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HOW TO USE THIS GUID E

These reference materials are designed to complement the information presented by the instructor and to
act as a stand-alone training guide.
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INTRODUCTION

Learn how other accounting professionals say they can save upto 4 hours' when c¢cl eaning up a cl
data file by using the Client Data Review (CDR) feature in QuickBooks Premier Accountant 2010. In this

course,y oud 1 | di scover how I ntuit has taken this feature t
productive! Learn about the 4 new tools as well as existing tools in Client Data Review that can help you
guickly and easily find and fix mistakes in your <clienf

CDR can help reduce non-billable time. Becoming more productive and efficient can streamline your
guarterly reviews and/or year-end procedures to meet deadlines in a more timely fashion. Your clients
can benefit from these improvements resulting in an increase in client satisfaction, referrals, and
profitability.

LEARNING OBJECTIVES:
After attending this course, you will be able to utilize the Client Data Review to:

e Troubleshoot General Ledger account balances i including the new tool to Reclassify
transactions

e Identify and monitor client changes to QuickBooks lists
e Resolve openitems in A/R and A/P i including the new tool to write off invoices in batch

e Target errors in sales and payroll tax accounts i including the new tool to fix incorrectly recorded
sales taxes

e Troubleshoot inventory with new tools, including a screen to quickly identify negative inventory
situations

e Document and manage tasks all from one window

1 Customers who have tried Cbd#port an average savings of 4 hours per. QigickBooks Accountant Edition 2009 Market Assessment Study,
ResearchLink Partners, January ZDiiekBooks Accountant Edition 2009 Market Assessment Study, ResearchLink Partners, January 2009




SaveuptoFourHoukst i | i zing I ntuitds Client Data Re:




SaveuptoFourHoukst i | i zing I ntuitds Client Data Re:

CLIENT DATA REVIEW (CDR)

The Client Data Review feature is included in QuickBooks Premier Accountant 2010 and 2009 and
QuickBooks Enterprise Accountant 10.0 and 9.0. The purpose of the Client Data Review is to help you
find and clean up data entry errors made by your clients in QuickBooks without having to search for them
manually.

Another time-saving benefit of the Client Data Review can be to reduce the amount of time it takes for
you to propose for a new client engagement. Upon an initial sales meeting with a prospect, you will be
able to run this review on the data file and review at a high level the errors in the QuickBooks file. This will
enable you to give a better initial time budget for the job. Alternatively, if you are proposing on a fixed fee
engagement, this tool can hopefully reduce the hours you will need for the job and generate a more
profitable data file cleanup engagement! Additionally, you can create standardized processes within your
firm for working with clients to help improve your efficiency and productivity.

NOTE: Controllers or internal accountants may also use Client Data Review for their own company to clean up
the data file periodically.

Al ways create a backup of your c-endeleanup.The graferradfileef or e y o
type for this is the .QBB file. To create this type of file Select File, Save Copy, or Backup and follow the
instructions on each screen prompting you where to save the backup data file.

NOTE: Have you asked your client what frequency and method there using for backing up their
QuickBooks data? Make this part of your yeaend planning session. Also make sure they periodically test
their backups to ensure they restore correctly.

PRELIMINARY CONSIDERA TIONS BEFORE USING C DR
If you are goingtobemaki ng changes to your clientés dat a, it is re

changes. I f you use the Accountantds Co2plpantd208% ure i n QI
your changes will be tracked and documented for you and your client to print. Your client will have the
opportunity to accept them when you give them the Accol
datafilee Anot her way to track the changes you make to your
of your credteeamExi@raal Accolintant role for you in their data file. In QuickBooks Premier

Accountant 2010 and 2009, the External Accountant user allows the Accountant access to all areas of

QuickBooks similar to the Administrator role. In the past, in order to get Administrator level access, the

Accountant would have to sign in as the Administrator on the file. The downfall of signing in as the

Admini strator is that any changes that the Accountant |
the QuickBooks file. Now with the External Accountant user, the Accountant has access to all sensitive

accounting activities and information in the QuickBooks data file without needing to be logged in as the

Administrator.

NOTE: The only limitations for the External Accourtant user role are that you are unable to add, edit or delete
existing users of the QuickBooks file and you cannot view custontesredit card information.
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The Administrator of the QuickBooks data file is the only person who can create an External Accountant
User in the QuickBooks file. Once created, the Accountant should always log on with their own login to
perform their accounting tasks in the QuickBooks file. This enables any changes made by the Accountant
in the QuickBooks file to be tracked separately. The External Accountant should be the only one allowed
to have this user role in QuickBooks since it has Administrator-level access to the QuickBooks file.

NOTE: You are able to log in as the External Accountant in QuickBooks Premier Accounta2®10 and2009
as well as QuickBooks Pro and Premidtditions, as long as the Administrator creates this user role for you in
their company file.

NOTE: In QuickBooks Pro 2010 and 2009, you can log in as the External Accountant user and access Client
Data Reviewfrom the Company menu. However, only the features in Client Data Review for 2009 are
available. You will not have access to the new features and toioisoduced in 2010.

TIP: When creating an External Accountant user, you might want to create it by usitige same login
information (i.e., User Name and Password) for all your client files. Then you will not need to keep a list with
numerous client logins. Instead, you can use the same login for every file.

To set up an External Accountant User (by the Administrator):
1. On the Company menu, select Set Up Users and Passwords.
2. Select Set Up Users.

3. ClickAdd User é

i User List |£|1
Bdmin (oaged on) | | AddUser...
Set the dosing date:

5 J

Re:
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4. Enter User Name and Password for the Accountant.

nt ui

t s

.

Set up user password and access

User Name and Password

g‘ﬁ Provide a name and an optional password for this user.

User Mame: Michelle Long
Password:

Confirm Passward:

Explain

[ Add this user to my QuickBooks license.

Back Einish Help

Cancel

5. Select External Accountant access for the Accountant.

o

Set up user password and access

) All areas of QuiddBooks

() Selected areas of QuickBooks
{ou will make the selections in the screens that follow)
(@ External Accountant

{Access to all areas of QuickBooks except sensitive customer data, such as
credit card numbers)

Back ] [ Mext Finish Help ] ’ Cancel

Cl

ent

Dat a

Re:
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6. Select Yes to give the Accountant access to all areas of QuickBooks.

=

Warning

Are you sure you want to give Michelle Long access to all areas of QuickBooks, except
I %, customer credit card numbers?

=] [

t s

Cl

ent

7. Review the access rights and select Finish to finalize the setup for the External Accountant.

=

Set up user password and access |_

Access for user: Michelle Long

W
Qﬁ‘g\ This user will be an External Accountant and have access to all areas of
Q&;’@ﬂf QuickBooks except sensitive customer data, such as credit card
* numbers, Click the Finish button to set up the user.

Back Mext Help ] [ Cancel

Dat a

10

Re:
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To open Client Data Review, select Client Data Review on the Accountant menu. Alternatively, there is
an icon at the top of the screen in QuickBooks Premier Accountant 2010 and 2009 for the Client Data
Review for easy access. Upon opening Client Data Review, you are prompted with the following message
if there is no External Accountant created in the QuickBooks file:

-
Set Up an External Accountant User =5 )

5 External Accountant is a spedal type of user, Learn More

If you create an External Accountant user and then log in as that user,
you can:

* Separate the changes you make in the data file from the changes
your dient makes

+ Use the Client Data Review tool more efficdenty

+ Access all areas of QuickBooks except sensitive customer data

+ Access Client Data Review tools in QuickBooks Pro and QuickBooks
Premier

Only Admin can create an External Accountant user, and only in a regular
company file (. gbw).

Do you want to create a new user now?

Click Yes to create an External Accountant user now.
Click Mo to proceed to Client Data Review with your current login.

[ Don't show this again

[ [ ®

It is important to log in to QuickBooks with your own user login with External Accountant rights attached to
it so that your changes are tracked separately. If there is an External Accountant already created in the
QuickBooks file, but you log in as the Admin or any other user and are attempting to open the Client Data
Review, the following message will appear:

-
External Accountant User Exists |_

g, You are not logged in as an External Accountant even though one exists
| for this company file. Learn Mare

If you log off and log in again as the External Accountant, you can:
* Separate the chanages you make in the data file from the changes
your dient makes
* Use the Client Data Review tool more efficiently
+ Access all areas of QuickBooks except sensitive customer data

Click OK to proceed to Client Data Review with your current login.
Click Cancel so you can logoff and then log in as an External Accountant.

[7] Don't show this again

CK ] [ Cancel

Once logged in as the External Accountant, start the Client Data Review session again.

11
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NOTE: The Administrator, External Accountant, and users with full acess rights in QuickBooks are allowed
to use Client Data Review. However, when it comes to making changes, especially to preferences, they will be
limited by their user access level.

To start the review, you will be asked to pick the date range for the review.

=)

Client Data Review - Start Review

The Client Data Review tool streamlines your dient file deanup tasks. To begin, specify the date range and

clie“t Data basis for the review.
Review

Review Date Range

QuickBooks

Accountant
Edition

Dates | custom « || From the first day through the last day of last fiscal year.

Erom | gi/o1/2007 [@] T | 12/31/2007 [&]

Review Basis Task Notes
@ Accrual (7) Cash [7] keep task notes from previous review

(| start Review Dl Cancel H Help

You can choose which basis you want to complete your review with i Cash or Accrual. Once selected,
choose Start Review.

12
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Customizing Your Review

Once Client Data Review is opened, you can customize the screen to reflect the amount of work that you
want to be completed through this tool. If there are certain areas that are not applicable to the client you
are working on, you can remove them from being shown on the screen. These features are especially
important when assigning staff to complete the review. By utilizing these features, you can streamline
staff time to keep theirnon-bi I | abl e ti me #fAhunting and peckingo

NOTE: The Client Data Review window only displays line items that are applicable for each client file. For
example, if the Sales Tax preference is turned off in the file, then the Sales Tax section in the Client Data
Review is not displayed.

Data Re)

throug

=
.CIientData Review [= =[]
Client Data Review Howr this works
Saziz: Accrual  Rewiew Perod: Custom (01,01,,2008 - 12,31,,2008) (Modify Review Logged in 25 Michelle Long [ Ext Acct)
@ - Client Data Review tool, not awailable outside C@ Customize Cleanup Tasks Edit
[ - ] Account Balances This is where you document your
review notes.

Cleanup Tasks
Q Troubleshook Prior Account Balances Mok Started = ‘j’
3 Reclassify Transactions Mok Started qf”

COpen Working Trial Balance Mot Started W Ffl”
[+] Review List Changes |
[+] Accounts Receivable |
[+] Accounts Payable |
[+] Sales Tax |
[+] Inventory |
[+] Payroll |
[+] Bank Reconciliation |
[+] Miscellaneous | il
[ Print ][ Save as POF | [ udit Trail of Review | [ Mark Review Complete | [ cose |

Modify Review i The dates and the basis selected on the opening screen for the review are shown here.
If the dates are incorrect, choose Modify Review and select the dates and basis you would prefer.
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Customize Cleanup Tools i You can customize which tasks are displayed on the screen by selecting
the link Customize Cleanup Tasks. This allows you to customize the tools for each client based on their
business and the needs for each client.

F- | 57

Client Data Review - Customize |

Check all Categories or Tasks you wish to see in the Client Data Review

Categories,Task
Account Balances | =
Troubleshoot Prior Account Balances |
Redassify Transactions e
Open Warking Trial Balance
Review List Changes
Chart of Accounts
Items
Fixed Asset Items
Payroll Items
Review Item Setup
Customers
Vendars
Accounts Receivable
Fix Unapplied Customer Payments and Credits
Clear Up Undeposited Funds Account
Review AR Aging Summary Report
Write Off Invoices
Accounts Payable
Fix Unapplied Yendor Payments and Credits
Evaluate and Correct 1099 Account Mapping
Review Unpaid Bills Report
Sales Tax
Fix Incorrectly Paid Sales Tax
Adjust Sales Tax Payable
Manage Sales Tax
Pay Sales Tax
Sales Tax Preferences
Inventory
Review Inventory Setup
Compare Balance Sheet and Inventory Valuation
Troubleshoot Inventory
Adjust Inventory QuantityValue On Hand
Payroll
Find Incorrecty Paid Payrall Liabilities
Review Payroll Liabilities

By oy B oy B e B e R R R e R R R e e R R R R R R R R R A

Restore Defaults ] ’ Save Changes ] ’ Cancel l ’ Help

You can select or deselect each task that is applicable to the engagement by clicking on the line item.
When finished, click Save Changes. Afterward, the Client Data Review window changes to only show the
tasks you selected. If you would like to put all the tasks back on a future engagement, you can choose to
Restore Defaults on this screen.

14
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Client Data Review (Wrench) Icon i The Client Data Review lists various activities and reports you can
perform while reviewing and cleaning up the QuickBooks file. However, only tasks that have the Client
Data Review icon in front of them are supported by Client Data Review. All other tasks (without an icon)
are listed there for convenience only (which can be customized as discussed above) so you can keep
track of the activities to be completed for a particular client and be able to access other areas of
QuickBooks directly from the Client Data Review Center instead of accessing them via different menus in

QuickBooks.

Documenting and Managing the Review

Status Column i This feature enables any person working on this data file to see where you or the last
person working on it left off, or it can enable work to be split up between staff people. If a task is not
applicable, that status can be chosen to let everyone know not to spend time working on that line item.

@ Client Data Review E=R[ECR =

Client Data Review
Sasiz: Accrual  Review Perod:  Last Fiscal Wear (01012007 - 12/31-2007) Madify Review

~
Customize Cleanup Tasks [

[ - ] Account Balances

Skatus Task Motes

Mot Started ,’f
Mok Starked X
In Progress Dr
Campleted
Mot Applicable

Print ] [ Save as POF [ Mark Review Lomplete ] [ Close ]

Cleanup Tasks
Q Troubleshook Account Balances

Cpen Working Trial Balance

Dat a

15

Re:
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Cl

ent

Task Notes i You can leave Task Notes next to each item so each person working on the file has
specific instruction on what to do with each line item. To leave a note, click on the icon for Task Notes

next to the applicable line item to open the Task Notes window.

Task Notes

[ [seare with this Task Firsc =

Save Cancsl

Enter in the note and choose Save.

Review Notes T When the Supervisor or Partner reviews the work of their staff, Review Notes can be left
for items that need to be resolved before completing the Review. In the Review Notes section, choose

Edit and enter in the applicable review notes. When finished, click Save.

0 Client Data Review

fe= =

Review Notes
Q Complete each line item that has a wrench

next to it to clean up the client's data
file.

Save Cancel

|

Dat a

16

Re:
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To print or save all the tasks to be completed, choose either Print or Save as PDF at the bottom of the
window. This will provide a listing of all the Notes, Review Notes, and Tasks for the review to be saved for
your workpaper file.

Client Data Review for Rock Castle Construction Page 1 of 1

Rock Castle Construction

Review Period: Last Fiscal Year Date Printed: 08/14/2008
Dates: 01/01/2007 - 12/31/2007 Basis: Accrual

Review Notes:

Complete each line item that has a wrench next to it to clean up the client's data
file.
Cleanup Tasks Status Task Notes
Account Balances
Troubleshoot Account Balances Not Started Start with this Task First
Open Working Trial Balance Not Started
Review List Changes
Chart of Accounts Not Started
ltems Not Started
Payroll Items Not Started
Fixed Asset Items Not Started
Customers Not Started
Vendors Not Started

Accounts Receivable
Fix Unapplied Customer Payments and Credits Not Started

Clear-up Undeposited Funds Account Not Started

Review AR Aging Detail Report Not Started
Accounts Payable

Fix Unapplied Vendor Payments and Credits Not Started

Evaluate and Correct 1099 Account Mapping Not Started

Review AP Aging Detail Report Not Started
Sales Tax

Find Incorrectly Paid Sales Tax Not Started

Adjust Sales Tax Payable Not Started
Inventory

Adjust Inventory Quantity/\Value On Hand Not Started
Payroll

Find Incorrectly Paid Payroll Liabilities Not Started

Run Payroll Checkup Not Started

Review Employee Default Settings Not Started

Enter After-The-Fact Payroll Not Started
Bank Reconciliation

Reconcile Accounts Not Started

Locate Discrepancies in Bank Reconciliation Not Started

Review Missing Checks Not Started
Miscellaneous

Set Closing Date and Password Not Started

Review QB Preferences Not Started

17
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CLIENT DATA REVIEW A CTIVITIES

The Client Data Review is intended to give you a head start on the tasks to be completed and save you
time during a QuickBooks cleanup engagement. Many of the most time-consuming tasks are included in
this tool to resolve in one area enabling you to make mass changes in the QuickBooks file without having
to go through transactions one by one to change them. Keep in mind, though, that there may still be tasks
remaining that the tool does not encompass.

ACCOUNT BALANCES

Here you can review opening balances and make journal entries into the QuickBooks file as well as
quickly reclassify transactions or assign classes in batch.

| = | Account Balances

Cleanup Tasks Status Task Motes

Q Troubleshaaok Prior &ccount Balances Mot Starked j?
Q Reclassify Transactions Mot Starked f
Cpen Wiorking Trial Balance Mot Starked - j?

CDR Tool d Troubleshoot Prior Account Balances

How many times have you performed a review of a
balances in a client's books for the review period are different from the balances according to the
accountant's records for the previous period? Perhaps the client voided a check from the prior year,
entered or deleted transactions after you completed the tax return, or merged accounts or items (which is
harder to locate) without realizing that they were changing the year-end balances.

Somehow, changes have been made to the prior year balances and you need to determine which
account balances changed and make the necessary adjustments. Previously, you might have used an
Excel spreadsheet or manually compared balances to determine which accounts had changed. This
could be time-consuming and sometimes difficult.

In Client Data Review, the Troubleshoot Prior Account Balances tool displays the differences in
balances and suggests adjusting entries to correct the opening balances. This tool can save accounting
professionals hours and hours of time (often not all billable time), making you and your practice more
profitable.

For the first review that you perform with this feature, there are no Balances in Accountant's Records for a
prior review period. You must enter these balances (manually or with the new Copy Tool as discussed
below) with information that you have from the tax return or financial statements. After the first review, the
balances are saved when you complete the review. From the second review forward, you will not have to
enter any balances manually. After the balances are entered, either manually or automatically, the rest of
the process is the same.

Dat a

c |

19
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1. Enter the prior transaction period dates.

Enter the From and To dates and the Basis for the PRIOR review period in the boxes at the top
of the window. The prior review period usually ends one day before the current review period
starts. The length of the prior review period does not have to be the same length as the current
period (i.e., the last review may have been for a year and now the review is for a quarter).

The correct dates for the prior period are shown in this window by default. For example, if the
Review is set from 1/1/2009 to 12/31/2009, this window would have the following dates i from
1/1/2008 to 12/31/2008. The rule is the To date on the Troubleshoot Account Balances window is
one day before the From date of the Reviewing period.

2. Enter or view balances.

The accounts are listed from the current chart of accounts. For each account with a balance,
enter the amount from the prior review in either the debit or credit column, as appropriate.
Inactive accounts willbenote d wi t h t he Ai nactiveo in

word fi parenth

For the first review done with this tool, you can either enter the balances manually or click to
Copy Balances from the Client's File columns into the Balances in Accountant's Records
columns. The tool prompts you about copying the balances, and you only have to click Yes after
message appears.

NOTE: If you let the tool copy the balances, it is very important to verify the prior balances and correct any

which do not match your records! Usig the Copy tool to automaticallyifl in the prior balancessaves time and
increases your efficiency.n many cases, only a few of the balances fr
previous period are different réisaconsiderae timadavdngiomos i n t he
entering them manually. There is also the advantage of reducing potential data entry errors by not typing

information that is available electronically.

Prior Review PEriod@m leDlj‘ZUUS To 12,’311‘2008 Bagis |Accrual v)

Differences shown below may be due to changed transactions, list changes that affected accounts, or unentered transactions.

Tips for entering balance( Copy Balances ) C' in A 's d >

View Changed Transactions | ‘

Wiew List Changes

Balances in Client's File

How this works

Difference

Account | Debit | Credit |

Debit |

Credit

Debit

| Credit

ASSETS Put|Prior Balances Here

Money Market

Checking

Savings

Cash Expenditures

Barter Account (inactive)

Accounts Receivable

Tools & Equipment

Inventory Asset

Employee Loans

Retainage

Undeposited Funds

Land

Buildings

Trucks

Trucks:Depredation {inactive)

Computers

Furniture

Accumulated Deprediation

Pre-paid Insurance
LIABILITIES

Accounts Payable

QuickBooks Credit Card

Caloil Card

TEST

Direct Deposit Liabilities

71,896.50
13,783.51
0.00

0.00
97,071.90
5,000.00
23,206.27
62.00
2,461.80
60,697.22
50,000.00
325,000.00
78,352.91
0.00
28,501.00
7,325.00

1,041.85

121,887.78

67,072.04
82.00
5,080.62

[TOTAL 0.00 0.00

925,817.50

925,817.50

Only show accounts with different balances
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If you have completed a review with this tool for the prior period, both sets of balances display
automatically. There is no automatic display of the Last Review Balances until at least one set of
prior balances has been entered manually.

Examine any differences.
After both balances are entered, the difference columns are filled in automatically.

To view only the accounts with differences, check the Only show accounts with different
balances box at the bottom of the window, or use the Alt-N shortcut (as shown in the screen shot
below).

QuickZoom is available for all transaction in the QuickBooks and the Difference columns.
QuickZoom brings up the Transactions by Account report for the selected account. QuickZoom
on the amount in the Difference column to bring up a report that lists only the transactions that
caused this difference (i.e., transactions that were dated in the prior period but modified in the
current reviewing period), but not ALL transactions.

Dat a
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The View Changed Transactions button brings up the Changed Transaction Report. If any
account is selected, this button brings up the same report as a QuickZoom to the amount in the
Difference column for the same account. If nothing is selected or a header, such as Assets or
Income, is selected, this button brings up a report that shows all transactions that caused balance

differences for all accounts.

The View List Changes button brings up the Review List Changes window. For more
information on this tool, see Review List Changes section. If any account is selected, it would say
that there were list changes for this account or that the list changes did not affect this account. If

nothing is selected, it would say, f#fsince
are shown. o
— ——
Prior Review Period: From |01/01/2008 To | 12/31f2008 Bagis |Accrual = q_\«'i_ew Changed Transactions Jx View List Changes D
Differences shown below may be due to changed transactions, list changes that affected accounts, or unentered transactions. How this works
Tips for entering balances Bal, in A ant's R d Bal, in Client's File (_ Difference )
Account Dehit [ Credit Dehit [ Credit [ Dehit [ Credit
ASSETS o
Money Market
Checking 71,896.50 73,739.02 1,842.52
Savings 13,783.51 13,783.51
Cash Expenditures 0.00 0.00
Barter Account (inactive) 0.00 0.00
1200 - Accounts Receivable 97,071.50 97,546.00 474.10
Tools & Equipment 5,000.00 5,000.00
1120 - Inventory Asset 23,208.27 23,206.27
Employee Loans 62,00 62,00
1350 - Retainage 2,461.80 2,461.80
1400 * Undeposited Funds 60,697.22 60,697.22
Land 90,000.00 90,000.00
Buildings 325,000,00 325,000.00
1500 - Trucks 78,352.91 78,352.91
1500 - Trucks: 1520 - Depredation {inacti... 0.00 0.00
Computers 28,501.00 28,501.00
Furniture 7,325.00 7,325.00
Accumulated Deprediation 121,887.78 121,887.78
Pre-paid Insurance 1,041.85 1,041.85
LIAEILITIES
2000 - Accounts Payable 67,072.04 67,072.04
QuickBooks Credit Card 32,00 2,00
2050 - Caloil Card 5,080.62 5,080.62
TEST
2111 - Direct Deposit Liabilities =
TOTAL 925,817.50 925,817.50 926,291.60 926,291.60 2,316.62 2,316.62 |
@Ogly show accounts with different balances) ( View Suggested Adjustments Dl Close I
—_ — = — — — —

The Difference columns in the Troubleshoot Account Balances tool in Client Data Review shows the
total of the differences between the Balances in Accountant's Records and the Balances in Client's File by
account. You can QuickZoom on an entry in the difference column to see all the transactions for an
account or click the View Changed Transactions button. Again, the report will not show all transactions

but only those that caused the difference (see comments above).

4. Correct the balances.

If you have corrected any of the underlying transactions and the balances agree, the Difference
columns no longer show a balance for that account. If there are remaining balances in the
Differences columns, you can create an adjusting entry to correct the differences. Click the View
Suggested Adjustment button to see an adjusting entry that contains line items for each entry in

the Differences columns.

Dat a
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NOTE: You can make more than one adjusting entry tworrectthe balances. If you make an adjusting entry

After selecting View Suggested Adjustments, QuickBooks opens the Make Journal Entries

Save up to Four Houkst 1 | i
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Dat a

window. The Adjusting Entry box is checked with the journal entry date being the ending date of

the prior period. Note that in this example, part of the adjustment is to Accounts Receivable.
cust ombBJ

Therefore,

Customer.

0

Save & Close.

After saving the adjusting entry, you can reverse the entry to bring it into the current period.

you

Once

need to

you have

Usually, you want to reverse the entry.

enter a

revi

e

we d

t he

n

t hi

adjust ment

that adjusts some of the balances, the Difference columns are empty for the accounts covered in that entry.
You can make another adjusting entry for the rest of the accounts. You must make multiple adjusting entries if
there are balance differences in botA/R and A/P. Additionally, you should determine the actual customer or
vendor balances to adjust to ensure the detail account balances are accurate.

& previeus B Next [l Save @ Print... ‘ %,_ Find Eth History I'# Reverse Reports - | @ Attach
Date 12/31/2007 Eniry No. | 2007AD12 Adjusting Entry
Account Debit Credit Memo Name Bill... Class
Checking 695,00 Troubleshoot Balances Adjustment - As of 12/31/...
1200 * Accounts R+ 80.00 |Troubleshoot Balances Adjustment - As of 12/31/... (AD] Customer ) -
4000 - Construction:... 30.00 Troubleshoot Balances Adjustment - As of 12{31/...
6000 - Automobile:&... 230,00 |Troubleshoot Balances Adjustment - As of 12/31/...
6400 * Shipping 35.00 Troubleshoot Balances Adjustment - As of 12/31/...
7400 - Job Expenses. .. 500.00 |Troubleshoot Balances Adjustment - As of 12/31/...
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Once you select to Save the Adjusting Journal Entry, the following message appears:

-~ | 52

Reversing Entries

You just saved adjusting journal entries for transactions dated in the period prior to this
review.

In addition to saving them, do you want to reverse any or all of these entries to bring
them into the review period? Learn Maore

View Suggested Reversing Entries ] [ Don't Reverse

Choose View Suggested Reversing Entries if you would like any part of the entry to reverse at 1/1 or
after you finish you data review on a monthly or quarterly basis. If there are certain accounts you want to
remove or add to the reversing journal entry, you have the flexibility to do so once the journal entry
appears. Then choose Save & Close on the reversing entry. If you prefer not to reverse the entry at 1/1,

thenchoose Do n 6 t Reverse

As you complete each task, you can change the status from Not Started to In Progress or Completed.

5. Check the balances.

Any time you return to this feature during a review, the Difference columns are recalculated. After
you correct the balances, the Difference column will be zero. Seeing zero balances in the
Difference columns verifies that the opening balances for the review period are correct.
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Additional Reporting to Help Troubleshoot Beginning Balance Changes

in QuickBooks

QuickBooks provides several reports to assist in troubleshooting beginning balances when you cannot
identify the problem through the Client Data Review tool or need to investigate further. Each of these
reports can be found by selecting Reports, Accountant & Taxes and choosing a report that will best
troubleshoot the problem in the beginning balance discrepancy.

Audit Trail Report

The Audit Trail Report lists all transactions entered into the file and the complete history of changes,
deletions, and/or voids to those transactions. If a client makes a change to a prior period transaction, the
Audit Trail Report will show the effects of the change. However, changes to lists (chart of accounts or
items) are not included on the Audit Trail Report. Keep in mind that changes to the chart of accounts or
items may affect account balances. Utilize the Review List Changes tool (discussed later) to help identify
these changes.

il Audit Trail

Modify Report... Memorize... || Print... [ E-mai * || Export... Hide Header Refresh
Date Entered/Last Modified | Today  |From | 12/15/2011 [E] To | 12/15/2011
957 AM Rock Castle Construction
12080 Audit Trail
Entered/Last Modified December 15, 2011
Hum - EnterediLast Modified - Last modified by < State «  Date = Name o Memo = Account o Split B Debit B Credit
Bill 125
b 125 121152011 09:57:42 Admin 10/032011  Hamlin Metal 20000 - Accounts ... 54000 - JobE... 500,00 4
Pretell Real Estate: Metal Work 54000 - Job Expen. 20000 - Acco 500.00
125 121152011 18:13:13 Admin Prior 10/032011  Hamiin Metal 20000 - Accounts ... 54000 - JobE... 239.00
Pretell Real Estate: Metal Work 54000 - Job Expen. 20000 - Acco 235.00

Dat a
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Like other QuickBooks reports, it is possible to filter the Audit Trail Report on a number of different
criteria. To do this, select Export from the report window and select the Advanced tab of the Export
Report window. Then check the box labeled Auto Filtering as shown below. With Auto Filtering turned
on, you can then filter each column to only show transactions that match the criteria you choose.

Export Report

Basic Advanced |

Preserve the following QuickBooks report formatting options:
Eonts [] space between columns
Colors Row height

Turn on the following Excel features for this report:
AutoFit (set column width to display all data)
Freeze panes (keep headers and labels visible)
Show Gridlines
[] Auto Qutline (allows collapsing / expanding)

iAuto Filtering (allows custom data ﬁlterin_g}:

The Audit Trail will only show who did what, provided that your client has set up a unique User ID for each
person entering transactions into QuickBooks. If every person is sharing the same User ID (which is not
recommended!) the Audit Trail will simply show a list of the transactions and changes to the file, but not
who did those entries.

NOTE : As previously discussed, it is recommended that you log in as the External Accountant user to track
your changes. The External Accountant user gives accounting professionals essentially Admin rights (with a
few limitations discussed previously) and helps to differentiate your changes from the changes made by the
client.
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Closing Date Exceptions Report

This report shows modified or transactions entered dated on or before the Closing Date. Similar to the
Audit Trail Report, the current status of the transaction as well as the original transaction are shown. You
can view the transactions that might need to be reversed or adjusted to get back to the correct balances.

NOTE: This report will only show data if a Closing Date halseen established, and if entries or changes are
then made to those closed period(s). Also, it only tracks changes maalfterthe Closing Date has been
established. If you make changes to an open periothenestablish a Closing Date, the changes you made
before establishing the Closing Date are not tracked. For this reason, it is best practice to close periods
regularly and set a password for each period. However, the Audit Trail will recoad transactions regardless of
closed or open status for each ped.

IEl Closing Date Exception Report

Modify Report... Memorize... || Print... || E-mail * | Export... Hide Header Refresh

B:31PM Rock Castle Construction
12160t Closing Date Exception Report
Books Closed As of December 31, 2010
Num_+ Entered/Last Modified + Last modified by + State  + Date + __MName  + Memo # Account “ Split + Debit  + Credit ¢
State Boa...  ABCD 11-234587 25500 - Sales Tax... 10100 - Checking 102.53 Lo

Transactions entered or modified by John Smith
General Journal 1018

1018 12152011 20:30:51 Latest 1243172010 Overhead July allocation of prepaid r. 62100 - Insurance... 13100 - Pre-paid Insu... 165.33

\ Overhead July allocation of prepaid r. 13100 - Pre-paid In... 82100 - Insurance:52... 165.33
1018 121572011 19:22:27 Admin Prior 12/31/2010 Overhead July allocation of prepaid r. 62100 - Insurance... 13100 - Pre-paid Insu... 148.83
Overhead July allocation of prepaid r. 13100 - Pre-paid In 62100 - Insurance:62. 148.83
v
<1 | >

Voided/Deleted Transactions Report

QuickBooks creates an activity log of all voided and deleted transactions. This report is not dependent on
the Closing Date because QuickBooks tracks the activity whether or not the transaction is dated in a
previous reporting period.

Il Voided/Deleted Transactions Summary

Modify Report... Memorize... || Print... || E-mail * | Export... Hide Header Refresh

Date Entered/Last Modified From | 12/15/2011 [E] To | 12/15/2011
G40 P Rock Castle Construction
1211811 Voided/Deleted Transactions Summary
Entered/Last Modified December 15, 2011
Hum ¢ Action + Entered/Last Modified « Date “ Name k3 Memo k3 Account & Split k3 Amount &
Transactions entered or modified by John Smith )
Check 93
93 Deieted Transaction  12/15/2011 20:34:58 0.00
93 12M52011 19:14:12 12/01/2008  Reyes Properfies 10100 Checking 63900 - Rent -1,200.00
Check 136
136 Deleted Transaction 121152011 20:40:08 0.00
136 Changed Transact... 12152011 19:24:23 03/31/2010 Bayshore CalQilS...  Fuel 10100 - Checking 60100 - Auto... -127.00 =
v
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To display more information about a transaction on this report, double click on the transaction.
QuickBooks will then display the impact of the original transaction on the General Ledger.

Kl Voided/Deleted Transactions Detail

Modify Report... Memorige... || Print... | E-mail * || Export... Hide Header Refresh
Date Entered/Last Modified Frum To
&42 PM Rock Castle Construction
12nsm Voided/Deleted Transactions Detail
Entered/Last Modified
Num & Action + Entered/Last Modified < Date k3 Name @ Memo @ Account £ Split k3 Debit @ Credit ®
Transactions entered or modified by John Smith N
Check 83
93 Deleted Transaction 1211572011 20:34:58 0.00
93 Changed Transact.. 12152011 19:14:12 12/01/2009 Reyes Properties 10100 - Checking 63900 - Rent 1,200.00 =
QOverhead 63800 - Rent 10100 - Chec. 1,200.00
.

Retained Earnings Quick Report

You can view the detail of transactions posted to Retained Earnings when necessary. Select the Lists
menu, Chart of Accounts and then double click on Retained Earnings account.

i1 Account QuickReport

Modify Report... Memorige... | Print... || E-mail * || Export... Hide Header Refresh
Dates [al v | From | To | [E] sort By [Default v
G46PM Rock Castle Construction
12115011 Account QuickReport
Accrual Basis All Transactions
@ Type £ Date + Num ¢ Hame £ Memo £ Split 3 Amount £ Balance £
32000 - Retained Earnings ~
General Journal 12/31/2008  Setu..  Overhead To clear OB... 30000 - Open... 18,470.43 18,470.43 =
Cloging Eojnw 120502009 1894324 141387
» Bill 121072010 58866  Anthony's Repair Service 20000 - Acco... -125.00 37,288 .97
ﬁusmg 5] TeR 12070 TERRE.20 5 .55!'7;_._..
Total 32000 - Retained Earnings 52 855.47 52,855.47
TOTAL 62,955.47 52,955.47
v
—

Identify entries made in error to the Retained Earnings Account. Double click on an entry to edit and
correct the account assigned.
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New! CDR Tool d Reclassify Transactions
During the process of Client Data Review, you can use the new Reclassify Transactions tool. This will

allow you to reclassify multiple transactions at the same time. The ability to locate a vendor, and evaluate
the account that the purchases were posted from, will save a lot of time during data cleanup. Below is the

Client Data Review page.

Client Data Review
Basiz: Mccrual  Review Perfod: Custom (0L01L,2008 - 12531020081 Modify Review

Q - Client Data Review tool, not available outside COR Custamize Cleanup Tasks

- | Account Balances

Cleanup Tasks Skatus Task Motes
Q Troubleshoot Prior Account Balances ’m E,‘f
£ !? Redassify Transactions ) ’m E,’f
Open Working Trial Balance ’Wl D’f

Notice the Reports i Once you choose Reclassify Transactions, you will arrive at the main screen
shown below. Notice on this page there are links to the common reports we use when cleaning up a

Dat a

clientdéds file. This wildl allow you to reclassify t
Review Period: Custom (01/01/2008 - 12/31/2008) How this warks
Show Groﬁt&Loss Standard  Profit & Loss Detail  Balance Sheet  Review Item Setup)

Use report links above to find suspected problems, then select a vendor fname to show transactions and redassify.

Name <Select a Name > - [ tndude Journal Entries

Transactions from 01/01/2008 o 12/31/2008

Show transactions | vy can redassify -

[¥ Date + Type Mum Memo Class Account Amount

In the past, accounting professionals would analyze the Profit & Loss, Balance Sheet, and review the

account mappings from the Items List. As we review the reports, we can often identify transactions which

were entered incorrectly and posted to the wrong account. It was time-consuming to correct each

transaction or we could make reclassifying journal entries to correct the account balances. But then it was

more difficult to see the detail transactions. The new Reclassify Transaction tool will help streamline this
process tremendously; however, you cannot reclassify transactions with items using this tool. If you
identify Items which are mapped to the incorrect account, you need to make those corrections via the
Items List.
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e When examining the Profit & Loss Detail, we notice that the Office Supplies Expense account

ncl

udes

sever al

amount s
determined that these should have been posted to Meals & Entertainment Expense account
instead. Previously, we would have to edit each transaction individually to post it to the proper

paid

to

account or make a reclassifying journal entry to adjust the balances.

a

vendor

cal

e Perhaps a client is using classes but there are numerous transactions with no class assigned. Or
a client wants to start using classes and needs to assign a class to existing transactions.
Previously, we had to edit and correct each transaction which was either very time-consuming or
not feasible without using a third party application.

The Reclassify Transaction tool in Client Data Review will save us lots of time by allowing us to identify
and correct multiple transactions with one click!

1. Selectaname i either a vendor, customer, or job.

0
0

The default date range is the review period, but you can change the date range if desired.

The default is to Show transactions that You can reclassify. Optionally, you could select to
show All Transactions or Transactions you cannot reclassify i item-based.

NOTE : For your convenience, you can display iterbased transactionseven though you cannot reclassify
them with this tool, by changing the selection irthe Show transactionsdropdown list. You should review the

Items List to identify and correct items.

(0]

To include journal entries in the list, check the Include Journal Entries box.

NOTE : You can QuickZoom on any transaction by double clicking it to see the entire transaction.

Review Period: Custom (01/01/2008 - 12/31/2008) How this works
Show Profit & Loss Standard ~ Profit & Loss Detal  Balance Sheet Review Item Setup
Use report links above to find suspected problems, then select a vendor/name to show transactions and redassify,
Name Gina's Catering - [] Include Journal Entries
Transactions from @m 1/2008 o 12/31/2008
Show transactions @u can redassify D
¥ Date - Type Murm Memao Class Account Amount
r‘ \ 12/09f2008 CHK Dec. birthdays / Dec. birth... | Overhead 6300 * Meals & Entertainment 111,52 =
I || 11/04/2008 CHK spedal party for Nov. /sp... 6700 - Office Supplies 151.97
™ || 10/14f2008 CHK Oct birthdays / Oct birthdays 6300 * Meals & Entertainment 92.89
I || 10/05/2008 CHK cake &bev for Jan. birthd. .. 6800 - Meals & Entertainment 132.52
™ || 0g/18/2008 CHK Sept b-day bash f Septb-... | Overhead 6800 * Mealz & Entertainment 100.73
I || 08/12/2008 CHK Aug b-day bash [ Augb-d... | Overhead 6800 - Meals & Entertainment 91,32
T || 07/15/2008 CHK cake &bev for July birthda... | Overhead 6700 * Office Supplies 23.24
™ || 08/17/2008 CHK June b-day bash / June b-... 6300 - Meals & Entertainment 103.29
I || 05/13/2008 CHK 6800 * Meals & Entertainment 109.85
™ || 04/15/2008 CHK Overhead &700 * Office Supplies 99,42
I || 02/12/2008 CHK Feb. birthday bash /Feb. ... | Overhead 6300 - Meals & Entertainment 112.75
O 02/12/2008 | CHK 6700 * Office Supplies 131.98
Total Selected 0.00
[ Select All ] [ Deselect All
For all selected transactions, change Account to | 6800 + Meals & Entertainm. ..
Class to Redassify
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2. Select one or more transactions to move to an account.

For example, there are several transactions posted to Office Supplies which we want to reclassify
to Meals & Entertainment.

3. Select the new account and optionally a class in the list at the bottom of the window.

4. Click on the Reclassify button.

5. If there are more transactions for this name to reclassify, repeat steps 2-4 as many times as
needed.

For example, you may want to assign all these transactions to the Overhead class. With this tool,
you could click Select All, then select the Overhead Class, and click Reclassify to quickly and
efficiently assign all transactions to the proper class.

NOTE : Instead of selecting individual transactions, you can simply chose Select All, the proper Account, and
Class, and Reclassify to fiall transactions quickly and efficiently.

Review Period: Custom (01,/01,/2008 - 12/31/2008) How this works
Show Profit & Loss Standard  Profit & Loss Detal  Balance Sheet Review Item Setup

Use report links above to find suspected problems, then select a vendor /name to show transactions and redassify.

Name Gina's Catering - [ indude Journal Entries
Transactions from | g1/91/2008 to 12312008

Show transactions | yoy can redassify -

Date Type Mum Memo Class Account Amount |

=
[T | 12/o9/2008 CHE Dec. birthdays [ Dec. birth... | Overhead 6800 * Meals & Entertainment 111.52 =
@ 11i/o04/2008 CHE special party for Mov. [ sp... 6700 - Office Supplies) 151,97 |
10/14/2008 CHE QOct birthdays / Oct birthdays 6300 * Meals & Entertainment 92.89
[T | 10/o5/2008 CHE cake & bev for Jan. birthd... 6800 - Meals & Entertainment 132.52
[T | 09/16/2008 CHE Sept b-day bash / Sept b-day bash khead 6300 - Meals & Entertainment 100.73
[T | 08/12/2008 CHE Aug b-day bash [ Aug b-d... | Overhead 6800 * Meals & Entertainment 91.32
@ 07/15/2008 CHE cake & bev for July birthda... | Overhead (5700 - Office Supplies ) 33.24
[T | os/17/2008 CHE June b-day bash f June b-... 6800 * Meals & Entertainment 103.29
[l 05/13/2008 CHE 6800 - Meals & Entertainment 109.85
@ 04/15/2008 CHE Qverhead { 6700 - Office Supplies) 99.42
02/12/2008 CHE Feb. birthday bash / Feb. ... | Overhead 6300 * Meals & Entertainment 112.75
W5 0z/1z/2008  [cHK (5700 - Office Supplies) 131.8 |
Total Selected 7161 |
Select Al ] [ Deselect Al ]

For all selected transactions, change Account to | 6300 - Meals & Entertainm...

e
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After a few clicks, youbve corr ecouatédndaldst asshovense t r ansac:
below.
Review Period: Custom (01,/01/2008 - 12/31/2008) How this works
Show Profit & Loss Standard ~ Profit & Loss Detail  Balance Sheet  Review Item Setup
Use report links above to find suspected problems, then select a vendor fname to show transactions and redassify.
Name Gina's Catering - [ include Journal Entries
Transactions from | p1/01/2008 te | 12/31/2008
Show transactions | you can redassify -
P
[ Date * Type Murm Memao ( Class ) (\A‘;;;-Ly Amount |
[T | 12/09/2008 CHE Dec. birthdays [ Dec, birth... | Overhead 6 “Meals & Entertainment 111,52 =
[ | 11/04/2008 CHE spedal party for Mov. /sp... | Overhead 6800 * Meals & Entertainment 151.97 |
[T | 10/14/2008 CHE Oct birthdays § Oct birthdays | Overhead 6800 - Meals & Entertainment 92.89
[T | 10/o5/2008 CHE cake & bev for Jan. birthd... | Overhead 6800 - Meals & Entertainment 132.52
[T | 09/15/2008 CHE Septb-day bash /Septb-... | Overhead 6800 * Meals & Entertainment 100.73
[T | 08/12/2008 CHE Aug b-day bash [ Aug b-d... | Overhead 6800 - Meals & Entertainment 91.32
[T | o7/15/2008 CHE cake & bev for July birthda... | Overhead 6300 - Meals & Entertainment 33.24
[T | o8/17/2008 CHE June b-day bash / June b-... | Overhead 6800 - Meals & Entertainment 103.29
[T | 05/13/2008 CHE Overhead 6300 - Meals & Entertainment 109.85
[T | 04/15/2008 CHE Overhead 6800 * Meals & Entertainment 99.42
[ | 02/12/2008 CHE Feb, birthday bash /Feb. ... | Overhead 6800 - Meals & Entertainment 112,75
[~ [ozj12/2008 [ cHK Overhead 5800 - Meals & Entertainment 131.98 |
Total Selected 000 |
Select all ] [ Deselect all
For all selected transactions, change , |6800 ¢ Meals & Entertainm. ..
Crvethead Redassify
| S— — — — — —

NOTE: The Reclassify Transaction tool allows you to reclassify transactions to income or expense accounts
(including cost of goods sold, other income or other expense). But you cannot reclassify transactions to a
balance sleet account. Although you can reclassify a transaction posted to a balance sheet account to an
income or expense account.

To illustrate: If you identify transactions which were posted to Office Supplies expense but they should have
been a fixed asset, yoaannot use the Reclassify Transaction tool to correct these.

However, if you identify transactions which were posted to Fixed Assets but should have been posted to Office
Supplies expense, then the Reclassify Transaction tool can fix them for you.
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Open Working Trial Balance

If you prefer to make all of your entries through the Working Trial Balance in the Client Data Review tool
as journal entries, then you can enter all of your adjustments through this screen. You will be able to:

e See your client's net income at a glance after each adjusting entry
e Review transactions in your client's accounts, including the Retained Earnings account
e Enter adjusting journal entries

e Enter your workpaper references for account adjustments

Working Trial Balance

Selected Period |Last Fiscal fear v | From [01/01/2010[E] To [12/31/2010 Basis

Account Beginning Transactions | Adjustments Ending ‘Workpaper Reference ‘

Balance Balance

10100 * Checking 24,342.03 12,468.13 36,810,156 |Need to reconcile, print, file 3

10300 - Savings 15,600.00 281.03 15,881.03 |Reconcled & filed =

10400 * Petty Cash 500.00 500,00

11000 * Accounts Receivable 45,024.10 -27,774.71 21,249.38

12000 - Undeposited Funds 13,252.08 18,252.08

12100 * Inventory Asset 17,903.00 -5,135.96 12,767.04

12800 * Employes Advances 770.00 770,00

13100 - Pre-paid Insurance 4,050,00 893.02 4,943.02

13400 - Retainage Receivable 1,796.72 1,796.72

15000 * Furniture and Equipment 22,826.00 22,826.00 |QuickBooks Fixed Asset Manager

15100 - Vehides 78,936.91 78,936.91 |QuickBooks Fixed Asset Manager

15200 - Buildings and Improvements 325,000,00 325,000.00 |QuickBooks Fixed Asset Manager

15300 * Construction Equipment 15,300.00 15,300.00

16900 - Land 90,000.00 90,000.00 |QuickBooks Fixed Asset Manager

17000 * Accumulated Deprediation -65,508.65 -44,435.91 -110,344.60 |QuickBooks Fixed Asset Manager

18700 - Security Depaosits 1,720.00 1,720.00 w
Totals 0.00 0.00 0.00 0.00 B

Met Income 25,542.79

Only show accounts with transaction activity Make Adjustments. .. ] [ Print... ]

Dat a
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Edit transactions or make adjusting journal entries from this window. Select Make Adjustments to open
the Make General Journal Entries window in the next screen capture.

¥E Make General Journal Entries

W previous [ Next &35 Print... | %Y Find %4 History [# Reverse Reports =
Date 12/31/2010 Entry Mo. | FAM2010 Adjusting Entry

Account Debit Credit Mema Mame Billable?

60900 « Depreciation Expense 44,435,91 Record 2010 Depreciation e

17000 - Accumulated Depredation 44,435.91 |Record 2010 Depreciation

w
Totals 44,435.91  44,435.91 |
List of Selected General Journal Entries: ﬂLast Fiscal Year w | '

Date Entry. ... | Adj Account Memo Debit/Credit{+/-)
12/31/2010| 1018 62100 - Insurance:62120 - Liability Insurance |July allocation of prepaid rider policy 148.83 ~
[12/51/2010[FAM2010 o |50900 - Depreciation Expense Record 2010 Deprecdiation 44,435.91] —
12/01/2010| 1017 13100 - Pre-paid Insurance -575.00 —
11/30/2010| 1015 62100 - Insurance:52120 - Liability Insurance |July alocation of prepaid rider policy 148.83
11/01/2010(1015 13100 - Pre-paid Insurance -675.00
10/31/2010| 1014 62100 - Insurance:62120 - Liability Insurance |July allocation of prepaid rider policy 148.83
10/01/2010( 1013 13100 - Pre-paid Insurance -675.00
09/30/2010|1012 62100 - Insurance:62120 - Liability Insurance |July allocation of prepaid rider policy 148.83
09/01/2010( 1011 13100 * Pre-paid Insurance -575.00
08/31/2010| 1010 62100 - Insurance:62120 - Liability Insurance |July allocation of prepaid rider policy 148,83 »
[ Hide List of Entries ] [ Sgve & Close ] Save & Mew ] [ Revert ]

QuickBooks defaults this entry as an Adjusting Entry so that it will appear in the Adjustments column on
the Working Trial Balance window. Selecting a time period on the Make General Journal Entries screen
will allow you to see a list of all journal entries and if they are adjusting or not.

NOTE: It is important to enter your journal entries ag\djusting Entries so theyshow up in the Adjustments
column of the Working Trial Balance. Regular general journal entries do not appear in the column.
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CDR TooL d REVIEW LIST CHANGES

Here you can review the different lists in QuickBooks for changes that your client may have made since
your initial setup of the file or your last round of cleanup in the data file.

[ - ] Review List Changes

Cleanup Tasks Skatus Task Mokes

Chart of Accounts Im
Itermns Im
Fixed fsset Thems Im
Payraoll Ttems Im
Fieview Tkem Setup Im
Custarmets Im
Wendars Im

COOe
NININININININ

It will identify Added, Changed, Deleted, or Merged List Iltems or Accounts since the last review. The
following lists can be viewed for these changes through Client Data Review:

e Chart of Accounts
e |tem List
e Payroll Item List

e Fixed Asset Item List
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'3 Review List Changes (=)
Chart of Accounts Items Fixed Asset [tems Payroll [tems
After reviewing, dlick Mark All as Reviewed to hide reviewed items. To redisplay them, chedk Indude Reviewed Items. Learn More
Added
Reviewed Account Name Account Type
[ Loan from Bank of America Income
Money Market Bank
Changed Details: Bark Service Charges
Reviewed = Account Name Account Type Data that Changed Original Value New Value
[ Bank Service Charges  [Expense ]| [Account Name Bank Service Charges [Bank Service Cha...] »
Deleted
Reviewed Account Name Account Type
[ Dues and Subscriptions:Union Dues Expense
Merged
Reviewed Original Account Name Destination Account Mame Account Type
[ Office coffee Office Supplies Expense:

Indude Reviewed Items

Started tracking changes on: 07/15/2008

This enables you to expedite finding the changes that your clients have made to these lists and identify
list elements that you can change in the QuickBooks file based on your analysis. It tracks the changes
that you make as well. You are able to QuickZoom into any list item or account shown to take you to the
Edit window for the account or item. From there, you can make any necessary changes if applicable.

Review Iltem Setup Customers, and Vendors

Also listed in this section are the Review Item Setup, Customers, and Vendors. These Customer and
Vendor lists are not supported by Client Data Review as far as changes being tracked. However, by
selecting these lists through Client Data Review, you are directed to the Customer or Vendor Center,
depending on which list you choose. This serves as a reminder to go to each of these lists to review for
duplicates, ones that should be merged, inactivated, or deleted during your cleanup engagement.
(Remember that merging cannot be undone, so proceed carefully when merging list items.) The Review
Iltem Setup will be discussed in the Inventory section.

Reviewing and Correcting List Errors

Once the changes have been identified in the Client Data Review tool, you will need to leave the Client
Data Review and make the necessary corrections in the QuickBooks file.
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Correcting Account Types

In the previous screen capture, under accounts that were added, Loan from Bank of America is shown as
an Income type account. To fix this, you will need to go into the data file and edit the account to the
appropriate account type.

1. Go to the Lists menu, choose Chart of Accounts.
2. Right click on the account you want to edit, choose Edit Account.

3. From the Account Type drop down menu, change the account type to the correct one, in the
example below we are changing it from Income to Long Term Liability.

il Edit Account El@l
| Account B8 =B ona Term Liabili - Mumber
22
’ Bark

Accounts Receivable
Other Current Asset
Fixed Asset

Other Asset
Accounts Payable
Credit Card

Other Current Liabili
Optional

Descripti Equity

~ Income
Cost of Goods Sold
Expense
Other Income

Account Nal

Nd other Expense
Tax-line Mapping | <Unassigned = ~ | How do I choose the right tax line?
|:| Account is inactive Save & Close ] l Cancel
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Merging or Inactivating Duplicate Chart of Accounts or List ltems

When there are multiple users of a QuickBooks data file, each user will inadvertently create duplicate
accounts or list items.

Duplications can be made inactive by following these steps:
1. Click Lists, Chart of Accounts.
2. Right click the account to be edited and select Edit Account.

3. Place acheckmark in the Account is inactive box, see the following screen capture.

' Edit Account |Z Elﬁ__(l

H‘Tr Account Type |Expense hd Number | 60800

Account Name | Bank Service Charges

] subaccount of

Optional
Description | gank Service Charges

Mote | |

Tax-Line Mapping |DEducﬁDnS: Other deducti,,, » | Howdo T choose the right tax line?

] Track reimbursed expenses in Income Acct. |

|

. ccount is inactive [ Save & Close ] [ Cancel ]

Inactive accounts will not appear in list selections but will appear in financials for those periods where

there is stildl activity. -diftoans danthfullg-amortizadsasset accduntseisttet i vat i n
preferred method rather than merging or deleting. Additionally, if you are inactivating a Balance Sheet

account that should not show a balance, then clear the activity in the account before inactivating it.

Duplicate accounts can also be merged. As shown in the Client Data Review tool, it identifies the
accounts (and other list items) and the destination account for the merger.

38



SaveuptoFourHoukst i | i zing I ntuitds Client Data Re:
However, it should be noted that once you merge an account, it is not reversible. All prior transactions
appear as if they had always been posted to the original account. So it is wise to proceed carefully.
To merge two accounts, do the following:

1. Click Lists, Chart of Accounts, highlight the account you want to merge, right click and choose
Edit Account.

2. If you are using account numbering, replace the account number with the account number for the
account you want to retain. (If you are not using account numbering, you can type the exact
spelling of the name of the destination account you are merging this one into.)

3. QuickBooks cautions you that the name is already being used and asks whether you want to
continue.

4. Click Yes.

" Edit Account

|'|"|'|' Account Type |Expense b Number | 50600

Account Name | Bank Service Charges |

Type the account number (or name of the General Ledger account) you wish to keep. This will take the
transactions fromtheoldaccount and fimergedo them into the account vy

' Edit Account

—_.1
|'|"|'|' Account Type |Expense v Mumber

Account Name | Bark Fees

Bank Service Charges will now be merged in the Bank Fees account.

"j This account number is already being used, Would you like to merge them?
L

NOTE: Duplicate Items, Vendors, Customers, and Other Names Lists can be merged following the same
instructions. (Employee listitems cannot be merged
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Review [tem Setup, Customers and Vendors

These links take you to the Add/Edit Multiple List Entries window (discussed later in the Inventory
section) or the Customer or Vendor Center.

ACCOUNTS RECEIVABLE

Client Data Review expedites cleaning up A/R issues in the QuickBooks file by allowing you to clear or
match transactions on one screen without having to go to multiple reports.

CDR Tool 3 Fix Unapplied Customer Payments and Credits

On one screen you are able to match Open Invoices with Customer Payments that have been received
but not applied to an invoice. As shown in the following screen shot, although the balance due is zero, the

invoice and payment are stild/l ffopend since the payment
[Modify Report... ]_[ Memarize... ][ Print... ][ Efnail'][ Export... ]_[ Hide Header ]_[ Refresh ]
Dates  (FTETI ¥ | 10/05/2005 [E] SortBy | Defauit M
411 PM Rock Castle Construction
1005109 Open Invoices
As of October 5, 2009
£ Type 3 Date + NHum_ = P.O.# + Terms < DueDate ¢ Class < Aging + Open Balance =

Abercrombie, Kristy
Kitchen
» Payment 04/08/2008
Invoice o&4/0e/zooe 103 Net 30 05/08/2008 515
Total Kitchen

Total Abercrombie, Kristy

TOTAL 0.00

To apply these transactions, select a Name from the Customers tab, then on the Invoices & Charges
tab, select a payment that you would like to apply to an invoice by checking it off. You can choose Auto
Apply All to apply the payments or you can control which ones get applied to each other by performing
the previous task then choosing Apply.

Q Fix Unapplied Customer Payments and Credits - Review Period: Custom (01/01/2008 - 12/31/2008) [E=nEoR[E==)
Abercrombie, Kristy
Customers l Vendors ‘ Invoices & Charges Deposits | Help
ﬁh First, select transactions to apply. Then, select invoice/charges & dick the Apply button.
Ab bie., Kri:
le P hr istyJ IF T. Date  TowlA.. Unappi.. AmttoApply | |12 T. Date  TotslAm... BalDue |
TEaE. C. 1ol 40 40 |- [ET mv 12/15/... 220,00 220.00] =
+Utility Shed P p.. 04/08... 550.00 550.00 550.00 l O mv 12/15/... 40.00 40.00
+Barley, Renee —
+Repairs e
«+Fisher, Jennifer [ v o4/08/... 550.00 550.00
+Natiello, Ernesto
+Kitchen
Total:  583.40 | Total: 365.00
Auto - Unapply
\wmt» | sty > e
[ Save ] [ Save & Close ] [ Cancel
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Once applied, transactions will be grayed on this window. If you want to start over or want to apply
differently, you have the option to check off the transactions again and choose Unapply or choose
Unapply All. When complete, choose Save & Close.

NOTE: The Client Data Review only pulls PAYMENTS and CREDITS thatwee n 6t applied to an i
DEPOSIT was entered with the Customer:Job name and posted to the Accounts Reable account, it will be
pulled into the tool. However, if the DEPOSIT was posted to an income account, the tool will NOT pull it.

CDR Tool 3 Clear up Undeposited Funds Account

One of the most common mistakes clients make is to Receive Payments from a Customer and then
record a deposit without using the Record Deposit icon and selecting the amount from Undeposited
Funds. This results in an overstatement of Undeposited Funds and usually an overstatement of income.

The Clear up Undeposited Funds tool allows you to quickly and efficiently match up the customer
payments with the deposit entered in QuickBooks. This clears the Undeposited Funds account and
corrects the overstatement of income at the same time.

The Clear up Undeposited Funds window contains two main sections:

e The left section shows Deposits that were entered manually without linking them to payments or
undeposited funds.

e The right section shows all available Payments in Undeposited Funds.

¢ Inthe far left, you may see an entry No Name. This entry refers to deposits that have no name
assigned to them. This entry can include payments from multiple customers that are not linked to
any payments or undeposited funds.

There is a five-step process to the cleanup, as follows:
1. Specify the lists of undeposited funds and payments that are visible.

o Click the name of a payer or the last entry, No Name in Deposit, in the Payers table at the
left.

o If you select the name of a payer, only deposits and payments from the selected payer are
shown.

o If you select No Name in Deposit, all deposits and payments are shown. Since all payments
have a payer name, the list shows payments from all available payers.
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2. Select a deposit and payments to apply.

o First, check any deposit to start working on it. You can only work on one deposit at a time. If
you try to check a second deposit, nothing happens. You must uncheck a deposit before
checking a second one. Deposits that are grayed out have already been processed and
cannot be selected.

o After the deposit is selected, you can select payments. Select any payments to apply to the
deposit by clicking the checkbox in the left of the Payments table. You can select any number
of payments. If you change your mind, you can unselect a payment by clicking the checkbox
again. The Remaining column is the rightmost column in the Deposits table. When you start,
the Remaining column for the deposit is the same as the Total Amt column. As you select
payments, the remaining column decreases by the amount of the payment. To apply
payments to a deposit, the remaining column must be zero; that is, the total of all the selected
payments must be equal to the amount of the deposit.

o When the Remaining column is zero, you can apply the payments to the deposit. If you select
a different payer or select Close, your work is not saved. The only way to save your work is to
apply the payments. Also, the total of the selected payments is shown at the bottom of the list
of payments. When Selected Total equals the amount of the deposit, you can apply the
payments to the deposit.

3. Select Apply after the correct total is selected.
4. Process another deposit for this named payer, if desired.
5. Select Save to link the transactions or click Unapply All to undo all Changes.

NOTE: The suggested work order is to first cleaall the deposits that have associated payer names. Then,
clear up the deposits that have nassociated payer name. Deposits can have a payer name attached to them;
however, it is not required. Payments always have a payer name.
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NOTE: When applying a Cusbmer Payment to a Deposit in this window, the program replaces the manual
coding of this entry entered by the clienwith the Undeposited Funds payment you are replacing it with.
Subsequently, this eliminates revenue being recognized twice and the needieate a journal entry. It also
leaves the deposit amount unchanged so that the transaction remains reconciled, if applicable.

No Name in Deposit How this works
Payers Show deposits from |01/01/2008 (@] to | 12/31/2008 Refresh
MName Type First, select a depasit, Then, select payments and dick Apply.
SR {I ust [ Type Date Total Amount Remaining ‘ ~ Type Date MName Total Amount
No Name in Depositj} - Dep 08/22/2008 985.00 0.00] ~ T PMT  04/08/2.. Abercrombie, Kristy:Kitchen 550.00 =
] | 04/22/2... Balak, Mike:Utility Shed 150.85
| i 05/22/2... Barley, Renee:Repairs 268.60
Tz Pt 08/05/2... Bolinski, Rafal 350.00
~ pvT 08/09/2... Bristol, Sonya 215.00
= eMT 08/20/2... Craven, Pam 420.00
- Selected: 935.00
Apoly >
[ Save l | Save & Close ‘ ‘ Close

Review A/R Aging Detail Report

This opens the A/R Aging Detail Report to review any other errors that need to be adjusted outside of
this feature. You may also review this report to decide which invoices need to be written off to Bad Debt
expense.

NOTE: If you notice your client has quite a few bad debts or old, outstanding accounts receivable, then you
should see this as an opgrtunity to help your client. Discuss how the client can better manage their accounts
receivable and utilize the collection letters available in QuickBooks. Make sure they understand that the older
an account becomes, the less likely they are to collectBy improving how they manage accounts receivable,
they can improve their cash flow.
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New! CDR Tool d Write Off Invoices

Using the new Write Off Invoices tool, you can write off invoices, statement charges, or financial charges
from a single window T in batch. This tool will save you time and allow you to quickly clean up accounts
receivable. Below is the Client Data Review window, notice the new Write Off Invoices tool at the bottom

of the Accounts Receivable section.

nt ui

t s

Client Data Review

Q - Client Data Review tool, not available outside COR

[+ ] Account Balances

Basziz: Bccrual  Review Perdod: Custorn (0L01,,2008 - 1231720087 Modify Review

Customize Cleanup Tasks

[+] Review List Changes

[ —] Accounts Receivable

Cleanup Tasks Stakus

Q Fix Unapplied Customer Pavments and Credits
Q Clear Up Undepasited Funds Account

Review AR Aging Surnmary Reporkt
Q Witike OFF Invoices

Task Motes

I
o
I

4

NOTE: You should use the Fix Unpplied Customer Payments and Credits tool prior to Write Off Invoices. If

there are credits available, you will see this warning message.

s

&, One or more customers in this list have available credits. Double-dick the
| 'CREDITS' in the 'Avail Credit/Pmt' column to view and apply the credits to
=== the open balance.

[] Do not display this message in the future

Whnite Off Invoices | 23 |

Cl

ent
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This tool allows you to specify and write off a group of invoices to the write-off account you specify. There
is no limit to the number of invoices you can write off at once. There are four parts to writing off invoices.

1.

Create a list of invoices by entering criteria and then clicking Find All.

Fill in any of the criteria on the screen to limit the list, and then click Find All. If you do not choose
any criteria, all open invoices appear on the list.

The criteria selected will vary based on the
other factors. It is advised that you use your professional judgment and discussions with your
client to determine which invoices should be written off.

The following criteria can be used:

o Dates i There are four date options:
e >120days i invoice date is prior to today by 120 days or more

e >180days i invoice date is prior to today by 180 days or more
e Review Period i invoice date is within the review period
e Custom i invoice date is prior to the date you set in the Up to field

NOTE: The Up to field is set automatically to 120 days before today, 180 days before todaig tre last day of
the review period, depending on your selection, unless you choose Custom. Then you nargerthe date in
the Up to field, either by typing it in or by using the calendar icon at the right of the field.

o Balance Due less than i The maximum invoice amount to display on the list

o0 A/R Account i The Accounts Receivable account associated with an invoice to display on
the list. This will only appear if there is more than one accounts receivable type of account set
up in the chart of accounts

o0 Transaction Type T The type of transaction that an invoice must contain to display on the
list. Valid types are Invoices, Finance Charges, Statement Charges, and All 3

NOTE: You can click on the column headings in the table of invoices at any time to sdine list by that

column. If you have selected criteria to limit the list of invoices that displays, the limited list is sorted by
clicking a column heading. For example, you can set the criteria to display invoices more than 180 days old,
but then sort tha list by customer name.
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Set criteria for invoices and other charges to consider for batch write-off. How this works

Age > 180 Days v | Balance Dueless than A/R Account 1200 - Accounts Receivable + |

ToDate |n3/12/2009 Transaction Type All Charges - Refresh

Select invoices to write off:

[7 Date « Age  MNum Type  Customer:Job Class Avail Credit/Pmt  Orig Amt Bal Due

[T |o7/11/2007 790 |30 NV |Fisher, Jennifer CREDITS 1,080.50 1,080.50 =~
(] 07f1&/2007 783 (91 TNV Fisher, Jennifer CREDITS 270.13 270.13
[ |10/05/2007 704 |40 MY Teschner, Anton:Sun Room 2,040,00 80,00
- 10/10,/2007 6599 (41 INV Pretell Real Estate: 155 Wilks Blvd, 3,439.00 2,239.00
[T |10/15/2007 694 42 INV  |Cook, Brian:Kitchen 3,100.00 700.00
[T |10/23/2007 636 |44 TNV Jacobsen, Doug:Kitchen 3,207.75 75.00
[T |11f07/2007 571 (39 NV |Roche, Diarmuid 38.79 38.79
- 11f15/2007 663 (51 IV Pretell Real Estate: 155 Wilks Blvd, 1,072.50 1,072.50
- 11/18/2007 660 (93 INV Vinay Kini 862.00 862.00
- 11/25/2007 653 (57 INV Cook, Brian:Kitchen 1,636.69 466.69
[T |11/25/2007 653 |58 INV  |Cook, Brian:2nd story addition 5,413.00 5,003.30
[T |11f25/2007 553 59 NV |Jacobsen, Doug:Kitchen 4,725.00 2,245.00
1 1/25/2007 653 (75 INY Burch, Jasen:Room Addition 1,005.00 1,005.00
[T [11/28/2007 650 (80 INY Teschner, Anton:Sun Room 8,305.95 565.95
[T [11/28/2007 650 61 INY Prentice, Adelaide:Hippodrome playhouse 431.95 431.95
[T |11/30/2007 543 |62 TNV Ecker Designs:Office Repairs 1,468.30 1,468.30
[~ |11f30/2007 543 83 NV |Melton, Johnny:Dental office 4,959.50 4,999.50

Total Selected: 0.00
’ Select All l ’ Deselect All

Write-Off Account | 6050 « Bad debt - | WriteoffDate | 12/31/2008
Class = Preview & =OfF..

Dat a

NOTE: If a customer has credit, it would be good idea to apply it before writing off invoices. As shown in the

above screen shot, the column Avail Credit/Pmt would display a blue link Credit for those customers with

available cralits. When you click this link, the Fix Unapplied Payments and Credits window opens where you

can apply credits to the open invoices.

2. Select the invoices to write off.

o Click a checkbox next to an invoice to select it.

o Click Select All to select all the invoices in the list.
o0 Click Deselect All to clear all the checkboxes. After deselecting all the invoices, you must

select again.
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3. Specify the write-off terms.

o0 Select the write-off Account from the list. A write-off account is required.

o Change the write-off date, if necessary. A write-off date is required. By default it is the last
day of the reviewing period.

o Enter a write-off class. A write-off class is optional and can help track types of write offs.

Set criteria for inveices and other charges to consider for batch write-off, How this works
Age > 180Days  ~ Balance Due less than 100.00

ToDate |p3/12/2009 Transaction Type All Charges -

Select invaices to write off:

[¥ Date = Age  Num Type  Customer:Job Class Avail Credit/Pmt  Orig Amt Bal Due

-+ || 10/05/2007 704 |40 INV Teschner, Anton:Sun Room 2,040.00 80.00 =~

[~ || 10/23/2007 686 |44 INV Jacobsen, Doug:Kitchen 3,207.75 75.00

7 11/07/2007 671 (89 INV Roche, Diarmuid 38.79 38.79

[~ 12/11f2007 637 |FCa NV Cook, Brian:Kitchen 3.85 5.95

F || 12/15/2007 633 |94 INV Abercrombie, Kristy:Family Room 40.00 40.00

I+ ||12/15/2007 533|102 NV |Abercrombie, Kristy 55.00 21.60
Total Selected: 261.34

Select Al ] [ Deselect Al
Write-Off Account | gad debt - || Write-offDate | 121312008
Class - | Preview swrite-off... | |

Cloze

Dat a

47

Re:



Save up to Four Houkst 1 | i z i

ng Intuitds

4. Review and write off selected invoices.

Cl i

ent

Click Review and Write Off Selected Invoices. A confirmation of the write off appears which
shows all the invoices to write off, the write-off account, and the total amount to write off. Click
Write Off to complete the write off, or click Cancel to return to the main window.

NOTE: If you cancel the write off, the invoices are still selected. Clidieselect Allto clear the selection, or

continue working with the selected list. Some examples when keeping the selection is useful are when you
want to change the writeoff account and when you want to remove an invoice from the list.

Dat a

& Confirm Write-0ff === |
Confirm Invoices to Write Off
Company: Rock Castle Construction
Date: 09/08/2009, 12:46 AM
User: Admin
6 transaction(s) totaling 261.34 wil be written off to Bad debt account, dated 12/31/2008.
HNum Due Date Type CustomerJob Class Original Amount Balance Due
44 10/23/2007 INW Jacobsen, Doug:Kitchen 3,207.75 75.00
89 11/07/2007 NV Roche, Diarmuid 38.79 38.79
FC 6 12/11/2007 NV Cook, Brian:Kitchen 5.95 5.95
04 12/15/2007 NV Abercrombie, Kristy:Famiby 40.00 40.00
Room
102 12/15/2007 MY Abercrombie, Kristy 533.00 21.60
Vrite Off Cancel

Internally, each invoice that you write off is discounted. A memo is added to the invoice and the discount
transaction. All invoices that you write off with this feature are tracked. To see the list anytime during the
review, select Audit Trail of Review from the CDR center.
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For the invoices written off, a discount will be entered and noted in the Accounts Receivable register as
shown in the screen shot below.

% Goto.. ‘ & Print... | [ Edit Transaction QuickReport
Date Number Customer Item Qty Rate Amt Chrg Amt Paid
Type Description Class Billed Date Due Date

04/15/2008 104 Balak, Mike:Utility Shed 150.85 o
INV 05/15/2008

04/21/2008 106 Balak, Mike:Utility Shed 0.00
CREDMEM Paid

04/22/2008 Balak, Mike:Utility Shed 150.85
PMT

04/22/2008 105 Balak, Mike:Utility Shed 474,10
NV D05/22/2008

05/01/2008 107 Barley, Renee:Repairs 258,60
INY 05/16/2008

05/22/2008 Barley, Renee:Repairs 268.60
PMT

08/05/2008 Bolinski, Rafal 350.00
PMT

08/08/2008 110 A test 5,500.00|
NV 03/08/2008

08/09/2008 Bristol, Sonya 215,00
PMT

08/20/2008 Craven, Pam 420,00
BT

12/31/2008 Roche, Diarmuid 38.79 |
DISC Written off by Admin on 10,05/2009 ‘

12(31/2008 Cook, Brian:Kitchen 5.85
DISC ‘Written off by Admin on 10/05/2009

12/31/2008 Abercrombie, Kristy:Family Room 40,00
DISC ‘Written off by Admin on 10/05/2009 - Finance Charge )

1070572009 -

1iine Show open balance Ending balance 102,881.25
Sorthy | pate, Type, Number/... =
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ACCOUNTS PAYABLE

The Client Data Review expedites cleaning up Accounts Payable issues in the QuickBooks file by
allowing you to clear or match transactions on one screen without having to go to multiple reports.

CDR Tool 3 Fix Unapplied Vendor Payments and Credits

This feature works the same as applying Unapplied Customer Payments to invoices. Except, in this case,
checks are shown that are written to vendors that are not Bill Payments. Therefore, there are bills
outstanding even though checks were written to the vendor or outstanding Vendor Credits available but
never applied. Checks and Vendor Credits are applied in the same fashion described in the Accounts
Receivable section of this document.

2 Fix Unapplied Vendor Payments and Credits - Review Period: Custom (01/01/2008 - 12/31,/2008) E=n(E=R==<=|

Cal Gas & Electric

Customers I Vendors | Bj||5| Help

First, select transactions to apply. Then, select bills and dick the Apply button,

MName
g:nthojrzlcﬂy!:gr [~ Type Date Total ... Unapplie... Amtt... | [~ Type Date Total ... BalDue |
FC Electric T cHK 10/25... 56,87 56,87 |« © BIL 12/10f...  150.00  150.00 =
Cal Telephone M cHi 11/25... 97.53 97.53 i T emL 1215/... 12268 12268 | |
Caloil Company
City of Bayshore
City of Middlefield
Davis Business Associates
East Bayshore Tool &5...
Express Delivery Service
Great Statewide Bank
Hamlin Metal
Patton Hardware Supplies
Reyes Properties
Sergeant Insurance
Timberloft Lumber

Total: 154.40 Total: 272.68

Auto Apply . i Unapply

Apply All »> Dply = FeiErel < <Al

[ Save ] [ Save & Close ] [ Cancel

Dat a
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Evaluate and Correct 1099 Account Mapping

Choosing this option takes you directly to the Company Preferences tab to change the 1099 Account
Mapping. As long as you are logged in as the Administrator or External Accountant, you have rights to
change this preference in the QuickBooks file so that the 1099 reporting and forms generate properly.

Preferences . - lﬁ
B accounting My Preferences | Company Preferences
fp Bils . .
% Checking Do you file 1099-MISC forms? @) Yes ) Mo
#35 Desktop View How to map accounts and thresholds to 1099 cateqories
?e., Finance Charge

T General 1039 Category Account Threshold |
2i Integrated Applications 60

- Also See:

g Itemns & Inventory Box 2: Royalties Bad debt

|~ Ilobs & Estimates Box 3: Other Income Automobile: Fuel 0.00 General
-, . ) Box 4: Federal Tax Withheld Mone 0.00
439 Multiple Currendies
q b 1 & Emol Box 5: Fishing Boat Proceeds None 0.00

L ayrlo mRloyEes Box 6: Medical Payments None 0.00
% Reminders Box 7: Nonemployee Compensation Job Expenzes:S... 600,00
&l Reports & Graphs Box 8: Substitute Payments None 10.00
% Sales & Customers Box 9: Direct Sales None 5,000.00

|5 sales Tax Box 10: Crop Insurance Proceeds Mone 0.00
@ send Farms Box 13: Excess Golden Parachute Mone 0.00
2 service Connection Box 14: Gross Proceeds to Attorney Mone 0.00

|z Speling

‘] Tax: 1099
-4 Time &Expenses
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Incorrect setup of the 1099 preference can lead to understated or overstated 1099 statements to your
vendors. | f the Preference for 1099s is not set
setup issues in the file as well. The 1099 Wizard can help with identifying any potential issues that need
to be corrected before creating the 1099s in the file. To open the Wizard select Vendors, then Print
1099/1096.

M 1099 and 1096 Wizard

It's important to follow these steps to get your 1099s right.

1. Review your 1099 Vendors

Use this report to ensure you have the correct eligible 1099 vendors.,

Run R t
— = Double-dick a Vendor name to change information as necessary.

2. Set up your 1099 Account mapping
Map Accounts Use the Preferences window to assodate accounts with each 1099 box. A
— 1099 box can have multiple accounts associated with it.
3. Run a summary report to review your 1099 data
This report shows 1099 payments by box, You can review and correct
uncategorized payments that will not appear an 1099s becsuse the account is

not associated with 8 1099 box. Double-dick an amount to get the details
behind the numbers.

Run Report

4. Print 1099s and 1096 Summary

Print 10995 Print your 1099s and 1096s on preprinted 10939 stock. For information about
= purchasing preprinted stock, * dick here.

Help l [ Cloze

Select Run Report to review if vendors are set up with necessary information. Double click a vendor
name on the report to correct any inaccurate information showing on the report.

IE1 Vendor Phone List

Modify Report. .. Memorize... || Print... || E-mail * || Export... Hide Header Refresh |SortBy |Default
7:56 PM Rock Castle Construction
1215111 Vendor 1099 Review
December 15, 2011
Vendor + TaxID + Eligible for 1099 « Address

Express Delivery Service No Express Delivery Service 5800 E. Broadway Bayshors, CA 84325 L

Fay, Maureen Lynn, CPA No Maureen Lynn Fay, CPA 200 Royal Rd Bayshore CA 54326

Federal Treasury No Federal Treasury 1400 Pennsylvania Ave. Washingten, DC 20012

Funds Transfer Mo Funds Transfer

Gallion Mazonry No Gallion Ma=onry 189 Old Bay=hore Rd Bay=hore CA 94326 .

Great Statewide Bank No Great Statewide Bank P.0O. Box 522 Bayshore CA 94328

Hamlin Metal 13-2456789  Yes Hamlin Metal 270 Old Bayszhore Rd Bayshore CA 94326

Holly Heating and Electric 94-0102000 “es Holly Heating and Electric Attn: Chriz Holly 201 S. Cherry Blvd E. Batshore, CA 94326

Hopkins Construction Rentals No Hopking Censtruction Rentals 33 Old Bayshore Rd Bayshore CA §4326 hat
2 >
— —

Select Map Accounts to associate specific accounts on the Chart of Accounts with the proper 1099 box.
This window is what will automatically appear when selecting Evaluate and Correct 1099 Account
Mapping in the Client Data Review.

Dat a
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NOTE: Performing a periodic review of 1099 vendors throughout the year can help to ensure the completeness
of the necessary information from 1099 vendorsdditionally, it is important to communicate with clients
about the appropriate accounts to be used (i.e., which accounts are mapped for 1099s).

Preferences
B4 Acrmmting My Preferences | Company Preferences |
_ﬁ Bills
=7 _ Do you file 1093-MISC forms? (%) Yes ) Mo
= Chedking
=84 Desktop View How to map accounts and thresholds to 1099 cateqories
% Finance Charge
®a General 1099 Cateqgory Account Threshald
. ”
:ri Entegrated Applications Box 1: Rents Mone B00,00
Box 2: Rovyalties Mone 10,00 =
‘ Items & Inventory Box 3: Other Income Mone 0.00
=t Jobs & Estimates Box 4: Federal Tax Withheld Subcontracted Federal. .. 0.00
ql Payroll & Employees Box 5: Fishing Boat Proceeds Mone 0.00
@ Reminders Box 6: Medical Payments Mone 0,00
4l Reports & Graphs [Box 7: Monemployee Compensation 64000 * Job COGS:545... &00.00
= _ Box 8: Substitute Payments Mone 10.00

Select one account or multiple accounts to which 1099 eligible expenses will be posted.

Select Account [5_(|
(%) Manual 50100 * Cost of Goods Sold ~
Select the account from the list, then 54000 - Job COGS
dick O, 54100 * Bond Expense
54200 * Equipment Rental
) Automatic 54300 - Job Materials
54400 * Permits and Licenses
Enter the exact account below, then 54500 - Subcontractors
dick OK. 54520 - Freight & Delivery
54593 - Less Discounts Taken
| 30000 * Opening Bal Equity —
30100 - Capital Stock
31400 - Shareholder Distributions L

II
S

Cancel

Select Run Report to generate the 1099 Summary Report from the 1099 Wizard. Complete the process
by printing on 1099 Forms available from Intuit or your local office supply store.

Review Unpaid Bills Report

This opens the Unpaid Bills Detail report to review any other errors that need to be adjusted outside of
this feature. If you identify outstanding Item receipts, see the discussion below in the Inventory section.
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SALES TAX

This section saves you time in identifying transactions that may have been entered incorrectly in
QuickBooks when paying sales tax payments. Client Data Review does not identify where all the errors
are in Sales Tax. You should review the Sales Tax Items, Customers, and the Items List to ensure they
are all set up properly. Once you review the various sales tax reports and have determined what your
Sales Tax adjustment needs to be, you can return to Client Data Review to access where to record your
adjustment.

Client Data Review
Basiz: Scecrual  Rewiew Period: Custom (0170120058 -12/3172008) Modify Rewiew
Q - Client Diata Review tool, not available outside COR Customize Cleanup Tasks

[+] Account Balances

[+] Review List Changes

[+] Accounts Receivable

[+] Accounts Pavable

[ —] Sales Tax
Cleanup Tasks Skatus Task Motes
Q Fix Incorrectly Paid Sales Tax ,m Dr
Adjust Sales Tax Payable ,m Dr
Manage Sales Tax ,m Dr
Pay Sales Tax ,m Dr
Sales Tax Preferences ,m Dr
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New! CDR Tool d Fix Incorrectly RecordedSales Tax

When selecting this option, a report generates that gives you all check or journal entry transactions in
QuickBooks coded to a Sales Tax Vendor in QuickBooks. This helps isolate entries that were made
outside of the Sales Tax Payment module in QuickBooks so an adjustment can be made.

This tool identifies payments that appear to be sales tax payments but were not paid with the Pay Sales
Tax function. This happens when a client uses a regular check to pay sales tax. You can change all or
some of the payments to Sales Tax Check at once.

After the list appears, you can:

e QuickZoom on any transaction by double clicking it to see the check.
e Select a transaction by clicking the checkbox on the leftmost side of the transaction line.
e Select all transactions by clicking the Select All button.

o Deselect all transactions by clicking the Deselect All button.

When done selecting transactions, click Void & Replace to void the check and create a sales tax check.

Dates frnml 01/01/2008 to | 12/31/2008 | Refresh Haw this warks
Payments made with reqular checks rather than Sales Tax Checks in the Sales Tax functions:
= Type Date Num MName Memo Amount
I~ || cHi 01/05/2008 State Board of Equalization 1,301.46 =
[~ || cric 07/05/2008 State Board of Equalization 996.31
I~ || cHi 08/19/2008 305 State Board of Equalization 132.64
7 || cHic 10/05/2008 State Board of Equalization 1,131.39
| [ Select Al ] I Deselect All Total 356180
Total Selected 3,561.80
Void selected regular checks and replace them with Sales Tax Checks. —_—
Check numbers, dates, and deared status will be retained. Void & Replace. ..
Account: Sales Tax Payable.
For manual adjustments:  Sales Tax Adiustment Cloge

Dat a
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After you click Void & Replace the following message appears:

Fix Sales Tax

2 \ 4 transaction(s) totaling 3,561.80 will be voided and replaced with Sales Tax Checks.

[ Proceed ] [ Cancel

e "l

Once the transaction(s) have been changed, you will receive a message indicating that the activity has
been completed. Simply select OK.

L~ T

Fix 5ales Tax

F ! 4 fransaction(s) totaling 3,561.80 have been voided and replaced with Sales Tax Chedks,

Internally, the following happens:

e The regular check is voided.
e The regular check is replaced by a Sales Tax Payable check.

e The new Sales Tax Payable check retains the reconciliation status of the regular check, the
check number, the date, and the amount.

¢ A memo is entered in both checks.
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The following images illustrate the process:

The original check entered incorrectly. Note the check number 305 was posted to the Taxes:State
expense account.

@ Previous ¥ MNext o Save & Print '| #) Find 5] Journal | ) Attach

Bank Account | Chedking - Ending Balance 73,739.02
Mo, 305
Date 08/19/2008 [HH]
Pay to the Order of State Board of Equalization - § 132.64
One hundred thirty-two and 64/100* * ** £ 2 =2 =2z sssszxzxzzzszexexess Dallars
State Board of Equalization
P.0. Box 3456
Address | sacramento CA 94280
g‘i -;
Memo Order Checks

Expenses $132.64 I Items $0.00 ‘ [~] Online Payment  [] To be printed

Account Amount Memo Customer:Job Bila... Class

|Toxesse=_ | 132.64 -

Clear Splits Recalculate Save & Close ] [ Save &New l [ Revert
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After using the Fix Incorrectly Paid Sales Tax tool, the check is voided with a memo inserted for
documentation.

& previous [ Net | Save &35 Print v| %) Find [5] Journal | W Attach

Bank Account | Checking - Ending Balance 73,739.02
Mg, 305
Date 08/19/2008 [HH)
Pay to the Order of State Board of Equalization - $ 0.00
Dallars

L)

State Board of Equalization
P.0. Box 3456
Address | sacramento CA 94230

o

Memo  [VOID: Replaced by Sales Tax Chackl Order Checks

Expenses $0.00 | Items 0.00 | [7] online Payment [~ To be printed

Account Amount Memo Customer:Job Bila... Class
Taxes:State 0.00 &
Clear Splits Recalculate [ Save & Close ] [ Save & New ] [ Revert ]

Finally, a new Sales Tax Payment is entered with the same check number and date along with a memo
for documentation purposes.

4 Previous [ Mext L Save 3 Print '| %) Find [5] Journal | ) Attach

Bank Account | Checking - Ending Balance 73,739.02
Mo, 305
Date 08/19/2008 (&)
Pay to the Order of State Board of Equalization - § 132,64
One hundred thirty-two and 64/100% * = * === s xs=sssxzxsazszssszszsss Dollars
State Board of Equalization
P.0. Box 3456
Addresg | Sacramento CA 54250
Memo Replaces chedk #305 | Order Checks
Sales Tax Payment Information: || To be printed
Sales Tax Item Amount

San Tomas

132.64 ~
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The Vendor Center shows both the voided check and the new sales tax payment.

Show |All Transactions = | Filter By | All »  Date |al -

Type Mum Date ~ Account Amount

Check 10/05/2008 Checking 0.00
Sales Tax Payment 10/05/2008 Checking -1,131.39
Check 305 08/15/2008 Checking 0.00
Sales Tax Payment 305 08/19/2008 Checking -132.64
Check 07/05/2008 Checking 0.00
Sales Tax Payment 07/05/2008 Checking -996,31
Check 01/05/2008 Checking 0.00
Check 01/05/2008 Checking 0.00
Sales Tax Payment 01/05/2008 Checking -1,301.46
Sales Tax Payment 285 12102007 Checking -1,469.30
General Journal 11302007 Sales Tax Payable 12,50
Sales Tax Payment 230 11/03/2007 Checking -1,911.91
General Journal 09/30/2007 Sales Tax Payable -860.31

Adjust Sales Tax Payable

The Sales Tax Adjustment window appears when selecting this line item. Any sales tax adjustments that
need to be made should be made through this window rather than using a journal entry.

Sales Tax Adjustment

==

Adjustment Date | 12/31/2007

EntyNo. | EZWIE
Sales Tax Vendaor -
Adjustment Account -
Adjustment
@ Increase Sales Tax By
_ Amount

() Reduce Sales Tax By

Memao Sales Tax Adjustment
Ok ] ’ Cancel Help
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Manage Sales Tax, Pay Sales Tax, and Sales Tax Preferences
Links to other relevant windows concerning sales taxes are included here.

Additional Areas to Troubleshoot Sales Tax FEors

Reviewing Taxable Status of Iltems and Customers

QuickBooks looks to the taxable status of an item and then validates if the customer is taxable before
calculating tax on a Customer Invoice. QuickBooks only calculates sales tax for customers and items
which are marked taxable. From the Reports menu, select Lists, then Item Listing. This report will
enable you to see at a glance very useful information including the tax status assigned to an item.

i@l Item Price List E| @|g|

Modify Report... Memorizge... || Print... || E-mail * || Export... Hide Header Refresh |Sort By |Default
7:32 AM Rock Castle Construction
121151 Item Price List
December 15, 2011
Item + Description
Sub=:Painting Painting Non A
Sub=:Plumbing Plumbing Non
Sub=:Roofing Roofing Non
Subs:Tile &Counter Install tile or counter Non
Cabinstz Cabinstz Tax
Cabinetz:Cabinet Pulls Cabinet Pulls Tax
Cabinetz Light Pine Light pine kitchen cabinet wall unit Tax
Door Frame standard interior door frame Tax
Hardware Tax
Hardware:Brass hinges standard interier brazss hinge Tax
Hardware:Doorknobs Std Standard Doorknobs Tax
Hardware Lk Doorknobs Locking interior doorknobs Tax ¥

After you have confirmed the Items are set up properly with Sales Tax Codes, then the next list you are
going to want to review is the Customer List. From the Reports menu, select Lists, choose Customers
to get a Customer List report. From the report, choose Modify Report; on the Display tab select Sales
Tax Code. Also choose Sort by Sales Tax Code. You can make changes by double clicking on the
customer from the report and editing the customer record. Changes made will only affect future customer
invoices, all historical information remains as it was before the change.

NOTE:Sal es tax reporting is time sensitive. A closing da
computed and paid(and the other monthend procedures and reconciliations are completedt) prevent users
from making changes to documentshat would affect the sales tax payable or sales totals calculated.
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Reports for Reporting Sales Tax Payable
From the Reports menu, choose Vendors & Payables, then Sales Tax Liability. This report should be
reconciled with your c enmeptfonthedasne Rporirfgperiod& Loss St at
857 AM Rock Castle Construction
1215011 Sales Tax Liability
Accrual Basis November 2011
Sales Tax Payable
0‘ Total Sales )o Non-Taxable 5.. + Taxable Sales = Tax Rate + Tax Collected « Asof Hov30, 11 =
City of East Bayshore
East Bayshore » 0.00 4 0.00 0.00 0.3% 0.00 0.00
Total City of East Bayshore 0.00 0.00 0.00 0.00 0.00
State Board of Equalization
San Domingo 27 24550 20,017.50 7,228.00 7.5% 54210 54210
San Tomas 38,355.50 24 327.50 14,028.00 7.75% 1,08717 1,087.17
State Board of Equalization - Other 0.00 0.00 0.00 0.00 0.00
Total State Board of Equalization §5,601.00 44 345.00 21,256.00 1828.27 1,828.27
TOTAL 65,601.00 44,345.00 21,256.00 1,629.27 1,629.27
You should review the companydés Profit & Loss

Total Sales agree with the amount stated on the Sales Tax Liability report. To troubleshoot discrepancies,
double click on the total number on each report to obtain more detail and identify the differences.

IEl Transaction Detail By Account

Modify Report... | Memarize... || Print... || E-mail = | Export... || Hide Header | Expand || Refresh

Dates | Custom

~ |From [ 11/01/2011 [E]| To | 11/30/2011 [B]| Total By [ Account list ~|sort By [Defaut v
01 AN Rock Castle Construction
12 Transaction Detail By Account
Accrual Basis November 2011
@ Type @ Date < Nu.. ¢ Adj < Name Ed Memo ¢ Clr + Split e Dehit @ Credit
401 alopstoicting locoms, ~
40110 - Design Income
] General Journal 11182011 J  Abercrombie, Kris.. to record revenue from zales services 10100 - Checking 1,000.00
Jotal 40110 - Design Income 0.00 1,000.00
40130 - Labor Income
Invoice 111572011 1074 Pretell Real Estate:...  Framing labor 11000 - Accounts R... 1,072.50
Inveice 111502011 1076 Witton, David:Remo...  Repair work 11000 - Accounts R... 700.00
Invoice 111872011 1077 Hendro RiyadiRem... -MULTIPLE- 11000 - Accounts R... T75.00 |«
< »

Look for transactions such as a general journal entry that will affect the sales totals but will not be in

included in total sales on the Sales Tax Payable report. If your client wrote a check and coded it to the
Sales Tax Liability account, the Sales Tax Liability has not been relieved, so sales tax will still show as
due on the Sales Tax reports.

To fix this, void the checks that were written through Accounts Payable and re-issue (using the same

check number and date) but this time use the Pay Sales Tax Liability function. This will have the same
effect on the General Ledger, but the liability is now relieved, and the reports will now show an accurate
Sales Tax Payable amount.
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expedites cleaning up inventory issues in the QuickBooks file by allowing you to quickly identify where the
errors are in inventory and troubleshoot on one screen without having to go to multiple reports. Once you
have determined what your inventory adjustment needs to be, you can use the link in Client Data Review
to record your adjustment.

: = Inventory

Cleanup Tasks

Feview Inventary Setup

Q Compare Balance Sheet and Inventory Waluation
Q Troubleshook Inventory
Adjust Inventary Quantibyvalue On Hand

Stakus

Task Maokes

E;r"
E;f’
Eﬁ’

-/

New! Review Inventory Setup

This feature allows you to efficiently review the setup of the inventory items and make corrections as
needed from one screen. This is the new Add/Edit Multiple List Entries screen. In addition to reviewing
the setup of inventory items, you could review the setup of Service Items and Non-inventory Parts as well
by selecting a list. Next, you should customize the columns to select the appropriate columns to review.
You can make the necessary corrections and save them when finished.

Dat a Re:!

revi

@ Select a list,

@ Customize columns to display.

List | 1nventory Parts

v] View | Active Inventory Items

Currently Editing:

~ | Find

@ Paste from excel or type to add to or madify your list,

£ 5ee how to quicklv update vour lists

Customize Columns

Ttem Name
Cabinets
Bathroom sink
Kitchen - Above
Kitchen - Below
Cabinet Pulls
Light Pine
Door Frame
Hardware
Brass hinges
Doarknobs std
Lk Doorknobs
‘Wood Doar
Exterior
Interior

Cost
0.00
0.00
0.00
0.00
0.00
1,500.00
12.00
0.00
4.00
28.00
35.95
0.00
105.00
60.00

Sales Price
0.00
0.00
0.00
0.00
0.00
1,799.00
0.00
0.00
7.00
30.00
33.00
0.00
120.00
72.00

COGS Account
Cost of Goods Sold
Job Expenses:Job Ma...
Cost of Goods Sold
Cost of Goods Sald
Cost of Goods Sold
Cost of Goods Sold
Cost of Goods Sold
Job Expenses:Job Ma...
Cost of Goods Sold
Cost of Goods Sold
Cost of Goods Sold
Cost of Goods Sold
Cost of Goods Sold
Cost of Goods Sald

Income Account
Construction: Miscellaneous
Construction
Construction
Construction
Construction:Materials
Construction:Materials
Construction:Materials
Construction:Materials
Construction: Miscellaneous
Construction:Materials
Construction:Materials
Construction:Materials
Construction:Materials
Construction:Materials

Asset Account
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset
Inventory Asset

Reorder Point  Total Value

15

0.00
0.00
0.00
0.00
155.21
12,000.00
24.00
0.00
1,380.00
2,781.00
3,878.85
0.00
209,21
2,192.00

Sales Tax Code

Tax
Tax

On Hand

-2

w o oo
=1

(-

460
103
110
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Overview of ltems

Items handle the behind-the-scenes accounting in QuickBooks. When you create an item, you link it to a
GL account; when the item is used on a form, it posts an entry to that account and another entry to the
appropriate Accounts Receivable, Accounts Payable, Checking, Fixed Asset, or other type of account. At
year-end you should review the Item List and the associated income and expense accounts each item is
linked to help uncover many financial reporting errors.

The most common error in the Item List is that the same item is linked on both purchase documents and

sales documents and when the user set up the item they did not select This item is used in

a s s e mb | Therefoge, the appropriate expense and income accounts were not programmed when

setting up the item. The following is an example of an item that was not assigned an expense account,

only an income accouxitde dVei tcearh,l 0 tahn s iat fAiomnmet his kind of
culprit when items post incorrectly on the GL.

Edit Item

Type oK

| | Use for services you charge for or purchase, like
spedalized labor, consulting hours, or professional Cancel
fees,

Custom Fields
Item Mame/Mumber [] subitem of
|Framing | |

| Speling

LUnit of Measure

UM set | v| [ 1tem is inactive

[] This service iz used in assemblies or is performed by a subcontractor or pariner

Description Rate
Framing labor Tax Code |Mon A

' Account | * Labor Income V| '

How can I set rates by customers or employees?
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If this item is used on either a Check or Bill form and also on a Customer Invoice form, both the cost and
the revenue will be recorded to the Labor Income account as selected here. To correct this, see the
following screen capt-sr dedMake mt bl eoirdctly senosd expénpestov a
Cost of Goods Sold account on a purchase transaction and revenue to a Revenue account on a sales
transaction.

Edit Item

Type (8]

| | Use for services you charge for or purchase, like
spedalized labor, consulting hours, or professional Cancel
fees,

Custom Fields

Item Name/Mumber  [] Subitem of
| | Speliing

|Framing

Unit of Measure

UM Set | v [ ttem is inactive

This service iz used in assemblies or iz performed by a subcontractor or partner )

Purchase Information

Sales Information

Description on Purchase Transactions escription on Sales Transactions

Framing labor

Expense Account | 54000 * Job COGS:5... | Tax Code

Preferred Vendor | i | Income Account | 40130 - Labor Income | »

How can I set rates by customers or employees?

Changing the Account(s) Assigned to an Item

It is possible to edit the accounts assigned to any of the item types (except sales tax types). When
making a change to an account previously assigned to an item you will be given the choice to only affect
transactions from this time forward or to go back and correct all previously recorded transactions. If you
choose Yes, the financials will be restated. Before making these changes, it is safer to make a backup of
the client data and print the Trial Balance before you make any changes. That way you can compare the
results after you make the change and be sure it is what you wanted.

Account Change

You changed an account assocated with this item. All future transactions with this item will
! use this new account.

Would vou like to also update existing transactions?

ues i [ Mo ] [ Cancel

Dat a
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New! CDR Tool d Compare Balance Sheet and Inventory Valuation

QuickBooks enables average costing for the inventory value. The total asset value on this report should
agree on the same date with the Balance Sheet value for Inventory. If you create Journal Entries and post
them directly to the Inventory account, the Inventory Valuation Summary will not agree with the Inventory
Asset balance on your Balance Sheet. Additionally, inventory items with Quantity On Hand that have
been made inactive will also cause a discrepancy between the Inventory Valuation Summary report and
the totals for the Inventory Asset account on the financial statements or trial balance. To correct, re-
activate the inventory item to make the proper physical inventory adjustment (as discussed below), then
inactivate once again so the Inventory Valuation Summary report will tie to the financials.

The new Compare Balance Sheet and Inventory Valuation tool determines whether the Inventory
account on the Balance Sheet and the Inventory Valuation Summary match. The tool checks the
Inventory account and Inventory Valuation Summary when it is opened and displays the results.

A green circle indicates that the Inventory account on the Balance Sheet and the Inventory Valuation
Summary match.

A yellow warning triangle indicates that there is a discrepancy between the Inventory account on the
Balance Sheet and the Inventory Valuation Summary. Two major causes of discrepancies are non-
inventory accounts affecting inventory transactions and incorrect setup of the accounts for inventory
items.
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The default date for the comparison is the last day of the review period. You can change the date in the
As of field and click Refresh to help you narrow down the date when the discrepancy occurred.

r =

#3 Compare Balance Sheet and Inventory Valuation o || = &2

Review Period: Custom (01/01/2005 - 12/31,/2008)

There is a discrepancy between the Balance Sheet's inventory account and the Inventory Valuation
Summary. This may be caused by non-nventory transactions that affect inventory accounts, or by
incorrect setup of items' accounts. )

How this works

s of [ 125372008 ]

Balance Sheet inventory asset account: 23,206.27
Inventory Yaluation Summary total: 23,086.27

Difference:

To find problems:  Transactions using inventory asset account but not inventory items

Review Inventory Setup

Other useful links:  Adjust Inventory Quantity Value on Hand
Item List

Close

If the tool shows a discrepancy, the following links are available to help you fix the problem:

e Links to the Balance Sheet and Inventory Valuation Summary as of the selected date. You can
change the As of date, Refresh, and click these links again to see the Balance Sheet and
Inventory Valuation Summary as of the new date.

e Alink to a report that shows Transactions using an inventory asset account but not
inventory items. This report lists all transactions (such as a journal entry, check, or bill) that were
posted to the Inventory Asset account without an inventory item. If it were a check or bill, you
could edit the transaction to include the item and not the Inventory account on the Expenses tab.
If it were a journal entry, then it would be necessary to delete or void the journal entry and enter
an inventory adjustment for the appropriate item for the adjustment.

e Alink to Add/Edit Multiple List Entries window to review the inventory setup
e Alink to the Adjust Inventory Quantity/Value on Hand

e Alink to the Item List

After following any of these links, you can close them and remain in the Compare Balance Sheet and
Inventory Valuation tool.
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New! CDR Tool d Troubleshoot Inventory
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Client

Many clients who track inventory make mistakes when recording purchase or sale of inventory items.
Having a negative quantity is a problem and can affect how QuickBooks calculates average cost. It might

take a lot of time to identify a specific transaction that caused negative inventory.

The new Troubleshoot Inventory tool will help you to find possible errors. You can see if the negative

Dat a

any

value occurred as of the end of the period é or
inactive items that have a quantity on hand, or items with a percent of markup that is less than an amount
you specify ¢é all in one window.
Show Iten(s |Filtered By + | DJsplay items that meet any of the checked conditions. Bought/sold & negative quantity dates: How this works
Oty Bought/Built = 0 Negative Quantity % Markup less than |~ 10 % 01/01/2008 [&@] To |12/31/2008
Qty Sold/Used =0 Inactive items with Qty on Hand Columns to Display...
MName Description Type Cost Avg Cost Sales Price % Markup Beg Qty Bought/Built Sold/Used  Adj End Qty MNeg Qty? |
[ | cabinets Cabinets Inv Part 0.00 0.00 0.00 0.00 -2 1] 1] 1] -2 ,ri\ Yes -
[T | Cabinets:Bathroom sink | Cabinets for around sink plumbing l 0.00 0.00 0.00 0.00 a 1] 0 1] L] No
[ | cabinets:Cabinet Pulls Cabinet Pulls Inv Part 0.00 172 0.00 -99.74 104 0 12 -2 90 ° No
[ | Cabinets:Kitchen - Above  |Kitchen cabinets for ... |Inv Part 0.00 0.00 0.00 0.00 1] 0 0 0 0 e No
[T | Cabinets:Kitchen - Below  |Kitchen cabinets for ... |Inv Part 0.00 0.00 0.00 0.00 a a a 0 a @ Mo
[T | cabinets:Light Pine Light pine kitchen ca... |Inv Part 1,500.00 1,500.00 1,799.00 19.93 8 10 10 0 8 e No
™1 | Door Frame standard interior do... |Inv Part 12.00 12.00 0.00 -100.00 2 0 0 0 2 e No
[ | Hardware Inv Part 0.00 0.00 0.00 0.00 a a a 0 a L] No
[T | Hardware:Brass hinges standard interior bra... (Inv Part 4.00 3.00 7.00 133.33 450 o o 0 460 ° No
[ | Hardware:Doorknobs Std  |Standard Doorknobs I Part 28.00 27.00 30.00 1L 11 103 0 0 ] 103 ° No
[ | Hardware:Lk Doorknobs  |Locking interior doer... |Inv Part 35.95 35.26 33.00 7.77 110 1] 1] 0 110 Ll Mo
[T | Wood Door Doors Inv Part 0.00 1,750.00 0.00 -100.00 o o o 0 1] L] Mo
1 | Wood Door:Exterior Exterior wood door Inv Part 105,00 69.73 120.00 72.09 3 0 0 0 3 ° No
[ | Wood Door:Interior Interior wood door Inv Part 60,00 68.50 72.00 5.11 32 0 0 0 32 e No
[T | Interior Door kit complete Interior door |Assembly 0.00 116.50 0.00 -100.00 4 a a 0 4 L No
Make Selected Items Inactive Adiust Inventory Quantity Value on Hand & Alert if there's negative inventary
@ as of "to” date
) any time in date range

e Note the layout of this window: The Item List is shown in spreadsheet format. There are filter

options displayed on the top left. You have column customization on the top right and a link to

the Inventory Adjustment window on the bottom.

o Filter options i There are many filter options to choose from. You can filter for all items or only
active items by clicking the Show Items filter drop down box. You can also check mark
specific criteria like Negative Quantity and Inactive items with Qty on Hand.

e Editing an item i Each item name is displayed as a clickable link. Double clicking the item
name link will take you to the Edit Item window. You will be prompted to go to Add/Edit List
Entries window with a Yes/No option.

e Marking items as inactive i You can mark an item or multiple items as inactive directly from this

window. Check mark which items you wish to mark as inactive and then click Make
Selected Items Inactive.
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e Negative inventory i Negative inventory is indicated by a yellow warning sign and a Yes/No
message in the far right column. Double click on the amount showing as negative and the
Inventory Valuation report appears. Note: This tool does not have the ability to automatically fix
negative inventory as the fix can vary from client to client. However, an accountant can adjust
inventory by clicking the Adjust Quantity/Value on Hand link on the bottom of the window.
You can also set the negative inventory alerts to display by the as of date or any time in date
range by selecting your desired option in the bottom right corner of the window.

e Customizing columns i Click on the Columns to Display link. Note: By default QuickBooks
marks all available columns, that way customers know what is available and can remove what
they want from this window. To remove a column, simply click on the check mark next to the
column name and click save.

Adjust Inventory Quantity/Value on Hand

Upon selecting this line item, the Adjust Quantity/Value on Hand window appears. Enter in your
inventory adjustments using this screen rather than creating a journal entry using the Inventory Asset
account.

As accounting professionals, we often enter a journal entry for an inventory adjustment. However, in
QuickBooks you cannot use items on journal entries. This causes the Inventory Valuation detail to differ
from the General Ledger balance. This is why it is important to use the Adjust Inventory Quantity/Value on
Hand so you can adjust the items as needed.

By selecting the box Value Adjustment, you can change the value of the inventory as well as the
guantity. This transaction will correctly modify the total Inventory Valuation Summary and the Balance
Sheet balance for the Inventory Asset account.

Dat a
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