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Lesson3n Working with Lists Lesson Objectives

Lesson Objectives

@ To editthe company Chart of Accounts

@ To add a new customer to the Customers & Jobs list

@ To add a new vendor to the Vendor list

@ To learn about custom fieldsand to practice adding custom fields

@ To see how tomanage lists in QuickBooks
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Lesson3n Working with Lists Using QuickBooks Lists

Using QuickBooksLists

QuickBooks lists organiz a wide variety of informatiorincluding data on cusbmers, vendors, inventory itemsand
more. Lists save you time by helping you enter information consistently and correctly. Such as:

@ Names, addresses and other information about cutomers
@ Contact information for vendors

@ Descriptions and prices for products and services

&
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Lesson3n Working with Lists Editing the Chart of Accounts

Editing the Chart of Accounts

The Chart of Accounts is your most important list because it showshow much your business has, how much it owes,
how much money it has coming in, and how much itis spending.

To display the Chart of Accounts :

1. From theLists menu choose Chart of Accounts or press CTRL+A

Chart of Accounts

i % TYFE ! BALAMNCE TOTAL | ATTACH
= 10100 - Checking 46,969.10
+ 10300 - Savings % Bank 17,910.19
+ 10400 - Petty Cash Bank 500.00
¢ 11000 - Accounts Receivable Accounts Receivable 93,007.93
+ 12000 - Undeposited Funds Other Current Asset 2.440.00
¢ 12100 - Inventory Asset Other Current Asset 30,683.38
+ 12800 - Employee Advances Other Current Asset 2832.00
4 13100 - Pre-paid Insurance Other Current Asset 4.050.00
+ 13400 - Retainage Receivable Other Current Asset 3,703.02
+ 15000 - Furniture and Equipment Fixed Asset 34 326.00
+ 15100 - Vehicles Fixed Asset 78,936.91
+ 15200 - Buildings and Improvements Fixed Asset 325,000.00
+ 15300 - Construction Equipment Fixed Asset 15,300.00
+ 16900 - Land Fixed Asset 90,000.00
+ 17000 - Accumulated Depreciation Fixed Asset -110,344 60 "
Account ¥ Activites * Reports ¥ | Aftach | [ Include inactive

2. Scroll through the list.

The Chart of Accountsdisplays balance sheet accounts first, followed by income and expense accounts by default.
Optionally, you can click on the column headings to sort by name or balance instead of type.

&
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Lesson3n Working with Lists Editing an Account

Editing an Account
To edit an account:

1. Inthe Chart of Accounts, find the account you want to edit and then click on it one time to highlight the row.
2. Right-click on the row and click Edit or click the Account menu button then selectEdit Account.

3. Edit the information accordingly.

= Edit Account = s
TITT| AccountType  Bank - Mumber 10100

General Bank Feed Settings

AccountName  Checking

[ Subaccount of -
OPTIONAL
Description Cash
BankAcct. Mo, 0661001235 How do | change the account number?
Routing Number 112200043 How do | change the routing number?
Tay-Line Mapping BiS-Assets: Cash ~ | How do | choose the right tax line?

You can change the opening balance in the

Change Opening Balance...
e account register.

Remind me to order checks when | reach check number

[ Order checks | can print from QuickBooks Learn more

[ Account is inactive Save 8 Close Cancel

4. Click Save & Close.

0 IMPORTANT Some information, like Account Type, is not easily changed. If you setup an account in errand
you are trying to modify if you can deletethe account and start over, assuming no transactions have been
posted to it.

@ NOTES
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Lesson3n Working with Lists Adding a Subaccount

Adding a Subaccount

A subaccount is a way of breaking an account down in to subcategories for reporting purposesSubaccounts show

as indented |lines on reports under the main, or Gparenty
show all subaccounts under a parent, or to collapse all subaccounts into a parent account for one line view on

reports.

To add a subaccount:

1. Inthe Chart of Accounts, click the Account menu button and then chooseNew.

2. Select the appropriate account type (this must be the same account type as the parent account)
3. Click Continue.

4. Assign an appropriate account name and number if aplicable.

5. Select the Subaccount of checkbox, then selectthe parentaccount from the drop-down list.

T AccountType Expense - Mumber 60110

Account Mame  Fyel

|+ Subaccount of 60100 - Automobile -
OPTIONAL
Description |Fuel Expense| A
v
Mote
Tag-Line Mappind =Unassigned= ~ | Howdolchoose the right tax line?
|| Track reimbursed expenses in Income Acct. -

6. Click Save & Close
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Lesson3n Working with Lists Adding a Subaccount

QuickBooks displays the new subaccount in theChart of Accounts list.

+ B0100 - Automobile Expense

«B0120 - Insurance Expense

7. Close the Chart of Accounts.

&
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Lesson3n Working with Lists Customer, Vendor and Employee Centers

The Customer, Vendor and Employee Centers consolidate and organize important informatiofihe centers contain
names, addressesand other information aboutthe names onthese ligs. They also hold more specific information,

Contact s, Notes, To DoYs and Sent Emails, custom fiel

vendor or employee.

Customer Center: Abercrombie, Kristy

A&, New Customer &Job ¥ J&| New Iransactions ¥ (=) Print ¥ Excel * [B Word * Collections Center %8 Income Tracker

customers .t ([TTTE S0 Customer Information 6 ¢

Active Customers

Company Name Main Phone 415-555-6579

yel Full Mame Mrs. Kristy Abercrom... Main Email kristy@samplename

- - Customer Type  Residential
MAME I BALANCE TO.. [ ATTACH

+ Anthony's Pizza Parlor 0.00 REPORTS FOR THIS CUSTOMER

-
| Terms Met30
- Aberc i i 0.00 :
Abercrombi -' BilTo  Kristy Abercrombie QuickReport

+Family Room 0.00 5647 Cypress Hill Rd open Eararce
+Kitchen 0.00 Bayshore CA94326

Account No.  91-431

Show Estimates
+Remaodel Bathroom 0.00

o Allard, Robert 0.00 Map | Directions
+Remodel 0.00

+ Babcock's Music Shop 0.00
+Remodel 0.00

+ Baker, Chris 226275
+Family Room 75425 TYPE I UM I DATE ¥ : ! AMOUNT
+(Garage Repair 75425 Payment 121512020 - Checking 7,633.28 =

+ Balak, Mike 150850 Credit Memo 1100 121512020 - Accounts Rec... 71115 l
+Utility Shed 754.25 Check 12M15/2020 - Checking -711.15

+ Barley, Renee 1,508.50 Sales Order 1211512020 - Sales Orders 30,000.00
+Repairs 75425 Estimate 12112/2020 - Estimates 7,676.13

+ Bauman, Mark 0.00 Invoice 121012020 - Accounts Rec... 4522.00
+Home Remodel 0.00 Check 12/01/2020 - Checking 71115

Customer Snapshot

Transactions Contacts To Do's Notes Sent Email

sHow |All Trans... - FILTER BY All - Dare (Al

+ Bolingki, Rafal 0.00

+2nd story addition 0.00 Manage Transactions |~ Run Reports
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Lesson3n Working with Lists

Custom Contact Fields

The Customer, Vendor and Employee Centers include eight fields for custom contact information. Alpht of these

Custom Contact Fields

contact fields for phone numbers, email a-dawvnlstokaesablea n d
contact descriptions (mobile phones, social media information, etg
custoneR nave Abercrombie, Kristy
CURRENT BALANCE 0.00 How do | adjust the current balance?
Address Info oA A
Payment Settings FULL NavE  Mrs. Kristy 111, Abercrombie
Sales Tax Settings e
Main Phone ~ 415-555-6579 Main Email - kristy@samplename,com
LR D WorkPhone ~ CCEmail  ~
Mobile - Website -
Fax -

ADDRESS DETAILS
INVOICE/BILL TO
Kristy Abercrombie &

5647 Cypress Hill Rd
Bayshore CA94326

[ Customer is inactive

Cop|

Home Phone
Alt. Phone
Alt. Mobile
Alt. Fax

Alt. Email 1
Alt. Email 2
LinkedIn

Facebook

Twitter

ipTo1

rcrombie
ress HillRd
CA94326

Ishipping address

Cancel

Help

&
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Lesson3n Working with Lists Working with the Customer Centerand the Customers & Jobs List

Working with the Customer Center and theCustomers & Jobs List

The CustomerCenter Y s Cu st o meststeres &améspdudresdesand other information about your customers.
It also holds information about the jobs or projects you may want to track for each customer.

ADDINQQUSTOMERS

Your Customer listis the list that will display sales forms (sales ordergstimates, invoices, sales receipts) and
Accounts Receivable.

To add a customer:

1. There are multiple ways to do almost anything in QuickBooks. To access the Customer Centegrou have four
options:

- Click Customers from the left hand or top icon bar (depenling on your View settings)
- Choose Customer Centerfrom the Customers drop-down in the menu bar
- From the Home Screen click on the blue Customers tab in the Customers section

- PressCTRL+J

2. Click the New Customer & Job menu button then choose New Customer.

3. Inthe Customer Namefield, enter the name of the customer as you'd like it to appear on your Customers & Jobs
list.

4. PressTab in the Opening Balancefield to leave this field blank.

The Opening Balancefield tells you how much each customer owes you on your start date so that when you
enter the rest of your transactions fronthe day afteryour start date to today, all balances since your start date
will be accurate.

It is generally recommeneéd entering individualoutstanding invoices one by one whenever possiblerather than
entering the outstanding balance owed in theOpening Balancefield.

5. Complete the customer contact information appropriately.
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Lesson3n Working with Lists

Working with the Customer Centerand the Customers & Jobs List

You can have and use more than oneShip Toaddress per customer or job. Add them with the Ship To drop-
down or by clicking the + sign in the bottom right corner.

MNew Customer

CUSTOMER NAME | |

OFENING BALANCE

Address Info

Payment Settings

Sales Tax Settings

Additional Info

Job Info

Customer is inactive

a5 OF 04i23/2015 B How do | determine the opening balance?

COMPANY NAME

FULL NaME | Mr/Ms.l.| |First

JOB TITLE

Main Phone -

Work Phone -

Mobile -

Fax -

ADDRESS DETAILS

INVOICE/BILL TO

Cﬂ-p&l -5

M.I. ||Last

Main Email -
CC Email -
Website b
Other 1 -

SHIF TO

Help

6. Click OK to add this customer.

The Customer Center appearswith the Customers & Jobs list along the left side.

0 IMPORTANT. The Customers & Jobs lig is the same list as the Customer/Job list. It is called Customers &
Jobs on the Customer Center and called Customer.Job on forms. It is sometimes also referred to as simply
the Customer /ist.

PROVIDINADDITIONAKQUSTOMERNFORMATION

There are additional tabs for Payment Settings, Sales Tax Settings, Additional Info and Job Info where you can
provide other important information.

@ NOTES

QuickBooks 2016 Student Guide
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Lesson3n Working with Lists Sales Tax Settings

Sales Tax Settings

There are multiple levels of taxability in QuickBooks. Taxability can be assigned by the item, the tarmer, and each
individual salefor:

@ Item default taxabilityN This determines wtether the item is displayed as taxable onontaxable each time it is
used on a sales form. This is a default setting that can be changed on thimdividualform when the item is used.

@ Customer default taxability

- Tax Code NHere youcan set a customerto be taxable ornontaxable. If the customer is set up as
nontaxable, this overrides the item setup when taxable items are used on a sales form. This can be changed
on a sales form.

- Tax ItemNThis is the linetax item to which the customer} sales will defaulton the Sales Tax Report If the
cust omer Y s Taxdhe rate fooch ¢he Tax Itemdrop-down will be assigned. If the customey s t a x
code is Non, the rate will not be applied but the sale will still be grouped with that rate in theSales Tax
Report. This can also be changed on a sales form.

CUSTOMER NAME [Goodwin Manufacturing ]

OFENIMG BALAMCE &5 OF | 12M5/2020 B How do | determine the opening balance?
LY Tex coDe  Mon -

& t Setti

Tayment Setlings T ITEN Ot of State -

Sales Tax Settings
RESALE MO

Additional Info

Job Info

F
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Lesson3n Working with Lists Sales Tax Settings

The Payment Settings tab isthe place where you enter customer account numbers and credit limits. You can also
record informati on paymenutérmsepseteied delivery methedroffrvoices, angreferred
payment method. For customers who pa by credit card, you can enter credit card numbers and expiration dates.

= New Customer ——
cusToneR nave | Goodwin Manufacturing
OFEMING BALANCE a5 oF |12/15/2020 B How do | determine the opening balance?
Address Info
= ACCOUNT MO. CREDITLMIT | 2,000.00
Payment Settings
£ay 9 FEYMENT TERMS - FRICELEVEL | Commercial -
Sales Tax Settings PREFERRED
. Mane -
DELIVERY METHOD
Additional Info PREFERRED [poop -
FEYMENT METHOD
Job Infa
CREDIT CARD INFORMATION ONLINE PAYMENTS

CREDIT CARD HE. Let this customer pay you by:

1 | = i visa -
EXF. DATE J [] Credit Card m | [

[ Bank Transfer (AGH) Berk
MNAME ON CARD

ADDRESS

ZIF / FOSTAL CODE

Can | save the Card Security Code?

["| Customer is inactive “ Cancel Help

F

QuickBooks 2016 Student Guide 16



Lesson3n Working with Lists Transactions from the Customers & Jobs List

Transactions from the Customers & Jobs List

Right-clicking on any customer or job in the Customers & Jobs liswill bring up a menu which includes access points
for launching various custometrelated transactions and features, such as:

@ Create Invoices

@ Create Credit Memos / Refunds
@ Create Estimates

@ Create Statements

@ Enter Sales Receipts

@ Enter Statement Charges

@ Create Sales Orders

@ Receive Payments

@ Make Deposits

QuickBooks 2016 Student Guide 17



Lesson3n Working with Lists Working with the Employee Center

Working with the Employee Center
To add a new employee:

1. Just like the Customer Center,are multiple ways to access theEmployee Centerin QuickBooks:

- Click Employeesfrom the left hand or top icon bar (depending on yourljewsettings)
- Choose EmployeeCenter from the Employeesdrop-down in the menu bar

- From the Home Screen click on the blue Employeestab in the Employeessection

2. Click New Employeeat the top of the Employee Center

Employee Center: Dan T. Miller

Bl MewEmployee.. [} Wanage Employee Information * (=) Print * {3 Enter Time * Excel » Word ¥

Employee Information * o

Fulllame Dan T. Miller Main Phone  555-2601 Mo note available

Active Employees

NAME : H Address Dan Miller
. 195 Spruce Ave, #202
LaT T LG Bayshare, CA94326

Elizabeth M. Mason
Gregg . Schneider Map | Directions

REPORTS FOR THIS EMPLOYEE

CickReport
Payroll Summary
Paid Time Off Report

Payroll Transaction Detail

Workers' Comp Payment
Senice - Details

Transactions ToDo's Motes Sent Email
swow  All Transactions = oere This Calendar Year > | 01/01/2020 - 1203142020
TRANSACTION TYPE ! DATE ¥ i ACCOUNT i AMOUNT
Paycheck 121512020 10100 - Checking 120960 &
Paycheck 12M18/2020 10100 - Checking 1,350.15 l
Paycheck 12/01/2020 10100 - Checking 1,325.15

Paycheck 11712020 10100 - Checking 1,324.61
v

3. Complete al/employee information.

4. Click OK.

0 IMPORTANT Payroll requires additional setup to be readly for processing inside of QuickBooks.

&
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Lesson2n Setting Up Working with the Vendor Center

Working with the Vendor Center

The Vendor Centely sV e n id the plateiwbete you record information about the companies or people from
whom you buy goods or services.

ADDINGVENDORS

In order to pay your bills with QuickBooks,you need to add your vendors(sometimes referred to assuppliers. Nearly
everyone you pay, other than employees, is a vendor. Your vendor list supgs the names available on purchase
forms like purchase orders,bills, checks, vendor credits, sales taxpayments, payroll tax paymentsand bills.

To add a vendor:

1. Just like the Customer Centerand Employee Center there are multiple ways to access the Vendor Center in
QuickBooks.

- Click on Vendors from the left side or top iconbar (depending on yourView settings)
- Choose Vendor Center from the Vendors drop-down in the menu bar

- From the Home Screen click on the Vendorstab in the Vendors section
2. Click the New Vendor button then choose New Vendor.
3. Inthe Vendor Namefield, enter the name of the vendor as you'd like it to appear on your Vendor list.

4. In the Opening Balancefield, this is treated the same as theCustomer Center entries. You can enter a balance
owed to the vendor as of the start date of the file, but it is bespractice to enter individualopen bills when you
can.

5. Enter the remaining vendor information appropriately.
6. Click OKto add this vendor.

The new vendor appears on the Vendor list.

Vendors Imm

Active Vendors - >
jo

MAME BALAMCE TOTAL | ATTACH

Fay, Maureen Lynn ... 350.00

7. Close the Vendor Center.
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Lesson2n Setting Up Working with the Vendor Center

0 IMPORTANT. Notice that there are additional tals in the vendor setup window. Feel free to utilize these
features as they apply to your business. Pay special attention to the Tax Settings tab if you would like to run
1099 reports from QuickBOOKS.
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Lesson2n Setting Up Transactionsfrom the Vendor List

Transactions from the Vendor List

Right-clicking on any vendor in the Vendor list will bring up a menu which includes access points for launching
various vendorrelated transactions and features, such as:

@ Write Checks

@ Enter Bills

@ Pay Bills

@ Enter Credit Card Charges

@ Create Purchase Orders
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Lesson3n Working with Lists

Adding Custom Fields

Adding Custom Fields

QuickBooks lets you add even moreinformation to names on various lists by havingustom fields in the Customers
& Jobs, Vendor, Employee and Item lists. Custom fields give you a way to track additional information specific to your

business.

To add custom fields:

1. Open the Customer Center(or the Vendor Center or the Employee Center)

2. Click ona customer (or vendororemg oy e e,

depending

on t.

he center

3. Click the Edit (pencil) button (alternately, rightclick on the customer name and chooseEdit).

4. Click the Additional Infotab.

5. In the bottom right corner of this window, dick Define Fields This opens up theCustom Fields window; which
corresponds to your Customer, Vendor and Employee lists.

Edit Customer

CUSTOMER MaME Abercrombie, Kristy

CURRENT BaLANCE 0.00

Set up Custom Fields for Names

Address Info Use for:
Label Cust Vend Empl

~ — A
Payment Settings v | Cancel

Discount Available v
Sales Tax Settings B-Day o o Help

Date of last raise v
Additional Info

Spouse’s Name v

v
Define Fields
| Customer is inactive “ Cancel Help

6. Use the Label column to name your custom field.

youYve

QuickBooks 2016 Student Guide
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Lesson3n Working with Lists Adding Custom Fields

7. Place a check mark in the column for each name listo which you would like the custom field to apply.
QuickBooks Pro and Premier allow for up toseven custom fields for each of the Customer, Vendor and
Employee Lists, but with no more than an aggregate limit of 15 custom fields on all these lists together.

8. Click OK.
9. If you see an informational messageclick OK.
10. Click OK to close the Edit Customer(or Edit Vendor or Edit Employeeyvindow.

11. Close the Customer(or Vendor or EmployeeXCenter.

& o

QuickBooks 2016 Student Guide 23



Lesson3n Working with Lists

To add custom fields for items:

1. From theLists menu, choose Item List

Adding Custom Fields

Look for in |Alfields - | Search | Reset [7] Search within results
MAME i DESCRIPTION ! TYPE ! ACCOUNT ! T..! PRICE | ATTACH
- Blueprint changes _ - Construction Income: 40110 - D... -m‘
= Blueprints Blueprints Sernvice 40100 - Construction Income:40110 - D... 0.00 .
= Concrete Slab Foundation slab - prep and pouring Sernvice 40100 - Construction Income:40130 - L... 0.00
t= Floor Plans Floor plans Senvice 40100 - Construction Income:40110 - D... 0.00
t= Framing Framing labor Senvice 40100 - Construction Income:40130 - L... 55.00
+ Installation Installation labor Sernvice 40100 - Construction Income:40130 - L. 35.00
= Labor Senvice 40100 - Construction Income:40130 - L... 0.00
+ Remaoval Remaoval labor Senice 40100 - Construction Income:40130 - L 35.00
l Repairs Repair work Senvice 40100 - Construction Income:40130 - L... 35.00
[+ Subs Subcontracted services Senvice 40100 - Construction Income:40150 - .. 0.00
+Carpet Install carpeting Senice 40100 - Construction Income:40150 - 5. 0.00
<+ Drywall Install drywall Senice 40100 - Construction Income:40150 - 5. 0.00
+Duct Wark Heating & Air Conditioning Duct Work Senvice 40100 - Construction Income:40150 - 5. 0.00
+Electrical Electrical work Service 40100 - Construction Income:40150 - 5. 0.00
+Insulating Install insulation Sernvice 40100 - Construction Income:40150 - 5. 0.00
+Metal Wrk Metal Wark Service 40100 - Construction Income:40150 - 5. 0.00
<+ Painting Painting Senvice 40100 - Construction Income:40150 - 5. 0.00
+Plumbing Plumbing Senvice 40100 - Construction Income:40150 - 5. 0.00
v
Itemn ¥ || Activities ¥ || Reports ¥ || Excel | Attach | [ Include inactive

Click Custom Fields

Click Define Fields

for up to five custom fields for items.

In the Item list, select the item you wish to edit.

Set up Custom Fields for [tems

Label

Use

Color

Material

Style

Enter the custom field name that you would like to use in thé&abel column.

Cancel

Help

8. Click OK to close the window.

Right-click on the item and chooseEdit Item or click the Item menu button then choose Edit ltem

Place a checkmark in theUse column for the field to show in the item setup.QuickBooks Pro and Premier allow

QuickBooks 2016 Student Guide
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Lesson3n Working with Lists Adding Custom Fields

9. In the Custom Fieldsfor this (or any) itemwindow, you can now enter information in to your custom field.

Custom Fields for Lk Doorknobs

MATERIAL Chrome Cancel
STYLE Round Help
Define Fields

10. Click OK to close the Custom Fields window then click OK to close the Edit ltem window.

11. Close theltem list.

&
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Lesson3n Working with Lists

Managing Lists

Managing Lists

Sometimes, you may want to re-order the way that your accounts appear in the different sections of your financial

reports. You can re-order each section of your Chart of Accounts (within its account type) by following the

instructions below.

To sort a list manually:

1.

2.

Click the diamond to the left of the account name.

From the Lists menu, choose Chart of Accounts. Scroll to the account you would like to move.

Click and hold the mouse button and drag the pointer upward until you see a dotted line directly below the
account name.

MAME P £ ! TYPE ! Bal
31400 - Shareholder Distributions Equity
i 32000 - Retained Earnings Equity
# 40100 - Construction Income Income
+40110 - Design Income Income
+40120 - Equipment Rental Income Income
- 40150 - Subcontracted Labor Income -
+40130 - Labor Income Income
+40140 - Materials Income Income
| +40199- Less Discounts given | |ncome |
# 40500 - Reimbursement Income Income
+40510 - Mileage Income Income
+40520 - Permit Reimbursement Income Income
+40530 - Reimbursed Freight & Delivery Income
» 50100 - Cost of Goods Sold Costof Goods Sold
i 54000 - Job Expenses Cost of Goods Sold

QuickBooks 2016 Student Guide
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Lesson3n Working with Lists Managing Lists

4. Release the left mouse button to drop the account in the new position.

+ 40100 - Construction Income Income
+40110 - Design Income Income
+40120 - Equipment Rental Income Income
«40130 - Labor Income Income

- Subcontracted Labor Income .-
+40140 - Materials Income Income
+40199 - Less Discounts given Income

5. Tore-sort the list alphabetically click the Account menu button in the bottom left cornerof the Chart of Accounts
screen and select Re-sort List.

6. Click OK.
7. Closethe Chart of Accounts.

You can sort lists in QuickBooks by clicking on column headers like the Name and Balance Total. The example below
uses the Customer Center, but this also applies in the Vendor Center, Item list and Chart of Accounts.
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Lesson3n Working with Lists

To sort a list in descending order:

1.

2.

& New Customer & Job +
Customers & Jobs

Active Customers

MNAME

i BALANCE TO...

E New Transactions

Customer Center: Abercrombie, Kristy

& print v

Excel ¥

'ﬁﬁ. Word ¥

Collections Center

E Income Tracker

Managing Lists

Open the Customer Center(using any of the access methods described aboveaind Customers & Jobs list.

Click the expand arrow to the right of the View drop-down list to expand the width of the Customers & Jobs list.

Customer Information U

Name

%

Show full list only hf Il Name:

Compan|

i ATTACH

Customer Type

= Abercrombie, Kristy
+Family Room
+Kitchen
+Remaodel Bathroom

+ Allard, Robert
+Remodel

+ Anthony's Pizza Parlor

= Babcock's Music Shop
+Remodel

+ Baker, Chris
«Family Room
+Garage Repair

+ Balak, Mike
« Utility Shed

+ Barley, Renee
+Repairs

+ Bauman, Mark
+Home Remadel

+ Bolinski, Rafal
«2nd story addition

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

226275
75425
75425

150850
75425

1508 50
75425

0.00
0.00
0.00
0.00

Account No.
Terms.

Bill To

Transactions

TYPE

Contacts

siow  All Trans.

.-

Wrs. Kristy Abercrom...
Residential

91-431

MNet 30

Kristy Abercrombie
5647 Cypress Hill Rd
Bayshore CA 94326

Map | Directions
ToDo's
FTER BY | All

i NUM

i DATE ¥

Main Phone  415-555-6579

Main Email kristy@samplename. ..

MNotes Sent Email

w  oae Al -

i ACCOUNT

& NOTE

9/15/2003: Send Kristy
estimate for den remodel.

9/20/2003: Called Kristy to ...
REPORTS FOR THIS CUSTOMER

CuickReport
Open Balance
Show Estimates

Customer Snapshot

i AMOUNT

Payment
Credit Memo
Check
Sales Order

1100

Estimate
Invaice
Check 476

Manage Transactions | ¥

12M15/2020
121542020
1215/2020
12M15/2020
121242020
12M10/2020
12/01/2020

Run Reports

10100 -
11000 -
10100 -
90300 -
90200 -
11000 -
10100 -

Checking

Accounts Rec...

Checking
Sales Orders
Estimates
Accounts Rec

Checking

763328 4
71115
71115

30,000.00

767613

4522.00
71118
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The full listview of the Customers & Jobs list displays.

Customer Center: Abercrombie, Kristy

A&, New Customer &.Job ¥ Mew Transactions * & Print Excel ¥ word ¥ Collections Center %3 Income Tracker

Customers & Jobs
Active Customers
0o

NAME i BALANCE TOTAL
+ Abercrombie, Kristy 0.00

= Abercrombie, Kristy:Family Room 0.00
+ Abercrombie, KristyKitchen 0.00
+ Abercrombie, Kristy:Remodel Bathroom 0.00
= Allard, Robert 0.00
+ Allard, RobertRemode| 0.00
+ Anthony's Pizza Parlor 0.00
+ Babcock's Music Shop 0.00
= Babcocks Music Shop:Remode| 0.00
+ Baker, Chris 226275
+ Baker, Chris:Family Room 754,25
= Baker, Chris:Garage Repair 754.25
+ Balak, Mike 1,508 50
+ Balak, Mike:Utility Shed T54.25
+ Barley, Renee 1,508.50
+ Barley, Renee:Repairs 754.25
+ Bauman, Mark 0.00
+ Bauman, Mark:Home Remodel 0.00
= Bolinski, Rafal 0.00
+ Bolinski, Rafal:2nd story addition 0.00

3. Click the Balance Totalcolumn heading. This sorts the list inascendingorder by balance total.
4. Click the column heading again.This sorts the list indescendingorder by balance total.

5. To return to theoriginal order, click the largediamond to the left of the Name column heading. (Alternately, right
click anywhere in the list and chooseResort List, then click OK.)
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6. Click the collapse arrowto the right of the window to collapse the Customers & Jobs §t.

Active Customers

L&
2

NAME i BALANCE TOTAL ! NOTES
+ Abercrombie, Kristy 0.00
+ Abercrombie, Kristy:Family Room 0.00
+ Abercrombie, Kristy Kitchen 0.00
+ Abercrombie, KristyRemodel Bathroom 0.00
+ Allard, Robert 0.00
= Allard, RobertRemode| 0.00
+ Anthony's Pizza Parlor 0.00
+ Babcock's Music Shop 0.00
= Babcocks Music Shop:Remode| 0.00
+ Baker, Chris 226275
+ Baker, Chris:Family Room 754.25
+ Baker, Chris:Garage Repair 754,25
< Balak, Mike 1,508.50
+ Balak, Mike:Utility Shed 754.25
+ Barley, Renee 1,508.50
= Barley, Renee:Repairs 754.25
+ Bauman, Mark 0.00

+ Bauman, Mark:Home Remodel 0.00

+ Bolingki, Rafal 0.00
+ Bolinski, Rafal:Znd story addition 0.00

7. Close the Customer Center.

NOTES
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In most lists, you can combine two list names into one.This is called mergingFor exampl e, you may
been using two customers (because of different spellings) when you really need only one on ydbustomers & Jobs

list. You can merge list items in the Chart of Accounts, Item, Cusmers & Jobs, Vendor, Employeeand Other Names

lists. This example uses the Vendor list, but the concept is the same regardless of list type.

To merge items on a list:

1. Openthe Vendor Center.

2. Double-click the entry you wis to merge (this entry will be merged intdhe other entryand any informational
fields associated with this list entry will be lost so make sure you have all the information you need in the other
entry).

= Edit Vendor = U

Ll rughes Electric|

CURRENT BALANCE (.00 How do | adjust the current balanca?

Address Info courany Mave  |Hughes Electric

Payment Settings FULLNaME  |MrMs.).| | David Il | 'Hughes
JOBTITLE
Tax Settings
Main Phone  « | |510-555-6666 Main Email  ~
Account Settings -
Work Phone = CC Email b4
Additional Info Maobile ~ | 510-555-6667 Website v
Fax - Other 1 -
ADDRESS DETAILS
EILLED FROM SHIFFED FROM
Hughes Electric V. Hughes Electric &
PO Box 2316 PO Box 2316
Middlefield, CA 84432 Copy >» Middlefield, CA 94432

[ Vendar is inactive E Cancel Help

3. Inthe Vendor Namefield, change the name to match the name ofanother vendorrecord with which you wish to
merge. This should be anexactmatch, in terms of spelling, spacing and punctuation.

4. Click OK.

5. You will get a warning dialogue telling yothat there is another record with this name and asking if you would like
to merge. (Remember, you can never uamerge so be very sure that this is what you want to dg Click Yes.

6. Close the Vendor Center.
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0 IMPORTANT. You cannot mergetwo names from different listssuch as a Vendor and Customer record or
Other Names list record.All transactions containing the original list name will now appear as if they were
entered using the renamed, merged /ist name.

RENAMNGA LISTITEM

You can rename any lishame. When you make the change QuickBooks automatically modifies all existing
transactions containing thelist name (This is very similar to the concept of merging, but without renaming a name to
be exactly the same as another name on the same listJhis example danonstrates renaming in theChart of
Accounts.

To rename a list item in the  Chart of Accounts:

1. From theLists menu, choose Chart of Accountsto display the Chart of Accounts for Rock Castle Construction
2. Inthe Chart of Accounts select the account youwould like to rename.

3. Right-click on the account and click Edit Account or click the Account menu button and choose Edit Account.
4. Make your changes in theAccount Name field.

5. Click Save & Close

6. Close the Chart of Accounts.

&
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You can delete list items if you haverot used them in any transactions(or preferences or customized report filters)if

you try to delete a list item that is used in a transactioifor preferences or customized report filters)QuickBooks
displaysawarnng t hat the item cany¥t be deleted. I f you donyt
make it inactive. Here is an example from th&€ustomer Center.

To make a list item inactive:

1. Navigate to the Customer Center.
2. Select the Customeror Job from the list that you wish to make inactive.
3. Right-click the name and chooseMake Customer.Job Inactive

4. To see inactive list itemschoose All Customersfrom the View drop-down list.

5. Closethe Customer Center.

7

QuickBooks 2016 Student Guide 33

w




































