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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 up to 4 hours1 when cleaning up a clientôs 

data file by using the Client Data Review (CDR) feature in QuickBooks Premier Accountant 2010. In this 

course, youôll discover how Intuit has taken this feature to the next level to enable you to be even more 

productive! Learn about the 4 new tools as well as existing tools in Client Data Review that can help you 

quickly and easily find and fix mistakes in your clientôs files. 

CDR can help reduce non-billable time. Becoming more productive and efficient can streamline your 

quarterly 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: 

 Troubleshoot General Ledger account balances ï including the new tool to Reclassify 

transactions 

 Identify and monitor client changes to QuickBooks lists 

 Resolve open items in A/R and A/P ï including the new tool to write off invoices in batch 

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

sales taxes 

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

situations 

 Document and manage tasks all from one window 

 

  

                                                      

1 Customers who have tried CDR report an average savings of 4 hours per client. QuickBooks Accountant Edition 2009 Market Assessment Study, 

ResearchLink Partners, January 2009. QuickBooks Accountant Edition 2009 Market Assessment Study, ResearchLink Partners, January 2009 
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CLI ENT 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. 

Always create a backup of your clientôs data before you begin your year-end cleanup. The preferred file 

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 they are using for backing up their 

QuickBooks data? Make this part of your year-end 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 going to be making changes to your clientôs data, it is recommended that you document these 

changes. If you use the Accountantôs Copy feature in QuickBooks Premier Accountant 2010 and 2009, 

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 Accountantôs Copy back to merge with their existing 

data file. Another way to track the changes you make to your clientôs data file is to have the Administrator 

of your clientôs file create an External Accountant 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 

Administrator is that any changes that the Accountant makes are combined with the clientôs changes in 

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 Accountant user role are that you are unable to add, edit or delete 

existing users of the QuickBooks file and you cannot view customerõs credit 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 Accountant 2010 and 2009, 

as well as QuickBooks Pro and Premier Editions, 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 Review from 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 tools introduced in 2010.  

TIP: When creating an External Accountant user, you might want to create it by using the 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. Click Add Useré 
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4. Enter User Name and Password for the Accountant. 

 

5. Select External Accountant access for the Accountant. 
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6. Select Yes to give the Accountant access to all areas of QuickBooks. 

 

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

 

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: 

 

Once logged in as the External Accountant, start the Client Data Review session again. 
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NOTE: The Administrator, External Accountant, and users with full access 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.  

 

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

choose Start Review. 
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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 their non-billable time ñhunting and peckingò through a file at a minimum.  

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.  

 

Modify Review ï 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 ï 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. 

 

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. 
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Client Data Review (Wrench) Icon ï 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 ï 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.  
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Task Notes ï 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.  

 

Enter in the note and choose Save. 

Review Notes ï 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.  
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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.  
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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. 

 

CDR Tool ð Troubleshoot Prior Account Balances  

How many times have you performed a review of a clientôs data file, only to discover that the beginning 

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. 
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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 ï 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 will be noted with the word ñinactiveò in parentheses next to the account name. 

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! Using the Copy tool to automatically fill in the prior balances saves time and 

increases your efficiency. In many cases, only a few of the balances from the Accountantõs Records for the 

previous period are different from the balances in the clientõs file. There is a considerable time saving in not 

entering them manually. There is also the advantage of reducing potential data entry errors by not typing 

information that is available electronically. 
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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.  

3. 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. 
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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, ñsince there is no account selected, list changes for all accounts 

are shown.ò 

 

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

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. 

Therefore, you need to enter a customer in this line of the journal entry similar to ñADJ 

Customer.ò Once you have reviewed the adjustment and made any necessary changes, select 

Save & Close. 

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

Usually, you want to reverse the entry.  

NOTE: You can make more than one adjusting entry to correct the balances. If you make an adjusting entry 

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 both A/R and A/P.  Additionally, you should determine the actual customer or 

vendor balances to adjust to ensure the detail account balances are accurate. 

 

  



Save up to Four Hours Utilizing Intuitõs Client Data Review 

24 

Once you select to Save the Adjusting Journal Entry, the following message appears: 

 

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, 

then choose Donôt 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. 
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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. 

 

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 has been established, and if entries or changes are 

then made to those closed period(s). Also, it only tracks changes made after the Closing Date has been 

established. If you make changes to an open period, then establish 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 record all transactions regardless of 

closed or open status for each period. 

 

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.  
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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. 

 

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. 

 

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 ð 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. 

 

Notice the Reports ï 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 

clientôs file. This will allow you to reclassify the transactions and then go take a look at a fresh report:  

 

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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Consider these scenarios: 

 When examining the Profit & Loss Detail, we notice that the Office Supplies Expense account 

includes several amounts paid to a vendor called Ginaôs Catering. Upon further analysis, we 

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 

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

 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. Select a name ï either a vendor, customer, or job.  

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

o The default is to Show transactions that You can reclassify. Optionally, you could select to 

show All Transactions or Transactions you cannot reclassify ï item-based.  

NOTE : For your convenience, you can display item-based transactions, even though you cannot reclassify 

them with this tool, by changing the selection in the Show transactions dropdown list. You should review the 

Items List to identify and correct items. 

o 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. 
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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 fix all transactions quickly and efficiently. 
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After a few clicks, youôve corrected all these transactions to the proper account and class as shown 

below. 

 

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 sheet 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, you cannot 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: 

 See your client's net income at a glance after each adjusting entry 

 Review transactions in your client's accounts, including the Retained Earnings account 

 Enter adjusting journal entries 

 Enter your workpaper references for account adjustments 
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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. 

 

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 as Adjusting Entries so they show 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 ð REVIEW L IST 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.  

 

It will identify Added, Changed, Deleted, or Merged List Items or Accounts since the last review. The 

following lists can be viewed for these changes through Client Data Review: 

 Chart of Accounts  

 Item List 

 Payroll Item List   

 Fixed Asset Item List   
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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 Item 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 

Item 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. 
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Merging or Inactivating Duplicate Chart of Accounts or List Items 

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 a checkmark in the Account is inactive box, see the following screen capture. 

 

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

there is still activity. For this reason, ñdeactivatingò paid-off loans and fully-amortized asset accounts is the 

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.   
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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. 

 

Type the account number (or name of the General Ledger account) you wish to keep. This will take the 

transactions from the old account and ñmergeò them into the account you want to keep. 

 

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

 

NOTE: Duplicate Items, Vendors, Customers, and Other Names Lists can be merged following the same 

instructions. (Employee list items cannot be merged.) 
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Review Item 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 ð 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 still ñopenò since the payment was not applied to the invoice. 

 

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.  
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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 that werenõt applied to an invoice. If a 

DEPOSIT was entered with the Customer:Job name and posted to the Accounts Receivable 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 ð 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:  

 The left section shows Deposits that were entered manually without linking them to payments or 

undeposited funds.  

 The right section shows all available Payments in Undeposited Funds.  

 In the 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 clear all the deposits that have associated payer names. Then, 

clear up the deposits that have no associated 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 Customer Payment to a Deposit in this window, the program replaces the manual 

coding of this entry entered by the client with the Undeposited Funds payment you are replacing it with. 

Subsequently, this eliminates revenue being recognized twice and the need to create a journal entry. It also 

leaves the deposit amount unchanged so that the transaction remains reconciled, if applicable.  

 

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 opportunity 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 collect it. By improving how they manage accounts receivable, 

they can improve their cash flow.  
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New!  CDR Tool ð Write Off Invoices 

Using the new Write Off Invoices tool, you can write off invoices, statement charges, or financial charges 

from a single window ï 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. 

 

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

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

 

  



Save up to Four Hours Utilizing Intuitõs Client Data Review 

45 

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 clientôs industry, the size of the client and a number of 

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 ï There are four date options:  

 >120 days ï invoice date is prior to today by 120 days or more  

 >180 days ï invoice date is prior to today by 180 days or more  

 Review Period ï invoice date is within the review period  

 Custom ï 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 today, or to the last day of 

the review period, depending on your selection, unless you choose Custom. Then you must enter the 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 ï The maximum invoice amount to display on the list  

o A/R Account ï 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 

o Transaction Type ï 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 sort the 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 that list by customer name. 
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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 credits. 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.  

o 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.  

o 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. 
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4. Review and write off selected invoices.  

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. Click Deselect All to 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 write-off account and when you want to remove an invoice from the list.  

 

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. 
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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 ð 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.  
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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.  

 

  



Save up to Four Hours Utilizing Intuitõs Client Data Review 

52 

Incorrect setup of the 1099 preference can lead to understated or overstated 1099 statements to your 

vendors. If the Preference for 1099s is not set up in the clientôs file, it is more than likely there are other 

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.  

 

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. 

 

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. 
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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 vendors. Additionally, it is important to communicate with clients 

about the appropriate accounts to be used (i.e., which accounts are mapped for 1099s).  

 

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

 

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. 
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New!  CDR Tool ð Fix Incorrectly Recorded Sales 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: 

 QuickZoom on any transaction by double clicking it to see the check.  

 Select a transaction by clicking the checkbox on the leftmost side of the transaction line.  

 Select all transactions by clicking the Select All button.  

 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. 
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After you click Void & Replace the following message appears: 

 

Once the transaction(s) have been changed, you will receive a message indicating that the activity has 

been completed. Simply select OK. 

: 

Internally, the following happens: 

 The regular check is voided.  

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

 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. 
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After using the Fix Incorrectly Paid Sales Tax tool, the check is voided with a memo inserted for 

documentation. 

 

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

for documentation purposes. 
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The Vendor Center shows both the voided check and the new sales tax payment. 

 

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. 
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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 Errors 

Reviewing Taxable Status of Items 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. 

 

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: Sales tax reporting is time sensitive. A closing date should be set after each monthõs sales tax is 

computed and paid (and the other month-end procedures and reconciliations are completed) to prevent users 

from making changes to documents that 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 companyôs Profit & Loss Statement for the same reporting period. 

 

You should review the companyôs Profit & Loss Statement for the same accounting period and verify that 

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. 

 

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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INVENTORY  

Many errors in inventory typically are found when reviewing a clientôs data file. Client Data Review 

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.  

 

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. 
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Overview of Items 

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 

assembliesé Therefore, 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 account. We call this a ñone-sided item,ò and it is this kind of setup that is usually the 

culprit when items post incorrectly on the GL. 
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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 capture. Make the item a ñtwo-sided item.ò This setup will correctly record expenses to a 

Cost of Goods Sold account on a purchase transaction and revenue to a Revenue account on a sales 

transaction.  

 

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. 
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New!  CDR Tool ð 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. 

 

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

 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.  

 A link 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. 

 A link to Add/Edit Multiple List Entries window to review the inventory setup 

 A link to the Adjust Inventory Quantity/Value on Hand 

 A link 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 ð Troubleshoot Inventory 

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 

value occurred as of the end of the period é or any time during the review period; see if there are 

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. 

 

 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. 

 Filter options ï 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. 

 Editing an item ï 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. 

 Marking items as inactive ï 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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 Negative inventory ï 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. 

 Customizing columns ï 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 

quantity. This transaction will correctly modify the total Inventory Valuation Summary and the Balance 

Sheet balance for the Inventory Asset account. 


