169

reports, 169

sales representatives, 167

templates, 165-166

tracking, 158

vendors, 167
preferences

finance charges, 126-128

inventory tracking, 157-158

purchase order tracking, 157-158

user preferences, 377
preparation for EasyStep Interview, 21
preprinted forms, 99
previewing reports, 271, 274
Price Level list, 63
Price text box (Item list), 42
printer

selecting, 210

setup for check printing, 209-212

setup for invoice printing, 95-97
printing

Checking register, 220-222

credit memos, 94-99, 101-102

invoices, 94-101

lists, 68

purchase orders (POs), 168

registers, 220-222

reports, 273-274, 281

sales receipts, 107, 112-114
printing checks

font options, 211

loading blank checks into printer, 213

logos, 212

mistakes, 218-219

multiple checks, 216-218

paychecks, 228

printer setup, 209-212

refund checks, 93

single checks, 213-216

Write Checks window, 213-216
processing multiple reports, 281

o
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product assembly

bill of materials, 171

building process, 171

component identification, 170-171
product credit memo, 90
product invoices, 82
product sales receipts, 108
professional credit memo, 90
professional help, 18-19, 35-36
professional invoices, 82
profit and loss statement, 19, 355-356, 364
projecting cash flow, 241
purchase orders (POs)

bills, 143-144

classes, 167

creating, 165

credit memos, 91

customizing, 165-166

data entry, 166-168

date expected, 167

defined, 164

FOB (free-on-board), 167

invoices, 84

memos, 168

printing, 168

receiving items, 169-170

recording, 169

reports, 169

sales representatives, 167

templates, 165-166

tracking, 158

vendors, 167
purchasing

online services, 254

reports, 270

.Q.

quarterly payroll tax returns, 230-231
Quick Add, 138
QuickBooks

features, 16-17

installing, 347-350

needs assessment, 11-14

network setup, 374

popularity of, 14-15

registering, 30

setup, 15-16, 35-36

starting, 27-28

versions of, 1, 27

Web site, 31
Quicken, upgrading from, 28-29
QuickReports, 281-282
QuickZoom feature, 275

o R e

Rate text box (Item list), 42
Rathbone, Andy

Microsoft Windows Me For Dummies, 4

Windows For Dummies, 21

Windows 2000 Professional

For Dummies, 4

Windows XP For Dummies, 2nd Edition, 4
receipts

check numbers, 109

classes, 109

creating, 108-111

customer messages, 111

customer name, 109

customizing, 109

data entry, 108-111

date, 109

deleting, 116

discounts, 111

Enter Sales Receipts window, 108

finding, 116

job name, 109

memos, 111

mistakes, 115-116

numbering, 109

payment methods, 110

Point of Sale system, 115

printing, 107, 112-114

products, 108

recording, 108-111

retail sales, 114-115

sales tax, 111

services, 108

templates, 108

voiding, 116
receivables

applying payments, 119

check numbers, 118

collection letters, 126

Customers & Receivables reports, 270
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depositing into a bank account, 121-124
discounts, 119-120
finance charges, 125-129
invoice numbers, 118
memos, 118
mistakes, 120-121
outstanding credits, 118
payment methods, 118
payment terms, 119
recording, 116-120
setup, 35
statement of account, 125
tracking, 124-125
receiving purchase order items, 169-170
reconciliation report, 262
reconciling
bank accounts (non-online), 257-263
bank accounts (online), 252-253, 267-268
credit card accounts, 202-203
record locking, 371, 373
recording
bill payments, 142-148
customer payments, 116-120
deposits into checking account, 183-186
expenses, 32-33
inventory items, 159-163
loan payments, 326-327
purchase orders (POs), 169
sales, 114-115, 364-366
sales receipts, 108-111
vehicle mileage, 311-312
references for business financial statistics,
237
refund checks, 93
register
account transfers, 187-190
deleting transactions, 190
deposits, 183-186
finding transactions, 193-194
insufficient (NSF) check transactions,
191-192
marking checks to print, 216
navigating, 192
1-Line display, 181-182
opening balance, 263
printing, 220-222
scrolling, 192
sorting, 193
unprinted checks, 220

voiding transactions, 190-191
writing checks, 140-141, 179-181
registering QuickBooks, 30
release date for employees, 51
reminders
bill payments, 149-150
Reminders list, 67
reorganizing Vendor list, 68
reports
Accountant & Taxes, 271
Banking, 271
Budgets & Forecasts reports, 271
Company & Financial, 270
creating, 272-273
Customers & Receivables, 270
editing, 275-276
e-mailing, 276
Employees & Payroll reports, 271
exporting to Microsoft Excel, 275, 277-278
file formats, 273
formatting, 278-280
help, 270
Inventory, 271
Jobs, Time & Mileage, 270, 313
listing, 269-270
lists, 271
memorizing, 276-277
modifying, 275-276
previewing, 271, 274
printing, 273-274, 281
processing multiple reports, 281
purchase orders (POs), 169
Purchases, 270
QuickReports, 281-282
QuickZoom feature, 275
reconciliation report, 262
Report Center, 271-272
Sales, 270
updating, 277
Vendors & Payables, 270
restoring backups, 298-299
retail sales, 114-115
reviewing canceled checks, 318
revising estimates, 287
Risk Management Association (RMA)
Reference, 237
Robert Morris & Associates Survey, 237
Rule of 72, 343
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sales
recording, 114-115, 364-366
Sales reports, 270
sales receipts
check numbers, 109
classes, 109
creating, 108-111
customer messages, 111
customer name, 109
customizing, 109
data entry, 108-111
date, 109
deleting, 116
discounts, 111
Enter Sales Receipts window, 108
finding, 116
job name, 109
memos, 111
mistakes, 115-116
numbering, 109
payment methods, 110
Point of Sale system, 115
printing, 107, 112-114
products, 108
recording, 108-111
retail sales, 114-115
sales tax, 111
services, 108
templates, 108
voiding, 116
sales representatives
invoices, 84-85
purchase orders (POs), 167
Sales Rep list, 65
sales tax
paying, 155-156
sale tax group items (Item list), 41, 49
sale tax items (Item list), 41, 45-46
sales receipts, 111
Sales Tax Code list, 63
scrolling in the Checking register, 192
Section 179 depreciation, 322
Section 446 (General Rule for Methods of
Accounting), 12
selecting
credit card account, 198
printer, 210

selling assets, 322-323
service charges, 259
service credit memo, 90
service invoices, 82
service items (Item list), 40, 42
service sales receipts, 108
setup
Chart of Accounts list, 69-77
credit card account, 195-198
customer receivables, 35
EasyStep Interview, 28
getting professional help from a CPA,
15-16, 35-36
inventory, 34-35
Item list, 37-39
jobs, 284-285
network, 374
payroll (manual setup), 226-227
payroll (service bureau setup), 224-225
printer (for check printing), 209-212
printer (for invoice printing), 95-97
user permissions, 371-372, 375-377
vendor payables, 35
sharing files
confidentiality of data, 372
corruption of data, 372
double-checking work, 372
file administrator, 374
file locking, 373
multi-user mode, 377-378
network setup, 374
record locking, 371, 373
user permissions, 371-372, 375-377
shipping information
FOB (free-on-board), 85
invoices, 84-85
Ship Via list, 66
signing checks, 317-318
single-user mode, 377
sole proprietorship, tracking owner’s
equity, 323-324
sorting
Checking register, 193
lists, 68
SS-4, Application for Employer
Identification Number form, 225-226
standard checks, 211
Standard payroll service, 224
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starting
EasyStep Interview, 28
QuickBooks, 27-28
state taxes, 232-233
state unemployment annual summary, 231
subitems in lists, 41, 67
subtotal items (Item list), 41, 46-47
suspense accounts, 70
sustainable growth formula, 336-337
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Taxable check box (Item list), 42
taxes
Accountant & Taxes reports, 271
EFTPS (Electronic Federal Tax Payment
System), 229
federal employer identification number,
225-226
Federal Unemployment (FUTA) Tax
Return (Form 940), 231-232
income tax accounting laws, 368
payroll services, 228-229
quarterly payroll tax returns, 230-231
sale tax group items (Item list), 41
sale tax items (Item list), 41, 45-46
Sales Tax Code list, 63
sales tax payments, 155-156
state taxes, 232-233
state unemployment annual
summary, 231
W-2 wage statements, 231-232
W-3 wage statements, 232
templates
credit memos, 103
invoices, 82, 103-105
purchase orders (POs), 165-166
sales receipts, 108
1099 contractors, 61
Terms list, 65
time reports, 270
time required for EasyStep Interview, 30
tracking
customer accounts, 124-125
expenses, 32-33
fixed assets, 304
inventory, 157-158
job costs, 291
owner’s equity in a corporation, 325

owner’s equity in a partnership, 324
owner’s equity in a sole proprietorship,
323-324
purchase orders (POs), 158
vehicle mileage, 154-155, 309-312
transactions
account transfers, 187-190, 249-250
Class list, 64
credit cards, 198-202
debit cards, 203
deleting, 190
finding, 193-194
locking, 378
Memorized Transaction list, 67
voiding, 190-191
transferring money between bank
accounts, 187-190, 249-250
transposed numbers, 265
trial balance
balance sheet, 364
Chart of Accounts list, 70-77
creating, 366
defined, 23, 361-364
EasyStep Interview, 23-25
profit and loss statement, 364
turning on/off the job costing feature,
283-284
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unprinted checks, 220
updating

reports, 277

vehicle mileage rates, 313
upgrading from Quicken, 28-29
User list, 375-377
user permissions, 371-372, 374-377
user preferences, 377
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Vehicle list, 66-67, 310-311
vehicle mileage
reports, 270, 313
tracking, 154-155, 309-312
updating rates, 313
vendor balances (Chart of Accounts
list), 70
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Vendor Center window, 156
Vendor list
adding vendors, 58-62
categorizing vendors, 61
New Vendor window, 58-60
reorganizing, 68
1099 contractors, 61
vendor payables
purchase orders (POs), 167
setup, 35
Vendors & Payables reports, 270
Vendor Type list, 65
Verify Data Integrity backup option, 295
versions of QuickBooks, 1, 27
voiding
checks, 218-219
credit card transactions, 202
invoices, 89-90
sales receipts, 116
transactions, 190-191
voucher checks, 211
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wallet checks, 211
Web site for QuickBooks, 31
W-4 forms, 226

what if scenarios, 337-341
Windows display settings, 2
Windows For Dummies (Rathbone), 21
Windows 2000 Professional For Dummies
(Rathbone), 4
Windows XP For Dummies, 2nd Edition
(Rathbone), 4
writing checks
account selection, 135, 137, 140
address, 136, 140
amount, 136-137, 140
classes, 138
Checking register, 140-141, 179-181
customer name, 138
date, 135
job name, 138
memos, 136, 138
mistakes, 181
payee information, 136, 140
purchase orders (POs), 139
Quick Add option, 138
Setup option, 138
Write Checks window, 134-135, 177-179,
213-216
writing letters, 126
W-2 wage statements, 231-232
W-3 wage statements, 231-232



