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Section 1
Many people dislike accounting. Some people hate accounting. Why do it?

We do accounting to facilitate government compliance and to have information for making
better business decisions.

We get information out of QuickBooks mostly through reports. The information on our reports
is only accurate if we've put the information into QuickBooks correctly in the first place.

When monitoring business results from QuickBooks, it's watching the trends, how the same
number changes over time that will often tell us most about our business.

Section 2
Can you identify what version of QuickBooks you need?
QuickBooks Pro QuickBooks Online

QuickBooks Premier (Industry specific versions) QuickBooks Enterprise

Set passwords. The audit trail tracks all transaction entries, edits, and deletions.

QuickBooks allows progress

Estimate

invoicing. That is, from one

estimate for one job or project,

multiple invoices can be created,

allowing the customer to be billed
at various stages as work is

tevsice

completed.

QuickBooks keeps track of what
parts of the original estimate have
been invoiced and which have not.
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Cash accounting, in simple terms, means the accounting transaction (a sale or expense) is
recorded when the cash is received or spent.

Accrual accounting, in simple terms, means the accounting transaction is recorded when it
happens, regardless of when the cash is received or spent.

QuickBooks will track inventory, both quantity and value on hand. If you set up to use
inventory, it’s imperative that you tell QuickBooks each time you buy an inventory item and
each time you sell one. You do this by always creating the QuickBooks transactions using the
items with correct quantities.

Some important facts about inventory:
Acme Sporting Goods

//’ Buys 1 baseball bat at $5.00

Purchasing inventory is not an expense. j/
Don’t look for your inventory purchases » Accounting entry
7

there- b/ Inventory Asset (an asset)

Goes up 5.00

Checking (another asset)
Goes down 5.00
Acme Sporting Goods
// Buys 1 baseball bat at $10.00
Nz
Purchasing inventory merely exchanges one re
A ' 4 Accounting entry
asset, cash, for another asset, inventory on /
o Inventory Asset (an asset)
hand. Goes up 10.00
Checking (another asset)
Goes down 10.00
//‘ Acme Sporting Goods
ﬂ // owns two baseball bats
. . ‘/é ﬁ with a cost of $7.50 each.
QuickBooks tracks the value of the inventory we y }
have on hand on an average cost basis. /p &
b‘ /
" 4 On the Balance Sheet, the balance
in the account Inventory Asset is
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QuickBooks is able to track income and expense by job. The terminology is for contractors in

the construction industries. But the feature is used to track projects for engineers, architects,
and others. It is used to track fields and crops in agriculture. It is used to track rental units for
property management companies.

There are probably many other uses as well. It’s a very versatile feature.

Section 3 — Using Lists in QuickBooks

Most lists, like chart of accounts, item list, and many others can be accessed from the Lists
menu, one of the dropdowns from the menus along the top edge of the QuickBooks window.

List elements, like accounts in the chart of accounts, can be edited, even changing the name,
without affecting any of the history that applies to that list element.

Indented entries in the chart of accounts are subaccounts. Subaccounts allow the grouping of
similar accounts (or items, etc) into groups, rather than those account names being scattered
throughout the list in alphabetical order like main accounts.

Customers, Vendors, and Employees are all major lists not on the Lists menu. They each have a
Center. Customer Center, Vendor Center, etc. All activities with these lists, like editing, happen
in the respective center.

There is another names list called Other Names. A best practice is to not use the Other Names
list. Ordinarily, if you receive money from someone, they should be a customer, if you pay
them, they are a vendor. The exception would be if you pay an employee (someone who will
receive a W2), these of course are in the Employee Center.

It is normal for two things to happen to names lists over time. One, they become populated
with names we may never use again. Two, they become riddled with duplicates.

For names we think we will no longer use (an old customer, etc.), we can make the name
inactive.
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0000 Manage Transactions ¥ Fun Repodis -

» Camptell, Hea

This causes the name not to appear on our lists by default. But, it is still there, hidden in the
background, and can be re-activated at some future date if necessary.

With duplicates, we use a feature call Merge. Edit the duplicate name you no longer want to
show on the list and change the name to the name you do want to remain on the list. If you
copy the wanted name exactly, you'll get this message:

Vendor Center: Hughes Electric

J3 Mew Vendor.. ¥ fZ| New Transactions ¥ (&) Print v Excel T Word * [ BilTracker

Edit Vendor

Active Vel R it
VENDOR NamE | C.U. Electric pvailable

CURRENT BALANGE .00 How do | adjust the current balance?

|2 FOR THIS VENDOR
HAME

Express D

Address Info ort

Hughes Electric

Fay, Maure:
Federal Tr
Funds Tral
Gallion Ma.
Great State
Hamlin Wef
Holly Heati
Hopkins Ci
Hughes El
Kershaw CJ
Keswick In|
Larson Floj
Lew Plum
Madrid, Wi
Mason, Eli
WcClain Ap)
Mendoza |

Payment Settings

Tax Settings

Account Seftings

Additional Info

Vendor is inactive

JOBTITLE

Main Phone
Work Phone  ~
Iabile >
Fax >
ADDRESS DETAILS
BILLED FROM

Hughes Electric

MrMs .| | First

ﬂ This name is already being used. Would you like to merge them?

Yes

fance

hecks

Website >

Other 1 >

SHIFFED FROM

Copy >>

Cancel Help

Fiscal Year

Miller, Dan

0.00

Manage Transactions ¥ Run Reports v

QuickBooks gives you a chance to re-think your decision, because there’s no going back. It’s a
permanent change. In the case of the screen shot above, all the history that applies to Hughes

Electric in the QuickBooks file, will now show C.U. Electric as the vendor.
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Chapter 4 — Banking

Using the Write Checks icon on
the Home Page, checks are easy
to create in QuickBooks. It looks
just like a paper check form. The
example has been set to be
printed later. With that selection
made, we cannot enter a check
number. That will happen at the
time of printing.

If you don’t mark the box to Print Later, QuickBooks allows you to enter a check number. The

Write Checks - Cash in Tri Counties Bank

Main |~ Repors

ADDRESS

Cal Telephane
PO. Box 1100
Middlefield CA 94482

Expenses $156.91  ltems 50.00

m
1
m

¢ BB XQowoown FTmmD g B O B B
Find New Save Delete §Bmemorize Print [ ] PayOfline  Attach | Seleet Enter
ek i File PO Time Splits
BaNK ACCOUNT  Cash in Tri Counties Bank - noinG saLance  58,624.21
NO.  TO FRINT
oae (1211512018 @
FAYTOTHE CRDEROF | Cal Telephone = s (18801
One hundred fity-Six and G1/1007 # £ % #3445 452 4% 42 454 %8R 222452025 A28 4% 4870 DOLLARS

Clear Recalculg

Utilities: Telephone - 156.91

NANA AN P b

check will not show on the list to be printed. If you enter a check number, QuickBooks assumes

it is a handwritten check you are entering into the software for accounting purposes.

Cash in Tri Counties Bank

When entering simple, handwritten checks into QuickBooks, it’s possible to do so from the

G S v & ol SRRGUNY P e T

e Go to.. | [EJ Print... | [E Edit Transaction E QuickReport Download Transactions

12122018 | 500 Express Delivery Senice 70.00 54,060.45 o
BILLPMT Accounts Payable

1214i2018 4,700.00 58,760.45
DEP -split- Deposit

121402018 491 Cal Telephone 156.91 58,603.54
CHK‘M

121412018 To F'na. Cal Telephone 186.91 58 44663
CHK Utilities:Telephone

12152018 Abercrombie, Kristy:Remodel Bathroom 7.633.28 66,079.91
FMT Accounts Receivable

12M5/2018 22,026.92 88,106.83
DEP -split- Deposit

;_12{’1512[]18

101,667.22

register rather than the Write Checks window. Both forms create the same transaction. It’s just

two different ways of viewing the same check.
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Reconcile - Cash in Tn Counties Bank

For period: 11/30/2018 + Hide transactions after the statement's end date
Chnts Depogile=smigiber Credits
o @ CHK # PAYEE AMOUNT J CHE # PAYEE TYPE AMOUNT
< 102112018 433 Sergeant Insurance 712.56 a4y 11/30/2018 41077 Melton, Johnny:... |PMT 4,135.50
< 102112018 436 Bayshore Water 24.00
S 11/14/2018 451 Larson Flooring 3,200.00
< |111er2018 460 City of Bayshore 225.00
< 1112812018 464 Hopkins Constructio.. 300.00
4 1112812018 465 Keswick Insulation 500.00
< | 1112812018 466 McClain Appliances 600.00
11/28/12018 467 Lew Plumbing 800.00
11/28/2018 468 Timberloft Lumber 6,790.00
11/28/2018 469 Sloan Roofing 2,000.00
¥ 1112812018 470 Washuta & Son Pain.., 500.00
1113012018 471 Bayshore Water 24.00
11/30/2018 472 Patton Hardware S... 656.23
11/30/12018 473 \Wheeler's Tile Etc. 636.00
v
+| Highlight Marked Mark All Unmark All GoTo Matched Columns to Display...
Beginning Balance 7145258 Modify Service Charge 0.00
Items you have marked cleared Interest Earned 0.00
1 Deposits and Other Credits 4,135.50 Ending Balance 69.514.02
9 Checks and Payments 6,074.06 Cleared Balance 69,514.02
Difference _’ 0.00
| Reconcile Now | Leave

When reconciling in QuickBooks, you can click the checkbox in the upper right to “Hide
transactions after the statement’s end date.” This eliminates a lot of clutter in the reconciliation
window that you don’t need.

The transactions (checks on the left, deposits on the right) can be sorted by any of the column
headers. The gray triangles in the screenshot above indicate that both checks and deposits are
in date order.

Re-sorting the checks into check number order can be useful, even sorting by the amount can
help determine if a particular item that shows on the bank statement is actually in QuickBooks.

Always try to get to the point where Difference equals zero.
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Chapter 5 — Credit cards

QuickBooks will track your credit card purchases and keep credit card account balances
accurate. On the chart of accounts, you must have created at least one account of the type,
Credit Card.

- - > e Nl o P n =
L rl Calendar
5 Create Sales
Pt Receipts BANKING
_ards :
o 2 =]
Once you have created that account, an ™ Receive Record  Reconcile
f Payments Deposits
icon labeled Credit Card Charge appears 3 B &8
: Stat t: Refund Wri
on the Home Page. ’%\ atements Refunds o oneck
i’.f’EES -
2 : . ? [ =
Tf E@ q %’ Print Enter Credit
& Pay Process  HR Essentials Checks & Card Charges
/'; Liabilities Payroll and Insurance
’-.,,’ Forms
7

When the statement from the credit card company arrives, reconcile using the same
procedures you would reconciling a bank account. Your credit card balances will be accurate in
QuickBooks. Your purchases on credit cards will be entered in QuickBooks and show on your
financial reports in a timely manner.

Chapter 6 — Selling to Customers

Record sales to customers using either an invoice or sales receipt. An invoice tells QuickBooks
the customer is being billed and will be expected to pay for the sale at some future point. A
sales receipt tells QuickBooks payment was received at the time of sale and should be
deposited to the bank.

We create items for the things we sell, whether they be merchandise or services. As we create
items, they populate a list. Lists->Item List.

The most common item types are:
Service — for selling services like repairs.
Inventory Part — for tracking inventory. QuickBooks will account for cost, quantity on hand, etc.

Non-Inventory Part — Merchandise, but we don’t want QuickBooks to track cost or quantities.

Tame the Accounting Beast with QuickBooks 8



Above is the screenshot of the
setup window for a simple
Service type item. The account
field is filled in with an account
from your chart of accounts.
You'll be able to select one from
the list when you click into this
part of the setup. It will almost
always be an Income type of
account.

Chapter 7 — Payments & Deposits

Edit Item

Use for services you charge for or purchase, like
specialized labor, consulting hours, or professional

fees.
Item Mame/Mumber + Subitemn of
Plumbing Repairs -
UNIT OF MEASURE
UM Set - Edit...

This sewvice is usedin assemblies or is performed by a subcontractor or partner

Description Rate 55.00

Plumbing repairs and maintenance Tax Code LBR -

Account | Construction In... =

How can | set rates by customers or employees?

O x

Cancel
Notes
Custom Fields

Spelling

ltem is inactive

A sale to a customer using an
invoice creates an Accounts
Receivable, a debt that
particular customer owes your
business. That debt,
represented by the invoice, is
paid by creating a Customer

Receive Payments

Payment transaction in
QuickBooks.

In the top third of the window,

MEND Save & Close |

Wain Reports Payments oA
«» B R @B = 0 ® B
Find New Delste Print  Email  Attach Un-Apply Discounts And r
- T File Customer/invoice Payment Credits Adé
Customer Payment
EIVED FROM  Allard, RobertRemo... ~
BEEE & w
MOUNT 14,000.00 =T
CASH CHECK &-CHECK
. DEBIT
DATE  112M15/2018 i) b
CHECK = Where does this payment go?
J i DATE MUMBER ORIG. AMT. AMT. DUE EN
» 09M2/20.. 1058 j 14,510.00 14,510.00 14,000.00
Totals 14,510.00 14,510.00 14,000.00
UNDERPAYMENT AMOUNTS FOR SELECTED INVOICES
$510.00.
WHEN FINISHED: AMOUNT DUE 14.510.00
HIS AS AN UNDERREYMENT APFLIED
o 14,000.00
' WRITE OFF THE EXTRA AMOUNT
GUNT AND CREDITS
APPLIED 0.00

VIEW CUSTOMER CONTACT INFORMATION

Save & New

marked as 1, fill out the customer name, date and amount of the payment and so on.

| Clear

In the middle third, marked as 2, QuickBooks will display all open invoices for this customer. Be
sure the correct invoice is selected. QuickBooks will, by default, select the oldest invoice,
assuming there are several, as the one being paid. If all the payment amount is not used up

paying the oldest invoice, it will apply to the second oldest invoice and so on until the payment

has been fully applied.
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Change the checkmarks in the left-hand column if necessary to apply the payment to the
correct invoice.

The bottom third of the window, on the left side, will be blank if the payment amount and the
invoice amount are exactly the same. It is this area that QuickBooks uses to ask what should be
done with overpayments or underpayments.

In the screenshot, the payment is short of the full invoice amount. We’ll leave the remaining
balance in QuickBooks as still due from the customer. If the underpayment were only a few
cents, we would choose the Write off option to avoid carrying a tiny balance due from this
customer indefinitely.

Payments to Deposit

Deposits are separate transactions than

SELECTVIEW
payments' By default, QuickBookS View payment method type Al ypes v | Whatare payment method views?

Sort payments by Payment Method v

posts all customer payments to a

SELECT PAYMENTS TO DEPOSIT

temporary account named

S ipate TIME TYPE ) PAYMENT METHOD  } NAME AMOUNT

UndepOSIted Funds' Then, When the 1211512018 PHT Cash Roche, Diarmuid.Garage .. 440.00
Make Deposits command iS accessed’ 12142018 PMT 986 Check Jacobsen, DougKitchen 2,000.00

121512018 PMT Check Violette, Mike:Workshop 473223
QuiCkBOOkS presents the user with a 1211512018 PHT Check Ecker Designs Office Rep..  1,000.00
. . . 120152018 PMT Check Cook, Brian 775469
IISt Of payments In thls tempora ry 1211512018 PMT 78657 Check Pretell Real Estate: 155 W.. 5,100.00
accou nt e} they can be Selected and 1211512018 PUT 939 Check Abercrombie, Kristy:Kitchen 1,000.00

deposited to the bank account.

— V"\t’ *'--r oy r’-‘-'\ ., P i

Make Deposits
@ Previous ® Net [ Save &) Print | &8 Payments History [ Journal | d Attach

Once the payments to be

DepositTe CashinTriC.. = Date 121152018 i  Memo |Depnsit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

deposited are selected,
usually that would be all

payments in th|s Window’ Roche, Diarmuid-Garage repairs  Undeposited Funds Cash 440.00
Jacobsen, Doug:Kitchen Undeposited Funds 986 Check 2,000.00
the actual deposit window Violette, Mike:Warkshop Undeposited Funds Check 473223
Ecker Designs:Office Repairs Undeposited Funds Check 1,000.00
dlsplays. Cook, Brian Undeposited Funds Check 7,754 69
Pretell Real Estate: 155 Wilks Blvd. Undeposited Funds 78657 Check 5,100.00
Abercrombie, KristyKitchen Undeposited Funds 989 Check 1,000.00
This allows you to record
individual payments from
Deposit Subtotal 2202692

customers, yet create a

o5k SOy Gl LR amOUT o 1 LI Bty B e amri
bank deposit from several

of those payments so that the deposit amount in QuickBooks matches what will show on the
bank statement.
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Chapter 8 — Entering and Paying Bills

For the most part, bills create
expenses in QuickBooks just like
checks do. The difference is that
creating a check transaction is a
one-step process that adds to
expense and subtracts from the
bank account.

Entering a bill also creates an
expense, but it does not affect
the bank account. Instead, in an
account named Accounts
Payable, QuickBooks tracks the
money that we owe that
particular vendor for the expense.

o] Enter Bills
Main Reports
e B B XBoweeow & § B & B B &
Find New Save Delete aMamnmze Print Aftach Select  Enter Clear  Recalculate Pay
o File PO Time: Splits Bill
@ Bil ) Credt « Bil Received
LI il Advertising ~| b 12115/2018 &
REF. N 465476
ADDRESS Willis Advertising
AMOUNT DUE |1,500.00
BILLDUE 1202512018 B
TERME -
Expenses $1,500.00 ltems $0.00
Printing and Reproduction 1,450.00
Freight Expense 50.00
Save & Close | Save & New | Revert

na
w

When it comes time to pay the vendor, we don’t re-create the expense; that would double the

amount claimed for that
particular expense on financial
reports. Instead we Pay Bills.

= Pay Bills = O
SELECTBILLS TO BE PAID
) Due on or before
Show bills
® Show all bills Filter By =
SortBy  vendor hd
B i paTEDUE ENDOR DATE | AMT. DUE DISC. USED CREDITS USED .70
™ 1202012019 Vu Contracting 1,250.00 0.00 0.00 0.00 &
[T 0111/2020 Washuta & Son 600.00 0.00 0.00 0.00
122912019 Whii [d-RuT — RO il S w 000
ﬂ [+ . 12/25/2018 Willis Advertising 465476 1,500.00 0.00 0.00 1,500 ;
T — o 0.00 1,500.00
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Willis Advertising Terms Number of Credits 0
Bill Ref. Mo. 465476 Suga. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Methed ©Tob ted Account
1211512018 [ Check - © e printed Cash in Tri Counties Bank -
® Assign check number Ending Balance 36.597.29
\ Pay Selected Bills | Ccancel

Tame the Accounting Beast with QuickBooks
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Then, QuickBooks creates the check to pay the vendor without duplicating the expense we
created when we entered the bill in the first place.

Bill Payments(Check) - Cash in Tri Counties Bank

Main Reports -
@« P B B 8 Bomes ) & I Pmtistc
Find New Save Delste orize Print Online Bank Pmt Aftach
i T File
L SN[ = <1 in Tri Counties Bani ~| ERONGEALACE 36 597 90 )
NO. ToFrnt ‘
DTE (13ME2018 @ &
PAY TO THE ORDER OF Willis Advertising v 3 1,500.00 ) J
e e el el e e i s e |
Willis Advertising i J
ADDRESS E
-
BILLS PAID IN THIS TRANSACTION: S
w 1225/20... Willis Adverlising 465476 1,500.00  1,500.00 1,500.00 r
R I s S0 S S NP S S 4,)

One would choose to enter bills rather than checks when:

e [t was important the expense show in the month it was incurred, even if it is paid in a
later month.

e An accurate record of all vendor invoices is wanted. A manager can get a list of all
outstanding vendor obligations at any time by simply selecting the right report in
QuickBooks.

Section 9 - 1099s

QuickBooks will only create the 1099MISC form. If another type of 1099 is needed, which is
rare, it will have to be created outside QuickBooks.

A wizard has taken much of the setup work out of preparing 1099s. Simply access the wizard by

navigating to Vendors->Print/E-File 1099s->1099 Wizard.

If you don’t see the 1099 section on your Vendor dropdown menu, the preference is probably

turned off. In this case, navigate to Edit->Preferences->Tax:1099->Company Preferences.

At the question “Do you file 1099MISC forms?”, be sure Yes is selected.

Tame the Accounting Beast with QuickBooks
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Section 10 - Sales Tax

Two lists create the information QuickBooks needs to handle sales tax. On the item list, we
create Sales Tax Items.

= Edit ltem - 0O %

. Usetocalculate a single sales tax at a specific rate

that you pay to a single tax agency. cancel

Notes
Sales Tax Mame

[Tutare City Sales Tax Spelling

Description Item is inactive
Tulare City Sales Tax

Tax Rate (%) TaxAgency (vendor that you collect for)
8.5% | State Board of Equalization -

The sales tax item tells QuickBooks what rate to charge.

Sales Tax Code List

Taxable Sales
GOV Government
LBR Labor
Mon Mon-Taxable Sales
There is also a list for Sales Tax Codes. our _fouto state
RES Resale
The sales tax code tells QuickBooks whether SRS ERECOIERIN] | Activities |v ]| Reports | v

or not an item is taxable. You can set up additional codes to categorize nontaxable sales into

groups based on why they are not taxable. You can see those additional codes in the screenshot
above.

Customers can be assigned sales tax items if you have customers that fall into different sales tax
jurisdictions. They can also be assigned a sales tax code. This would allow you to mark certain
customers as wholesale or resale, not subject to sales tax.

Iltems can be assigned a sales tax code. For instance, service items would be assigned a

nontaxable code. Most inventory or non-inventory items would be taxable if you are selling to
the end user.

Tame the Accounting Beast with QuickBooks 13



Section 11 - Payroll

When we begin using payroll in QuickBooks, Payroll Setup will walk us through the initial steps
to start using this function. A small book could be written just about the different things that
can be done with the payroll function.

Some things to keep in mind:

Payroll Items. There are several steps to creating new payroll items. Be conscious what type of
item you are creating. Is it a deduction from pay? An addition? Does it affect the payroll taxes
subtracted from an employee’s wages?

Yearly Edit payroll item (Deduction:Simple IRA Deduction)

LEEL Tax tracking type
Yearly
T} The tax tracking type determines how the payroll item appears on tax forms. Be sure to choose
Hourly| the correct tax tracking type to ensure that your forms are correct.
Hourly] S MPLE IRA -
Hourly! - . . .
Used for employee contributions to Simple IRAplans. This tax tracking
Bonusg| ° type is associated with employee deductions. You maintain annual limits.
Additia Effect on Federal forms listed
940 Included in wanes fline 3% 941 or 944- Redures wanes line 23 ar (line 1%
Additic
Dedug
Dedud 4667
t Dedud]
Comp
re... Feder. b3
Federg a
Federal Tax Federal Great Statewide Bank 00-7904153
Federal Tax 1.45% Comp. Medicare Great Statewide Bank 00-7904153

The Tax Tracking window may be the most important step in the process of setting up a new
payroll item. Get help if you are unsure. The setting here will influence what taxes are affected,
how wages show on payroll reports, what information will populate the W2, etc.

Fortunately, QuickBooks gives us a list of tax tracking types to choose from. Often we just need
to know which selection to choose.

Following the tax tracking type screen is one allowing the user to decide on their own what
taxes should be affected. If you choose the correct tax tracking type, you should not have to tell
QuickBooks which taxes to affect.
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Employee Center: Dan T Miller

P&l NewEmployee.. [} Wanage Employee Information ¥ & Print v () EnterTime + Excel v [ Word v

Employee Information & ¢ ..

=

Active Employees ¢ ¥
New employees are Fullizm - Dan T. Miller Main Phone 555-2601
H NAME ATTA Address Dan Miller .
Setup n the Employee - 195 Spruce Ave, #202 REPORTS FOR THIS EMPLOYEE
LRy Bayshore, CA4325
Center. Elizabeth N. Mason QuickReport
Greqq O. Schneider Map | Directions Payrall Summary
Wichael Wilhite Paid Time Off Report

Payroll Transaction Detail

Display Mandatory Labor
Law Poster

Over the list of employee names in the above screenshot, notice the three tabs, Employees,
Transactions, and Payroll. Work on employee files is done on the Employees tab. On the Payroll
tab, which opens the Payroll Center, is where most of the work of payroll is done.

Employee Center: Payroll Center

&4 My Payroll Service E,T\meTracklng @ Payroll Updates E, Payroll ltems @ Hiring Ferms %’ Payroll Setup ,@ Preferences @ Support @ Help

Transactions Payroll (0 PayEmployees  ([)» Pay Liabilities File Forms )
A

— —
SUBSCRIFTION STATUSES Pay Taxes & Other Liabilities
# | DUE DATE STATUS PAYMENT METHOD PERIOD AMOUNT DUE
" Sample Account 01/20M19 5Weeks Health Insurance
0143119 6 Weeks
. 0142119 6Weeks 100.00
% Free Payroll Support
Total Selected ltems:0.00 View/Pay
Payment History
4 December 2013 » All Payments E-Payments
.. DATE TYFE
. -1 07/07i2018 |Check Cnmp\ete 348 06/30/2018 |Employme__ |CA- DISahH CashinTri 424 67 L
5.6 7 8 07/07i2018 |Check Cnmp\ete 06/30/2018 |Great State | Advance Ea_|Cashin Tri 313766
o ' u“ LW —»\__jfny' ST 04218 He"‘ #50

Notice the three tabs, one for creating payroll checks, one for paying the liabilities that result
from the paycheck deductions and other employer taxes, and the third tab for creating payroll tax
forms.

If payroll setup is done completely and correctly, the liabilities due from the paychecks you
create will be computed by QuickBooks. They are then shown here, on the Pay Liabilities tab.
The due date is shown. All one needs to do is select which payroll tax liability they want to pay
and click the View/Pay button. The check, all filled out, will then appear ready to save and either
print or send electronically.

Tame the Accounting Beast with QuickBooks 15



