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Chart of Accounts Overview 

 
The chart of accounts is the backbone of QuickBooks, correctly setting it up and understanding 

how it works is critical. Your chart of accounts can be customized to produce financial 

statements tailored to your company within the framework of the account types available. The 

creation of your chart of accounts should take in mind the financial reports desired, as well as the 

ability of QuickBooks to track sales and expenses in a greater level of detail in reports outside of 

usual financial statements. 

 

Account Types in QuickBooks 

 

When setting up accounts in QuickBooks each account must be assigned an account "Type". 

Account Types determine the financial report the account will appear on and the order on the 

report. Account Types are fixed, that is, the user cannot change the title of an account type, add 

additional account types, or change the order of appearance of account types on standard 

financial statements. In addition,  account types have specific attributes to facilitate recording 

keeping, functionality, and transaction processing.  Below is a listing of account types shown in 

the order in which the account types appear on the respective financial statement. The typical 

usage of each account type is shown as well a description of functionality specific to the account 

type.  

 

 

 

   Profit and Loss      

   Account Types         Description/Functionality      
 

Income  Sales earned from normal business operations - sales of services or  

              products  

   

Cost of Goods Sold Direct costs related to providing services or sales  

    - inventory costs, direct labor, construction job costs 

   

Expense  Indirect or "Overhead" expenses, ie -  rent, telephone, office   

              supplies, administrative salaries 

   

Other Income  Income not from normal business operations - interest, dividends,   

              special refunds  

   

Other Expense Expenses not related to normal operations, - income taxes, legal   

              settlements    
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   Balance Sheet     

   Account Types         Description/Functionality      
 

Bank      For cash accounts - checking, savings, petty cash 

      - write checks, make deposits, perform bank reconciliations   

    

Accounts Receivable    Used to track amounts due from customers  

      - Reports - listings and agings of amounts due from customers 

      - Customer Name must be used to record transactions to this   

                                 account 

   

Other Current      Assets such as prepaid expenses, inventory, advances to   

Asset                  employees 

   

Fixed Asset     Long lived assets - vehicles, equipment, land, buildings and   

      computers  

   

Other Assets     Assets such as lease deposits, goodwill and other intangibles  

 

Accounts Payable    Used to track amounts due to vendors for purchases made on   

       account  

      - Reports - listings and agings of amounts due to vendors 

      - Allows user to issue checks to vendors 

 - Vendor Name must be used to record transactions to this   

             account 

 

Other Current             Short term liabilities - lines of credit, payroll and sales tax                                

Liability                        liabilities, accrued expenses 

 

Credit Card Amounts due under credit cards - track liability for expenses and   

 purchases due or paid with credit cards 

 

Long Term  Loans, mortgages and notes payable 

Liability - Use the QuickBooks Loan Manager to issue checks, record   

 interest and principal payments, track loan balances 

 

Equity Investment in the company and withdraws by the     

 owners/shareholders 
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Chart of Accounts Considerations 

  
Should You Use Account Numbers or Not? 

 

The use of account numbers in QuickBooks is an option selected in the Accounting Preference 

section, and the use of a numbering system is entirely up to the installer. There are some 

advantages to using a numbering system: 

 

- Speeds up data entry - for example, if office supplies is account number 6210, entry of that 

number when doing data entry will bring up that account. 

 

- Determines the ordering of accounts shown on financial statements - QuickBooks displays 

accounts on financial statements in alphabetic order if account numbers are not used. If numbers 

are used accounts are grouped in numeric order.  

 

Use of SubAccounts -  sub accounts allow for grouping and subtotaling of similar type accounts, 

for example salaries and payroll taxes can be set up as sub accounts to a "Payroll Costs" account. 

 

Are Multiple Accounts Receivable and Payable Accounts Needed? 

 

For many companies having only one accounts receivable and payable account works fine. 

However, if you need to know the total of accounts receivable or payable for various categories 

multiple accounts can be set up. If you have multiple AR or AP accounts set up QuickBooks 

adds a drop down option for the user to select which of the AR or AP accounts to be used when 

entering bills or creating customer invoices: 
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Changing Account Types 

 

It's not uncommon that accounts are set up with incorrect account types, resulting in the account 

either showing up in the wrong section of a financial statement or on the wrong statement 

altogether. In most cases this can be corrected by editing the account and selecting the correct 

account type. In some cases however the user cannot change the account type that has been 

initially selected. The following restrictions exist: 

 

- you cannot change an account to or from Accounts Receivable or Accounts Payable 

 

- you cannot change the account type of automatically created accounts such as Undeposited 

Funds or Sales Tax Payable 

 

- you cannot change an account that has sub accounts. To make the change you must first change 

all the sub accounts to accounts, make the change, and re edit the sub accounts. 
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Common Chart of Accounts Problems(and how to fix them) 

 
 Duplicate Accounts/Accounts with Similar Names 
 - Several methods are available to deal with this: 

 

- Deleting an account. This will work, but only if the account has not been used in a transaction. 

To delete, go to Lists, select Chart of Accounts, and left click once on the account you would 

like to delete. If you then right click on the account a dialogue box will open, choose the Delete 

option to delete the account. 

 

- Inactivating an account - This can be a good option if the account has already been used. To 

inactivate an account, select the account as in the above deleting example, except select the 

"Make Account Inactive" option. After inactivating an account it will still appear in reports, and 

if making reports look more streamlined is your goal this approach may not get you the results 

you were looking for, especially if you are trying to inactivate several accounts. 

 

- Merging accounts - This process "merges" one account into another, eliminating all traces of 

the merged account. For example if you want to merge the account "Bank Fees" into "Bank 

Service Charges", all transactions will show with the new account. BE AWARE THIS 

CANNOT BE REVERSED !! 

 

To merge accounts, go to Lists, select Chart of Accounts, and left click on the account you would 

like to merge, and select "Edit Account". In the Account Name field, type the name of the 

account that you would like this account to merge into, using the exact name of the desired 

account, then click on "Save and Close". You will get this message -  "This name is already 

being used. Would you like to merge them?". Click on Yes as shown below. 

 

 
 

Chart of Accounts "Too Large"   

 

Using the chart of accounts to segregate too much data can make for multi-page financial 

statements that are more data than information. Functionality exists in several other areas of  
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QuickBooks to provide detailed reporting to supplement your financial statements. These would 

include the following: 

 

Classes - Class codes are used by many organizations to group revenues and expenses by either 

division or department. Separate P & L's can be run for each class code. In order to effectively 

use class codes, in the Accounting Preferences sections select the "use class tracking" option. 

Additionally all transactions must be coded with class codes.  

 

Job Types - If your company performs projects or "jobs", then these codes allow you to group 

like projects for reporting. For example, a contractor could have job types such as residential, 

commercial, and government.  

 

Item Codes - One of the functions item codes serve in QuickBooks is to provide sales and cost 

detail that is not appropriate for summary level financial statements. For example, if you sell 20 

different varieties of a product, you can show the sales of all 20 as one line on your financial 

statement but get detailed reporting at the item code level.  

 

 

Accounts Show Negative Balances on Reports 

 

There can be several reasons why an account would show a negative balance on a Profit or Loss 

or Balance Sheet report. In most cases negative balances should be investigated. Sometimes the 

negative figure is correct, and in other cases the negative is due to set up problems within 

QuickBooks. Here's a rundown of possible explanations: 

 

The accounting is correct as shown - for example, an accumulated depreciation account on the 

asset portion of a balance sheet should show a negative balance, as would a prepaid insurance 

account if the expenses charged to the account exceed the payments.  

 

Incorrect Account Type - Each account type is set up to appear in a specific report, with a 

"normal" balance. For example the account type "Income" is set to appear at the top of the 

income statement, and shows as a positive if account has a credit balance. If an account being 

used to record expenses is incorrectly assigned an account type of "Income", it will appear on 

reports with a negative balance. The fix in this example is to change the account type to 

"Expense"  

 

Item Code pointing to wrong type of account - When item codes are used for invoicing 

customers, the transaction is recorded as a "credit". If the item code used to generate the invoice 

points to an account with an account type of "Expense", a negative balance will appear. 

 

Transactions charged to wrong account - Selecting the wrong account can cause negatives to 

appear on financial statements. For example, coding a disbursement to a revenue account would 

cause the revenue account to show a negative balance.  
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Item Codes Overview 

QuickBooks item codes are an essential part of managing details in QuickBooks. Item codes 

provide numerous ways to track and control revenues and expenses, and standardize transaction 

processing. QuickBooks reports on item code transactions provide a more detailed look at 

information than is usually desired in financial statements. Item codes can be customized to fit 

the unique needs of a business within the frame work of the item code types available. Item 

codes can be used to: 

-     Invoice customers                                         -   Track inventory quantities and values 

- Issue purchase orders                                    -   Create estimates for customers 

- Standardize descriptions on invoicing          -   Bill and track sales and use taxes 

- Create subtotals on forms                             -   Calculate discounts  

- Create bills of materials for manufacturing  -   Categorize lists of products and costs 

- Track estimates vs actuals on jobs           -    Provide “drill down” capability  

 

Item Code Types In QuickBooks 

Each item code that is set up must be assigned a “type” which determines its functionality. Item 

code types are fixed, that is, the user cannot change the title of an item code type or add 

additional types. Below is a listing of item code types, along with the functionality of each type - 

the descriptions are what will appear in QuickBooks when you select the item code type. 

Item Code Types   Description/Functionality 

Service    Use for services you charge for or purchase, like                   

     specialized labor, consulting hours, or professional fees   

Other Charge    Use for miscellaneous labor, material, or part charges, such 

     as delivery charges, setup fees, and service charges 

Inventory Part    Use for good you purchase, track as inventory, and resell 

Non Inventory Part   Use for goods you buy but don't track, like office supplies,  

     or materials for a specific job that you charge back to the  

     customer 

Inventory Assembly   Use for inventory items that you assemble from other  

     inventory items and then sell 

Group     Use to enter a group of individual items on an invoice 
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Subtotal    Use to total all items above it on a form, up to the last  

     subtotal. Useful for applying a percentage discount or  

     surcharge to many items. 

Discount    Use to subtract a percentage or fixed amount from a  

     total or subtotal. Do not use for an early payment discount   

Sales Tax    Use to calculate a single sales tax at a specific rate that you 

     pay to a single tax agency 

Sales Tax Group   Use to calculate and individually track two or more sales  

     tax items that apply to the same sale(such as a city tax and  

     a state tax). The customer only sees the total sales tax. 

Item Code “Mapping”  

Item codes provide the "behind the scenes" accounting so that revenues and expenses processed 

with item codes are accounted for. One of the core functions of item codes is to create a link or 

“mapping” between the item code and which account in the Chart of Accounts that an item code 

transaction will post to. This mapping functionality allows the set-up of numerous item codes to 

map to one account in the Chart of Accounts. For example, a company may sell a dozen colors of 

a product, track each color separately in sales and inventory reports but summarize these 

transactions in one account on their financial statements.   

Setting up Item Codes 

This is a critical part of getting the most out of QuickBooks, properly setting up item codes 

provides the user with powerful reports. In the set up you will: 

- Determine the item code type 

- Give the item code a unique name 

- Give the item code a description(optional) 

- Determine if the item code is a sub of a main item code(useful for subtotals) 

- Map the item code to the chart of accounts for billing, payment, and inventory (where 

applicable) transactions.  

Setting up item codes is a list function. From the main menu, select Lists, then Item List. This 

will bring up the item codes already set up in your QuickBooks, as shown below for a sample 

company: 
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Setting up or editing an item code is done by clicking on the arrow in the item box in the bottom 

left of the item list(see above). This brings up a selection list of options, including setting up a 

new item code or editing an existing one. To edit an existing code you must first highlight it in 

the list. Below is a sample set up of a service item and an inventory part code.  

 

Set Up of a Service Item Code 

After selecting to set up a new item code, the user will be presented with the screen below. 
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*** VERY IMPORTANT *** – if the item code being set up is to be used for expense/payment 

transactions, the box labeled “This service is used in assemblies or is performed by a 

subcontractor or partner” must be checked off. Checking this box will add a set of boxes that 

QuickBooks uses to map purchase transactions. If this is not checked off and the item code is 

used for expense/payment transactions these transactions will be posted to an account typically 

used for income/revenue transactions and will appear as negative income. Below is how the 

screen looks if the box is checked off: 

 

 

Complete the information as called for in each field, and when complete click on the OK button.  
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Set up of an Inventory Item Code 

In addition to the information called for in most item codes, an inventory item code requires unit 

of measure information and the Chart of Accounts account that inventory transactions will post 

to, both purchases and sales. See below for the set up screen for an inventory item: 

 

When using item codes for inventory, users must record purchases using the appropriate code 

and at the same time record not only dollars but the counts of items purchased. Further, when 

customers are billed using items codes, item counts must be part of the transaction. Customer 

billing transactions made with inventory item codes create two entries in the background – both a 

sales and creation of a receivable as well as recognizing a cost of goods sold and reduction in 

inventory. 

 

 

 

 

 

 

 

 

 



© The CFO Source, LLC   2014 Page 12 
 

Item Code Considerations 

 
Using or Not Using the Description Field 

 

Using a description in the item code set up is optional. When a description is included as part of 

the item code setup, the description is automatically included in transactions, eliminating 

repetitive data entry. When the description field is left blank, the description field can be filled in 

manually if desired, which allows for a free form input customizable to each transaction.   

 

When an item code is set up with a description, that description will appear in the purchase order 

or invoice description fields, as shown below: 

 

 
 

Here's where the descriptions appear on a customer invoice for the same item code: 

 

 
 



© The CFO Source, LLC   2014 Page 13 
 

Using numbers in the item code set up 

 

It’s up to the user whether to incorporate numbers into the item code setup. Unlike setting up 

accounts in the Chart of Accounts, there is not a preference that needs to be turned on, rather if 

the use of numbers is desired when setting up item codes the numbers are incorporated into the 

code itself. As with Accounts, if numbers are not used item codes are displayed on reports in 

alphabetical order. If numbers are put at the beginning of the code, as with the "07 Framing" item 

code above, the codes will sort in numerical order.   

 

 

Differences between Service and Other Charge Item Codes 

 

In terms of functionality, there is no real difference between Service versus Other Charge item 

codes. However, when using reports that detail item codes, each item code type is grouped and 

subtotaled on reports. Service item codes appear on reports before Other Charge item codes - it's 

suggested that contractors use Service Item codes for customer billing transactions and Other 

Charge item codes for expense transactions; this groups revenues above expenses on detailed job 

cost reports in a traditional profit and loss display. 

 

 

Changing Item Code Types 

 

Unlike Accounts, there is much less flexibility when trying to change an item code type. Users 

are strongly encouraged to choose account types carefully as in many cases the type of an item 

code cannot be changed. For example: 

 

- Once an item code of "Service" is selected, it cannot be changed. 

- An "Inventory Part" code can only be changed to an Inventory Assembly. 

 

 

When to use item codes and when to use the Chart of Accounts 

 

There is no hard and fast rule on this topic, but in general details should be kept at the item code 

level and summary information at the account level. Some guidelines: 

 

- Broad areas of Revenue and Expense – use accounts 

- Need detailed reporting of product or service types – use items 

- Need the functionality of estimate versus actual expense analysis – use items 

- Need sales reporting by product sold and/or customer – use items 
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Finding and Editing Item Codes That Map To Incorrect Accounts 

 
An Item code that maps to an incorrect account is one of the most common problems users have 

with items codes. These problems are easily found and corrected. 

 

Item codes used for generating invoices to customers should in almost every situation be set up 

or "mapped" to assign the transaction to a QuickBooks account that is an "Income" account type. 

Similarly, item codes used for purchasing or expense transactions should be mapped to assign 

the transaction to a QuickBooks account that is either a "Cost of Goods Sold" or an "Expense" 

account type. When item codes are set up to map to an incorrect account, the result is that 

transactions using these incorrectly set up codes show as up "negative" expenses or revenues.  

 

An easy way to check if these problems exist is by examining the item code list. To view the 

Item list, at the main menu go to Lists, and then select Item List. This will display the standard 

List view which shows the "Income" accounts mapped to item codes. To also show the "Cost of 

Goods Sold/Expense" accounts assigned to item codes, the list must be customized. To do this at 

the bottom left on the screen select "Item", then "Customize Columns". This will bring up a 

screen labeled "Customize Columns - Item List".  

 

 
 

 

Once in this screen, select the "COGS Account" from the list of Available Columns, then click 

on the Add button, which will move your selection to the Chosen Columns side of the screen. So 

that the COGS Account appears next to the Account(which shows the Income account), click on 

the Move Up Button. When done click on "OK" which will return you to the item code list, now 

modified to show the COGS Account. Below is a  Item list showing both the Account(for 

Income) and the COGS(for expenses) mappings.  
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Once you have both the Account and COGS Account showing on the item list, you can scan the 

list to see that only Income related accounts appear in the Accounts column and Cost of Goods 

Sold or Expense type accounts appear in the COGS columns. If accounts are incorrect the item 

codes in question should be edited. As shown above, income for item code 10-Exterior Trim has 

been mapped to an expense account incorrectly while item code 13-Windows and Trim has its 

costs incorrectly mapped to an income account.  

 

To edit an item code, while in the item list, click once to highlight the item code to be edited.  

From there select Item at the lower left and then Edit Item to bring up the item code setup/edit 

screen. An alternative is to right click your mouse and select Edit Item once you have 

highlighted the item code. Once you’ve changed the account click on OK to record your changes.  
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Here’s the screen for the incorrect item code 10- Exterior Trim from above. The area to be 

changed is circled in red, obviously a mismatch, a job cost account should not be mapped to an 

income account. 

 

 
 

   

When you edit or modify an expense account or income account on an item code, you will get 

the following message: 

 

 
 

The selection of Yes or No should be considered carefully - an answer of yes will change all 

prior transactions; if you have "closed" the books on prior years you run the risk of your 

financial statements not matching tax returns or financial statements provided to banks. 
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Common Item Code Problems(and how to fix them) 

 
Too Many Item Codes/Duplicate Item Codes/Codes with Similar Names 

  

As with Accounts in the chart of accounts, the same solutions exist to deal with these issues, with 

the same restrictions.  

 

- Deleting an item code. This will work, but only if the item code has not been used in a 

transaction. To delete, go to Lists, select Items, and left click once on the account you would like 

to delete. If you then right click on the account a dialogue box will open, choose the Delete 

option to delete the account. 

 

- Inactivating an item code - This can be a good option if the code has already been used. To 

inactivate an item code, select the item code as in the above deleting example, except select the 

"Make Item Inactive" option. After inactivating an item it will still appear in reports, and if 

making reports look more streamlined is your goal this approach may not get you the results you 

were looking for, especially if you are trying to inactivate several items. 

 

- Merging items - This process "merges" one item into another, eliminating all traces of the 

merged item, and works the same as merging accounts in the chart of accounts. BE AWARE 

THIS CANNOT BE REVERSED !! 

 

Using Item Codes for expense transactions when the Item Code has only been set up for 

revenue transactions 

 

This causes expense transactions to appear as negatives in the revenue sections of financial 

reports. To correct this, change the setup of the item code as explained on page 10 so that 

expense transactions map to accounts that are either the account type of Cost of Goods sold or 

Expense. 

 

Items set up as Inventory that should be set up as Non-Inventory 

 

Inventory item codes when properly set up will generate both a sales/accounts receivable 

transaction as well as a cost of goods sold/inventory transaction when an invoice is issued to a 

customer. In addition, when goods for sale are purchased these costs are added to inventory.  

When supplies that should be expensed are set up as an inventory item these costs can sometimes 

be incorrectly shown as inventory on the balance sheet when the costs should really appear as an 

expense. The correction is to discontinue the use of the inventory item code, the creation of new 

non inventory item code, and the write off of the incorrect inventory balance.  
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Setting Preferences 

 
Preferences serve to turn on(or off) much of the functionality in QuickBooks. Setting Preferences 

can set the trigger points for when things happen, for example when an invoice from a customer 

becomes past due.  Many preferences are "set" during the initial set up of QuickBooks but can be 

changed later. To view or change your preferences, go to Edit, then Preferences. An 

understanding of the preferences available is important in order to get the most from your 

Quickbooks. 

 

There are 22 QuickBooks Preference areas for users to customize. Below is a list of each 

Preference section along with some of the major options available to users. Preferences are set at 

either the individual user level(My Preferences) or the Company level. You must be the 

QuickBooks Administrator to change Company Preferences. 

 

Preference     Key Items/Options Available 

 

Accounting    Autofill memo in general journal entries 

     Use of account numbers 

     Use class tracking 

     Warn when posting to retained earnings 

     Set the number of days in the past and future   

      for data entry warnings 

 

Bills(payable to Vendors)  Set the # of days after invoice date that bills are due 

     Automatically use credits and take discounts 

 

Checking    Set default bank accounts to use for checks, paying   

      bills, and making deposits 

     Warn about duplicate check numbers 

 

Desktop View    Customize appearance of opening/home page 

 

Finance Charge   Set up to charge finance charges 

 

General    Save transactions before printing 

     Pressing enter moves between fields 

     Beep when recording a transaction 

     Turn off pop-up messages for products and services 

     Pre-fill accounts for vendor based on past entries 

     Default date - set as today or last entered date 

 

Integrated Applications  Allows 3rd Party software to interface with QB 

 

Items and Inventory   Inventory Usage 

     Enable and select units of measure 
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Jobs and Estimates   Job Estimating functionality 

     Progress invoicing 

 

Multiple Currencies   Track revenues and expenses in multiple currencies 

 

Payments(from Customers)  Automatically apply payments to oldest receivable 

     Use undeposited funds as default deposit to account 

 

Payroll and Employees  Enabling Payroll  

     Set defaults for paycheck and paystubs 

     Using Workers Compensation functionality 

     Tracking Vacation and Sick time 

 

Reminders    Have reminder pop ups show for: 

      Inventory reorder 

      Bills to pay 

      Memorized transactions due to run 

 

Reports and Graphs   Accrual or Cash basis reporting as default 

     Classify cash for Statement of Cash Flows 

 

Sales and Customers   Use Price levels 

     Enable Sales Orders 

     Warn about duplicate invoice numbers 

      

Sales Tax    Enable sales tax functionality 

     Determine frequency of payments 

     Add Sales Tax Items 

 

Search     Sets parameters for searches 

 

Send Forms    Sets up parameters for sending forms (customer   

     invoices and others) via email 

     Create customized/standardized language for body   

                of email for each type of form supported - invoices,   

                estimates, purchase orders, etc. 

 

Service Connections   Control how you connect to QuickBooks Services 

 

 

Spelling    Turn spell checker on or off 

     Set QB to ignore certain types of words such as web  

     addresses, numbers and capital letters 
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Tax:1099    Enable 1099 functionality 

     Map expense accounts to 1099 categories 

 

Time and Expenses   Enable time tracking and ability to invoice from  

      time tracking 
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Modifying and Memorizing Reports 

 

QuickBooks not only provides users with a wide selection of reports, it also provides the user 

with numerous ways to modify reports to make them more useful. After running a report from 

the main menu “Reports” option, the user has a wide variety of tools available to customize the 

report in numerous ways. These include establishing date ranges, presentation formats, filtering 

for selected criteria, and summarizing data. 

   

The Expand/Collapse Function 

 

This functionality allows the user to toggle back and forth between more or less level of detail on 

the same report. On financial statements, subaccounts can be either shown in detail(in the 

Expand mode) or collapsed to a summary (in the Collapse mode). Shown below is a Profit and 

Loss in the Expand format, note that sub accounts are shown: 

 

 

 
 

 

Here’s the same report after toggling to “Expand”: 
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Note on the Collapsed Report the sub accounts do not appear, only the totals in the main 

accounts.  

 

The user also has the option of choosing to collapse some subaccounts into the parent account 

while leaving other accounts in detail. This is done by clicking on the small grey arrows to the 

left of the accounts. Below is a hybrid of the two above: 
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Customizing Reports 

 

To customize a report, after the report is displayed click on the “Customize Report” tab in the 

report menu as shown below: 

 

 
 

This brings up the Modify Report screen with four tabs, with each having different functionality. 

 

 
 

In the Display Options tab, the user can: 

- Selecting a date range 

- Choose Accrual or Cash Reporting(the default for this can be set in the Reports and 

Graphs Preference section 

- Display by time period(week, month quarter) or data field such as class 

- By selecting the advance tab select whether zeroes should be shown.  
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Selecting the Filters Tab brings up the following screen: 

 

 

 
 

 

In the Filters Options Tab, the user can choose from one or multiple data fields to filter the 

report. In addition, each data field that is selected can be filtered for one or more attributes. For 

example a report could be filtered for only income(sales) accounts, and then also filtered for 

specific Names(Customers).  
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Selecting the Header/Footer Tab brings up the following screen: 

 

 
 

In this tab, the user can alter the standard header and footer titles for the report, add page 

numbers and change the alignment.   

 

Selecting the Fonts & Numbers Tab brings up the following screen: 

 

 
In this tab the user can select  

- how negative numbers will be displayed 

- to show cents or round to thousands 

- change the font of selected label 
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Memorizing (and Retrieving) Reports 

 

After getting a report just the way you want it, you can save the report for later use. This is done 

by clicking on the “Memorize” tab in the report menu.  

 

 
 

 

This brings up the Memorize Report box where you can give your report a name for later use. 

Once saved, memorized reports can be brought up my selecting the “Memorized Reports” option 

under Reports on the main menu.  
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Utilizing the Advanced Features of Exporting Reports to Excel 

 
Many times canned QuickBooks reports are not exactly what is needed and exporting the reports 

to Excel allows the user to customize reports to their liking. Using the Advance Excel Options 

when exporting can streamline efforts. From the report bar, select Excel/Create New Worksheet, 

then click on the Advanced button to open the Advanced Excel Options dialogue box. Some 

pointers: 

 

Get all the information you need before you export the report - for example, if you are exporting 

a transaction report for use in a pivot table, you may want the account to show on each row of 

the report. Modify the transaction report to show account before you do the export. 

 

Row height - the default option brings the report into Excel with different size rows, matching 

the QB report. If you want all the rows the same height, unclick the "Row Height" option. 

 

Space between columns – the default option brings the report into Excel with blank columns, if 

you do not want blank columns unclick the “Space Between Columns” option. 

 

Gridlines - the default option brings the gridlines into the Excel report, unclick this option to 

eliminate the gridlines if so desired. 

 

QuickBooks Export Guide - the default option creates a worksheet with this label in the Excel 

file that is really not needed. Unclick this option to delete this.  
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Writing Off Uncollectible Customer Receivables 

 
Once it’s been determined that a past due invoice from a customer is not collectible and is to be 

written off to Bad Debt Expense, it’s important to record it in QuickBooks properly. While you 

could just delete the unpaid transaction, this could cause problems if the invoice is from a period 

that has been "closed" and would not leave a suitable history of the transaction. We’ll present 

two approaches to writing off uncollectible invoices. The first approach uses a uses a credit 

memo to record the resulting bad debt expense and removal of the unpaid customer invoice from 

Accounts Receivable. The second approach creates and applies a discount to an outstanding  

invoice. In this approach the discount created is coded as bad debt expense. 

 

The Credit Memo Approach 

 

1) Make sure that you have an account on your Chart of Accounts called Bad Debt Expense, 

which should have an account type "Expense". 

 

2) Set up an Item Code called "Bad Debt Expense", it should be a Service item code, and be set 

up to record your credit memo to the Bad Debt Expense account.  
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3) To record the credit memo, from the main menu select Customers, then select Create Credit 

Memo's/Refunds, and fill in the screen as shown below. A few pointers: 

 

 If you use jobs under customers, make sure the Customer:Job inputted on the credit 

memo matches the same combination used for the invoice you want to write-off.  

 

 When you select the Bad Debt item code you will get a warning message as shown below 

indicating that your transaction is associated with an expense account. Click on OK to 

accept this.  
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4) Once you hit save and close you will get the following message: 

 

 
 

5) Selecting "Apply to an invoice" will bring up the "Apply Credit to Invoices" screen as shown 

below. Select the invoice that you want your "bad debt" credit memo to apply to and click "Done.  
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The Discount Approach 

 

1) As with the Credit Memo Approach, make sure that you have an account on your Chart 

of Accounts called Bad Debt Expense, which should have an account type "Expense". 

 

2) From the main menu, select Customers, then Receive Payments, which will bring up the 

Customer Payment Screen. Once in the screen select the Customer and if applicable the 

job for the invoice to be written off. Below is the Customer Payment Screen after 

selection of a Customer: 

 

 

 

 

 
 

3) There are two things that are normally done in this screen when recording customer 

payments you do not need to do to process the discount: 

 

- do not put anything in the Amount field, leave the Amount as zero 

- do not check off the open invoice you are writing off. 

 

4) To generate the discount, click on the “Discounts & Credits” button at the top. This will 

bring up the Discounts and Credits screen. Once in the screen, select the Discounts tab, 

input the amount of the discount(amount to be written off), and the account to be charged, 

(Bad Debt Expense)then click Done. 
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5) Once the discount has been created you will be returned to the Customer Payment screen, 

where the amount and date of the discount that you just created will be shown. Note the 

payment amount should be zero. Click on Save and Close and your invoice has been 

written off.  
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Offsetting Payables against Receivables 

 
It’s not uncommon that a company has payables due to and receivables due from the same 

company. For example, your company may have made purchases from the XYZ Company while 

at the same time sold services to them as well. Many times a deal is struck to net the payable and 

receivable, and a net payment is either made or received. It’s important that the receivables and 

payables be cleared correctly from QuickBooks and the payment, whether received or paid is 

recorded properly.  

 

This section will show you how to properly record the offset of transactions, clear the open 

receivable and payable transactions, and record the settlement transaction. The approach taken 

uses offsetting credit memo's for the vendor/customer in question to make the books correct. For 

illustration purposes assume the following: 

 

Your company, Quality Built Construction, has 5 invoices payable to the XYZ Company, each in 

the amount of $600, for a total payable of $3,000. 

 

At the same time, The XYZ Company owes Quality Built Construction $2,000 for one invoice. 

 

You've been instructed to pay The XYZ Company $1,000, the net of the $3,000 payable less the 

$2,000 receivable.  

 

Steps to follow: 

 

1) Set up an account in the chart of accounts called AP/AR Offset, make the account type 

"Expense" 

 

2) Set up a Service item code called AP/AR Offset, and have the item code account assigned to 

the AP/AR Offset account you set up in step 1: 
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3) The next step is to "zero" out using a credit memo whichever is less, the AP or AR balance 

that we want to net. In our example, this is the accounts receivable that your company has due 

from The XYZ Company. To do this, Select Customer, then Create Credit Memo's/Refunds. In 

our example the credit memo looks like this: 

 

 

 
 

After you hit "Save and Close" you will get an "Available Credit" message, select the "Apply to 

an invoice" option and hit "OK": 
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This will bring up the "Apply Credit to Invoices Screen"; you will need to select the invoice to 

which to apply the credit memo you just created. After selecting the invoice, hit "Done: 

 

 
 

 

At this point, the Accounts Receivable balance has been zeroed out and we can now switch our 

attention to the Accounts Payable side.   

 

The first thing to do is to generate a $2,000 credit memo to The XYZ Vendor, with the credit 

memo charged to the AP/AR Offset Account.  Select "Vendors", "Enter Bills" and complete as 

shown on the following page: 
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After the credit memo has been generated, you are ready to issue the $1,000 check. For this, go 

to "Vendors", "Pay Bills". In this screen, filter the Pay Bills by the vendor you wish to pay, in 

our case XYZ Company. 
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At this point, click on all 6 of the open invoices. As you click on the bills, you will get a "Bills 

Paid By Credits" message box, hit OK to continue. This will continue to appear until the credit 

memo has been fully applied.  

 

 
 

You will notice that the amount of invoices you selected will also show in the Credits Used 

Column. Continue selecting invoices until you have use all of the available credit and the amount 

to pay is the desired amount, in our case $1,000.  

 

 
 

At this point, print the check as normal.  
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Recording Bounced Checks from Customers 

 
When a customer's check is returned from the bank for insufficient funds, the bank records the 

transaction as a deduction from a company's bank account. In QuickBooks, you'll need to record 

the deduction from your bank account and set up a new receivable from the customer. This 

assumes you've already recorded the payment from the customer and related deposit at an earlier 

date. Depending on your company's policy, you may also need to record a service charge for 

processing the bounced check.  

 

This is achieved by recording a new invoice to the customer in the same amount as the check that 

bounced. However, the new invoice will use a "Bounced Check" item code instead of the item 

codes originally used on the invoice(s) your customer paid. If the check the customer bounced 

covered more than one of your invoices, you do not need to issue multiple "Bounced Check" 

invoices as one invoice will get the accounting right.  

 

Below is the set up for the "Bounced Check" item code. Note that instead of pointing the 

transaction to a revenue account, the code points to a bank account. You'll want to point your 

item code to the bank account where you deposit your customer's checks. By recording the 

invoice this way a credit or deduction to your bank account will be recorded and a receivable in 

the amount of the bounced check will be created. We suggest leaving the description field blank 

so that you can use this space on the invoice to record the particulars of the bounced check – date, 

check #, etc.  

 

 
 

If you wish to charge a fee, a "Bounced Check Fee" item code should be used in addition to the 

"Bounced Check” item code. The account for the "Bounced Check Fee" should be an Other 

Income type account.  
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Recording Payroll Processed By An Outside Payroll Service 

 
While QuickBooks payroll is fully integrated with the QuickBooks ledger system, those users 

who do not use QuickBooks to process payroll must take additional steps to record their payroll. 

Several approaches can be taken to record these payrolls. Selection of an appropriate method 

should take into account: 

 

- the level of detail to be recorded 

- the desired breakdown of expenses such as straight time, overtime, and payroll taxes   

- whether it is desired to compare payroll expenses against job estimates  

- how to record disbursements for automatic withdraws for direct deposits and taxes          

- the recording of checks issued to facilitate bank reconciliations 

- handling of deductions withheld from pay and later paid by the company 

 

Three approaches will be presented, ranging from a simple approach which provides very little 

detail in the QuickBooks ledger to more involved approaches that provide meaningful 

information for management purposes.  

 

The Simple Approach  

 

If the user is only interested in recording payroll related cash disbursements and does not need 

any level of detail, then all that need be done is to record ALL payroll related disbursements as 

"Payroll Expense". This can be done in either the Write Checks screen(under the Banking menu) 

or in the register for the appropriate bank account(again under the Banking menu).  

 

Below is an example of the use of the Write Checks approach for recording a disbursement 

initiated by a payroll service provider, for which a check is not issued. Note that in place of a 

check number the letters ACH(common banking industry term for Automated Clearing House) 

were recorded instead of a check number. 
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Note that additional disbursements should be recorded/charged against the same "Payroll 

Expense" account. This would include the live checks issued to employees as well as checks 

issued to remit deductions. In the case of live checks the actual check numbers should be used 

instead of the "ACH" notation. 

 

The Journal Entry Approach 

 

This is an approach taken by many users. Payroll service companies typically provide reports 

with the information needed to record detailed journal entries. Care must be made to handle the 

following: 

 

- record gross payroll by the appropriate breakdown required by management. This could include    

             breakdowns such salaried vs hourly, straight time vs overtime.  

- record employer payroll taxes.  

- record cash disbursements initiated by the payroll service company for direct deposits       

 and payroll taxes. 

- record live checks issued to employees so that the bank reconciliations can be properly done. 

- record liabilities for deductions such as garnishments that the company will be required to pay    

            at a later date. 

- record as a reduction in expense any deductions from employees pay for contributions for such  

            things as employer sponsored health care plans. 

 

Below is a sample journal entry with notes as to how amounts were derived 

 

Account           Dr   Cr        Comments/Notes 

 

Owner's Salary        3,000       Gross Pay of Owner  

Office Salaries                  20,000       Gross Pay of Office Staff 

Yard Wages       10,000       Gross Pay of Yard Staff 

Payroll Tax Expense          1,675                         Employer Payroll Taxes  

Insurance Expense             1,050     Withholdings for health insurance 

401K Plan Payable                                1,525      Withholdings for 401K Plan 

Garnishments Payable                      65     Withholdings for Garnishments 

AFFLAC Payable                    100     AFFLAC Withholdings 

 

Payroll Bank Account                          22,135      Funds drawn to cover direct deposit 

Payroll Bank Account      8,500       Funds drawn to cover payroll taxes 

Payroll Bank Account                               800  Live Check # 1 

Payroll Bank Account                               500       Live Check #2 

 

Total         34,675   34,675 

 

A few notes on the above journal entry: 
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-  For each disbursement that will be made from the Payroll Bank Account a separate line item in 

the journal entry should be created. This will make the reconciliation go smoothly. 

- The handling of live checks can be problematic. In our example above, each check is recorded 

separately; we suggest putting the check number in the QuickBooks memo field to facilitate the 

reconciliation process. Not taking these steps can make the bank reconciliation process 

cumbersome. 

- Gross wages of employees are used, not net pay. Many times payroll service companies will 

provide department or other grouping subtotals if requested. 

- Set up separate liabilities for each type of withholding for which later disbursements will be 

needed, such as garnishments, 401k matches, etc. Subsequent bills and payments should be 

recorded against those liability accounts.   

- Employee contributions to health care plans should be recorded as credits to those expense 

accounts, serving to reduce the expense. 

- Additional details such as class codes and job detail could be added if needed. 

 

One drawback to the journal entry approach is that expenses cannot be recorded at the item code 

level, as QuickBooks journal entries do not support item codes.  

 

The Enter Bills Approach 

 

This approach involves recording payroll as a "bill", which gives the user flexibility in terms of 

recording expenses by either account, item code, or both. Using item codes to record actual 

payroll expenses enables the user to compare estimated costs to actual costs in the detailed job 

costs reports available in QuickBooks. Like the journal entry approach this approach also allows 

the user to record expenses at the job and class level. 

 

This technique uses the Enter Bills screen in the Vendor section to input payroll information. The 

total of the line items entered for the "bill" must add up to zero, and accordingly there is no need 

to issue a check - the cash disbursements and liabilities are input as negative amounts, causing 

the total of the bill to be zero.  

 

Using the same payroll as shown in the journal entry example, we'll add the provision that 

management wants the $10,000 in Yard Wages to be tracked at the Job and Item code level, so 

that these expenses can be compared against job estimates.  

 

Guidelines: 

 

Enter the "bill" using your payroll service provider as the vendor, using the date of the payroll as 

the bill date.  

 

Transactions for which item code information is desired should be entered in the "Items Tab" in 

the Enter Bills Screen. To access this screen, from the main menu go to Vendors, then Enter Bills. 

Below is shown the entry for the $10,000 in Yard Labor charged to item codes and jobs: 
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The remaining transactions should be recorded in the Expenses tab of the Enter Bills Screen. 

Expenses should be entered as positive amounts while cash disbursements, liabilities/employee 

deductions should be entered as negative amounts. Below is the entry for the expenses side of the 

transaction: 
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A few notes and recommendations: 

 

- The amount due shown on the bill must be zero; the amounts in the expenses and      items must 

offset. Note the bill is shown as paid.  

 

- Like the journal entry, a separate line should be used for each cash disbursement item to 

facilitate the bank reconciliation process. The details in the bank account for this transaction 

appear as shown below. 
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How to Handle Customer Prepayments/Deposits 

 
It makes good business sense to get deposits "up front" from customers, it’s good for cash flow 

and is a sign the customer is committed. The method outlined below uses a credit memo to 

record the deposit(cash receipt) from the customer. The credit memo can be printed and given to 

the customer as a receipt for the payment. The credit on the customers account can be used later 

to apply against billings so that billings to the customer are net of the deposit paid. 

 

The first step is to set up a service item code which maps to the bank account in which the 

customer prepayment will be deposited.  

 

The item code should be set up as shown below: 

 

 
 

It’s suggested that the description field in the credit memo item code be left blank so that the 

particulars of the transaction can be customized for each credit memo. To generate a credit 

memo, from the main menu go to Customers, then Create Credit Memos/Refunds. Below is a 

completed credit memo for a $10,000 deposit. 
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The credit memo above records an increase in cash and sets up a credit to the customers account 

in accounts receivable, as shown below: 

 

 
 

When it comes time to invoice the customer for the project, the customer billing screen allows 

you to record the full amount of the invoice and at the same time apply the credit already issued, 

which produces an invoice net of the credit. To issue the invoice and apply the credit, on the 

main menu go to Customers, Create Invoices, and select the customer/job that you wish to 

invoice. Below is an invoice issued to the customer before application of the credit: 
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Clicking on the apply credits tab brings up a screen which allows the user to select the 

appropriate credit to apply, as shown below: 

 

 
 

 

The final invoice looks as follows, note that the credit has been applied to the invoice amount 

and that a net amount due is shown: 
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Final Comments 

 

Important to realize is that a deposit is not revenue when received but rather a liability of the 

company which is settled when the services or goods paid for in advance are delivered.  Under 

generally accepted accounting principles revenue should not be recognized until the work has 

been performed. The approach outlined above takes care of this as revenue is not recorded until 

an invoice is issued against which the credit memo is applied. However, the credit is recorded as 

a reduction in Accounts Receivable instead of set up as a Current Liability.  In many cases these 

amounts are not "material" to the financial statements and the presentation of these credits as a 

reduction in the Accounts Receivable account is acceptable. In the event these amounts are 

significant, a journal entry could be made to transfer the credit balance in Accounts Receivable 

to a Deposit Payable current liability account, as follows: 

   

      Dr  Cr    

Accounts Receivable          $10,000     

Deposits Payable                      $10,000 
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Preventing Prior Period Changes 

 
Once you've "closed" an accounting period it's important that no more transactions are dated in 

the closed period. This could be because tax returns have been filed or financial statements have 

been sent to your bank. While QuickBooks does not have a closing routine like some accounting 

packages, you can restrict users ability to record, delete, or modify transactions in the past. In the 

Accounting section of Preferences, select the Company Preferences Tab, select "Set 

Date/Password", which will bring up a dialog box in which you can record a closing date and 

password. You can also reach the "Set Closing Date" screen in the Company menu option in the 

main menu.   

 

 
 

Once the closing date and password have been set, attempts to enter data prior to the closing date 

will generate the following message: 
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Setting up the Account Pre-fill for Vendors 

 
For vendors that are used on a regular basis, users can have the account to which the vendors 

expenses are charged to "Pre-Filled", eliminating the need to select an account when entering a 

bill from the vendor. This is done in the Vendor Center, by editing the Vendor.  From the main 

menu select Vendors, then choose Vendor Center. Once in the Vendor Center, select the vendor 

desired and click on the Edit Tab, as shown with the red arrow below. 

 

 
 

Once in the Edit Vendor screen, select the "Account Settings" tab, as shown below. 
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This will bring you to a screen as shown below where you can select the account to be “pre-

filled” for this vendor. 
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Using the "Expenses Not Assigned To Jobs" Report 

 
For those users who have the Contractor's Edition of QuickBooks, running the above named 

report will detail all of the expenses for the time period specified that have not been assigned to 

jobs. Some interpretation will be needed as some expenses are typically not charged to jobs, such 

as office rent, and these will appear on the report. In many cases the report will display expenses 

for which the assignment of a job code was missed. To run the report, go to Reports, Contractor 

Reports, and select the Expenses Not Assigned to Jobs Report. It is suggested that the report be 

modified to show the Name and Source Name fields, as this information may be helpful in 

determining whether a correction is needed.  

 

 
 

 

Transactions appearing on the report can be edited and the missing job information added. 
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Finding Transactions Not Assigned a Class Code 

 

 
An easy way to find Income and Expense transactions that have not been assigned a class code is 

to run the Profit & Loss By Class Report. On the far right side of the report next to the Total 

column, transactions not assigned class codes will be summarized in the Unclassified Column. 

Double clicking on these amounts will bring up the Transaction Detail by Account report that 

will show the individual transactions. 
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Finding Errors by Reviewing the Transaction Detail by Account Report 

 
Reviewing the details behind QuickBooks reports can reveal errors in coding of transactions that 

lead to misleading financial reports. By double clicking on a figure on a QuickBooks financial 

statement the Transaction Detail by Account Report will be generated, which can then be 

scanned for errors or questionable transactions. We suggest modifying the report to add the 

Source Name field, if you are doing job costing the Name field will show the Customer:Job 

Name, while the Source Name will show the vendor or an employee name. Selecting the Expand 

option will show all the line item details of a transaction instead of a summary. Also very useful 

is sorting the report by various fields, such as name. The default sort is “Date”, but the 

transactions can be sorted by any of the column headers. Below is a sample of the report: 

 

 
 

To move the columns around, put your cursor over the column title, wait until the arrow turns to 

a "hand" symbol, then hold the left click of the cursor down and drag the column header to the 

desired location. 

   

A review of the report with the following things in mind can lead to correcting errors or 

miscoding: 

 

 Are the transaction Types appropriate for the type of account? For example, revenue 

transactions typically show a transaction type of "Invoice", indicating a billing to a 

customer, while expense transactions typically would show "Bill" or "Check". 

 For expenses, are the vendors shown appropriate for the type of expense? 

 Are there negative amounts where there should be positive amounts, or credits where 

there should be debit. 
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Correcting “Account – Other” When It Appears On A Report 

It’s not uncommon to see a financial statement or other QuickBooks report that has the notation 

“- Other”. This is due to the use of a “parent” or “main” account when sub accounts are assigned 

under the account. To correct the situation the underlying transactions must be edited and the 

appropriate sub account selected in place of the parent or main account. The report below shows 

an example of this situation: 

 

To correct the situation, double click on the transaction(s) indicated and edit the transaction 

causing the problem. Below is the detailed on the Car/Truck Expense – Other above: 
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Further drill down to the transaction level shows that a parent code was used in the transaction as 

opposed to a sub-account: 

 

Below is the corrected transaction. Keep in mind that sub accounts appear in transaction detail 

with a colon(: symbol) between the name of the main account and the subaccount.  
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Making Full Use of the Bank Reconciliation Function 

- and other tips for reconciling your bank account 

 
There is a lot of functionality in the QuickBooks bank reconciliation, understanding it all can 

make things go quickly. Our tips follow, please refer to the reconciliation screen on the page 58. 

 

1. The "Hide transactions after the statement's end date" box should be check to keep future 

transactions from cluttering the screen. 

 

2. Click  the "Columns to Display" Box, and make sure to check off all available columns, 

as some of this information could come in handy: 

 

 
 

3. Use the sorting functionality - clicking on any of the column headers will sort the data by 

that column. In the reconciliation screen below the disbursements are sorted by the check # 

column, but could just as well be sorted by dollar amount, date, payee, or the memo field. 

 

4. Reconcile either Disbursements or Deposits first, then do the other - use the totals in the 

"Items you have marked cleared" to match the bank statement. 

 

5. If you need to leave the reconciliation screen to add a transaction, click on the "Leave" 

button in the bottom right hand corner. Your work will be saved for use later. 

 

6. If you need to modify a transaction already showing on the reconciliation, you can either 

double click on the transaction or with the cursor on the transaction click on the "Go To" 

button. This will bring up the transaction, when you close out of the transaction after making 

an adjustment you will be returned to the reconciliation screen.  
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7. Even though you have gotten the reconciliation difference to zero, does your reconciliation 

make sense? If you have any of these situations some investigation may be warranted: 

 

  - Old outstanding checks - checks older than three months old should be 

voided and reissued - could these have been duplicates that just didn't get  

voided? 

 

  -            Outstanding disbursements that are made automatically by your bank or 

other financial institution. If these are automatic, it’s doubtful they're outstanding.  

 

  - Outstanding deposits - other than deposits made on the last day of the 

month, it’s highly unlikely that deposits would be outstanding.  

 

8. Be sure to check off any zero dollar items that appear, which are due to voided transactions. 
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                     The QuickBooks Bank Reconciliation Screen 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



© The CFO Source, LLC   2014 Page 59 
 

 Viewing transactions that have been previously deleted  
 

Sometimes transactions are incorrectly deleted by users, and finding those transactions is necessary 

so the transactions can be reentered. Here's how to generate a QuickBooks report that details deleted 

transactions. From the main menu, select Reports, then Accountant & Taxes, then Void/Deleted 

Transaction Detail. This will produce the following report: 

 

 
 

To drill down into further detail of what may have been deleted, it is suggested that the report be 

customized to allow the user to select TWO date ranges. As shown below, the user can select a date 

range for which a transaction is dated(the Report Date Range) as well as a range of dates when the 

transactions were modified(Days Entered/Last Modified). 

 

Users can also filter the report for numerous categories such as account, names, or transaction types 

which allows for further “zeroing in” on suspected problems.  
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Showing the Journal Entry In The Background 
 

Quickbooks accounting happens in the background, and sometimes users need to see the debits 

and credits that are being created. A simple way to see this: 

 

Bring up the transaction you wish to analyze, then push the "Control" and "Y" keys at the same 

time while the transaction is selected. This brings up the Transaction Journal which details the 

journal entry in the background. Shown below is a Vendor bill for rent and the corresponding 

Transaction Journal. 

 

Vendor Bill: 

 

 
 

Journal entry made by QuickBooks: 
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Researching The Payment Status of Bills and Invoices   

  Using the Reports Tab 

 

In 2012 and prior versions of QuickBooks there was a History tab on the Create Invoices and 

Enter Bills screens where you could get information such as checks numbers and dates used to 

settle transactions. In the 2013 and newer versions this information is still available but is 

accessed differently.  Below is the 2012 approach 

 

 
 

In the 2013 and later versions there are two menus, Main and Reports, on the Create Invoices 

and Enter Bills screens. To access history information the user must choose the Reports option 

and then select Transaction History. Below is the 2013 approach: 
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Using the Find Functionality 

Often times users need to find a transaction but don’t have a lot of information to go on. For 

example, there could be a transaction on a bank statement with an incomplete notation. The 

QuickBooks find function allows the user to search for transactions that meet the find criteria. To 

bring up the find screen, from the main menu, select Edit, then Find. We recommend the 

Advanced tab, which allows the user to search for an exact dollar amount. Below is such a search 

for all transactions equal to 10,000. This can of course be refined by any of the other filters 

available on the drop down menu. 
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Turning off QuickBooks Pop Up Ads 

 

Here's how to turn off those annoying pop-up ads: 

 

From the main menu select Edit, then Preferences, under General select My Preferences. Unclick 

the "Turn off pop-up messages for products and services" box. 
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Setting Default Bank Accounts 
 

In the Preferences section under Checking QuickBooks lets the user define separate default 

accounts for the following activities: 

 

As a "Company Preference" you can select the bank account to use for creating paychecks and 

paying payroll liabilities: 

 

 
 

As a "My Preference" you can select the bank account to use for writing checks, paying sales 

taxes, paying bills, and making deposits:          

   

 
 

 

 

Note: There is no functionality to set a default bank account for the Register.  
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How To Find Out Information about Your Copy of QuickBooks 

Do you want to find out the following: 

What version and release of QuickBooks you are using? 

What your QuickBooks license and product numbers are? 

How many user licenses you have? 

Where your company file is stored?  

How large your company file is? 

By hitting the F2 key while QuickBooks is running, the following report is available: 
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Using Memorized Transactions 

 
The functionality in QuickBooks to memorize and automate transactions is a great tool for 

saving time and improving data quality. Transactions can be memorized for later use  and can 

also be set up to automatically occur at set time intervals. Invoices to customers, bills payable to 

vendors, and journal entries can all be set up as memorized transactions.  Possible uses include: 

 

-  Generating monthly recurring journal entries for depreciation and other expenses 

- Memorizing complex transactions such as lengthy payroll journal entries involving 

 numerous accounts and class codes, eliminating the need to re-enter codes 

-  Automating the generation of monthly rent billing to tenants 

-  Automating the generation of recurring vendor payments 

 

To create a memorized transaction, have the transaction you wish to memorize open, right click 

on your mouse, and select the Memorize option. This will bring up the following screen, which 

prompts you to name the memorized transaction and select options as to whether the transaction 

should be automated. If automation is selected, as shown below, you will need to specify the 

frequency, next date, and number of remaining times the transaction should occur. The "Next 

Date" needs to be a date in the future.  

 

 
 

 

One type of transaction that cannot be memorized is any bill(Vendor) transaction that is linked to 

a purchase order. 

 

Accessing already created memorized transactions is List Function. From the main menu, choose 

Lists, then choose Memorized Transaction Lists. Double clicking on a transaction from the list 

will show the transaction. In addition the transaction can be deleted or edited while in the List 

Menu. 
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Customizing Customer Invoices 

 
Overview 

 

Invoices can be easily customized in QuickBooks. There are numerous customization options 

available: 

 

      -  Adding a  company logo                                    -  Rearranging the layout of data  

      -  Adding/deleting data fields                                -  Creating a color scheme 

      -  Changing font type on print               -  Adding contact information 

      -  Adding a border      -  Set up for window envelopes 

      -  Adding a message box                                        - Adding company information 

 

Invoice formats are referred to as "Templates" in QuickBooks. Several templates come standard 

with QuickBooks and Intuit also has industry specific invoice templates available for download 

at no charge. Once a template has been customized it can be given a unique name and used 

repeatedly.  

 

There are three screens used to customize invoices - Basic Customization, Additional 

Customization, and the Layout Designer.  We'll go over each in detail below.  

 

Getting Started - Manage Templates 

 

We suggest the place to start is to review the invoice templates already provided - to do this 

you'll first need to open a blank invoice, - select Customers, then Create Invoices. From here, 

select the Formatting option and then the Manage Templates option. 
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This will bring up the Manage Templates box, which allows you to view the standard invoice 

templates that are available, or download further templates from Intuit.  

 

 
 

Once you've found the standard template that most closely meets your needs, clicking the Copy 

button will make a copy of the format which you can then customize. On the preview side of the 

Manage Templates screen you can give your new template a unique name for later use. As 

shown below we've created the "New Invoice Format" 

template. 
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One you have selected the desired template and named it, clicking on the OK button will take 

you to the Basic Customization screen. 

 

The Basic Customization Screen 

 

On this tab, you can add your company logo, create a color scheme, change fonts, and add 

company information. As you add fields, you will likely get a message about using the Layout 

Designer as shown below- these are only warnings. We’ll correct these issues when we use the 

Layout Designer.  Hit OK to continue if you get this message. 

 

 
 

Below is the Basic Customization Screen: 

 

 
 

Once you've made all the customizations desired, you can move to either the Additional 

Customization Screen or the Layout Designer. 
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The Additional Customization Screen 
 

The primary purpose of the Additional Customization Screen is to select which fields will appear 

on your screen as your prepare your bill and which will print on the invoice. These need not be 

the same. Below is the Additional Customization Screen: 

 

 
 

As with Basic Customization, as you make your selections you will likely get the Layout 

Designer warning message mentioned above, or the Overlapping Fields message, as shown 

below. Hit OK, as both of these issues are dealt with in the layout designer.  
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What is going on is that the fields being selected are overlapping each other and need to be 

separated, which is done using the Layout Designer. 

 

The Layout Designer 

 

This section of the invoice customization tool allows the user to:  

 

- position fields where desired 

- increase or decrease the size of fields 

- position addresses so that window envelopes can be used 

- create the desired justifications - right, center, or left 

- create borders 

- choose a background color for fields 

- add data fields not shown on the selection list of the Additional Customization List 

 

Positioning and sizing fields 

 

The primary function of the Layout designer is to put data fields where you want and make them 

the correct size. This is accomplished by clicking and dragging on the fields that you want to 

adjust. The first step is to left click with your mouse on a field you want adjust, which puts a 

black dotted line box around the field. As shown below we've selected the P.O. No. field. 
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To move a selected field, left click in the center of the field, hold down and drag the field to its 

new location. The cross hatching on the layout designer will assist you in placement and 

alignment. To adjust the size of a field, put the cursor on the edge of a field until you see a "↔" 

character, then hold down the mouse and drag it to either increase or decrease the size of the 

field. If you click at a corner you can increase the height and width at the same time.  

 

Window Envelopes 

 

The layout designer has a setting at the bottom that if checked off shows the user the address 

positioning for standard window envelopes with greenish highlights. If you desire to use window 

envelopes, position the required addresses in the highlighted boxes.  

 

 
 

The Properties Tab 

 

The properties tab has three sub-tabs - text, border and background. 

 

In the text tab the user can give the fields on the form a different name than the standard name 

which the fields are set up with. To do this left click once on the field, then click on the 

Properties tab. In the example below we’ve selected the Invoice field which will be renamed 

Services Invoice. In the “Label Field for Invoice” box the new label Services Invoices was 

inserted.  
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After clicking OK n the properties box the template will show the new label for invoice: 

 

 
 



© The CFO Source, LLC   2014 Page 74 
 

In the border tab the user can add a border to the invoice, a variety of patterns and thicknesses 

are available as shown below: 

 

 
 

 

In the background tab the user can select to fill the background of the "Label Field" with a color. 

To get the "Change Color" palette selection to come up, check the "Fill Background" box and 

left click in the Background Color box as well.  
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Adding a customer message 
 

There are three areas in QuickBooks that must be dealt with to get a customer message to appear 

on an invoice: 

 

The first thing to address is setting up the desired message in the Customer Message List. This is 

a List function - from the main menu select Lists, then Customer and Vendor Profile Lists, then 

Customer Message Lists. This will show the canned messages provided by QuickBooks or you 

can add your own. 

 

The second area to address is in the invoice - you must select which of the messages on the 

Customer Messages List you want to appear. This is done by selecting the message from the 

drop down list on the invoice screen, as shown below: 

 

 
 

 

The third area is to make sure the Customer Message is set up to print on the invoice, this is done 

in the "Footer" tab on the "Additional Customization" page: 
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An alternative method to putting messages on customer invoices is to use item codes. Create 

item codes with the desired comments in the description field and add these "comment only" 

items codes in the body of invoices.  

 

 

 

Using your newly created invoice template 

 

Once you are finished with your customizations, using your new template is just a matter of 

selecting that template on the invoice screen. On the main menu, select Customers, then Create 

Invoices, and select the template as shown below: 
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