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Lesson 2: Banks and Credi

Cards 0

Lesson Objectives

In this lesson you will learn how to set up and use the bank reconcilj
work with credit cards for sales and purchases, and reconcile‘dit q

e in QuickBooks. You will also
JWments. Upon successful completion

of this lesson, you will be able to:
O reconcile a bank account O a t f tomer sales on credit cards
download and import online statements O ou purchases on credit and debit cards

O
O create credit card accounts ile credit card accounts for sales and purchases
O

set up credit cards for sales and purchases te banking reports

To Start This Lesson

Before proceeding to the follOWi s, make sure the exercise file has been properly installed on your
hard drive. See “Working t a Files” in the Preface to this manual. The .QBB file that you copy to

your hard disk is ackup copy.

It is recommen y@u make a copy of the exercise file and store it in a safe place in case the original

becomes damaged?

Using th

ercise File in Each Lesson

g lessons in this courseware you'll use the exercise file Classic Interiors Ltd. - your name.qbw
b the lessons. Each lesson will build on the previous lesson. At the end of each lesson (or class), it
ended that you back up the file for safety’s sake. Therefore, at the beginning of each lesson (or
class) it will be necessary to open (or restore) the Classic Interiors Ltd. data file saved (or backed up) after the

vious lesson (or class).
Restoring the Exercise File

1. From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open or Restore Company window.

2. Select Restore a backup copy and click Next.
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Lesson 2 QuickBooks Premier 2013 - Level 2

Bank Account Reconciliation

Discrepancies

Select Local backup and click Next.

In the Open Backup Copy window navigate to your 1741 Student Files folder.
Select the Classic Interiors Ltd.qbb file and then click Open.

In the Open or Restore Company window, click Next.

Navigate to your 1741 Student Files folder.

©® N o v &> w

In the File name field of the Save Company File as window, type: Classic Interiors Ltd.-your n
and then click Save. Be sure to replace your name with your own name so that when
reports to a shared printer in the classroom, you will recognize which pages belong to you.

9. Click OK when you see the message that the file has been successfully restored.

oks has a built-in
s the ability to identify the
transactions that affect the bank account because you have been egin he transactions up to this
point.

The task of reconciling bank statements is typically tedious, but very necessary.
reconciliation function that makes the task much easier to perform,

QuickBooks has some important reconciliation features. .con @ ports can be saved in PDF (Portable

Document Format) format so they can be sent by emajl a Q@B e by the free Adobe Reader program.
In QuickBooks Premier and Enterprise editions all re jati ports are saved as PDF files for you, and

they can be accessed through QuickBooks at any

If there is a difference in balanc nciliation process, there is a Reconciliation Discrepancy

Report that lists transactions affectin ce. The following is a list of the types of transaction that can

affect the balance:

e Deleted transactions.
e Transactions leated in the register.
e Achange ared amount.

e The date of n was changed to a different statement period.

Resolut@dn Process

problem reconciling an account, here are some suggestions to assist you:

the deposit and/or payment totals on both the bank statement and the QuickBooks reconciliation
en to determine if you are missing either a deposit or a payment.

Compare the number of transactions on the bank statement to the number of cleared items in
QuickBooks.

e Look for a transaction with the same amount as the difference and ensure whether or not it should be

cleared.

e Determine if it is a bank error. If so, you can create an adjustment in QuickBooks, notify the bank, and
then reverse the adjustment transaction after the bank corrects the error.
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Banks and Credit Cards Lesson 2

e Verify the amount of each transaction listed on the bank statement compared to the entry in QuickBooks.

QuickBooks helps you reconcile your bank statement to the transactions recorded in the system. To use this
reconciliation facility, you must set up the account to do this.

Your bank will most likely offer you the ability to access your accounts online and download your monthly
statement to your computer. As long as your bank uses the standard Open Financial Exchange (OFX) data
format, you will be able to load this data directly into QuickBooks and further streamline your bank statemept

reconciliation process.

This function cannot be replicated in this courseware as it would require linking to a live bank

Find the most recent statement for the bank or credit card account you want to reconcile. If
reconciled this account, find all the statements you have received for it. If the bank y on many
months ago, find all the statements for the months since then. You cannot rec ement for

any month unless all months prior to it have been reconciled.

It is a good habit to produce a transaction list report of the account you want to rée

The process of reconciling a bank account is quite simple:

¢ In the Banking section of the Home page, click the Reconcile ico clic®Banking, Reconcile on the

menu bar).
e Choose the account you want to reconcile. .
e Make sure that the opening balance for the per@ to QuickBooks is correct as indicated on

ce as indicated on the statement.

the statement.

e Enter the Statement (End) Date and the En

e Enter bank charges and other expense m ank or credit card company, either by entering the
amount in the Service Chargegarea githe in Reconciliation window or by posting a check (or credit
card charge if you are reconcili cr d statement) to the bank or credit card company from that

account for the service char

e Enter interest earned a n income from the bank or credit card company, either by entering
the amount in the Inte E area of the Begin Reconciliation window or by posting a deposit (if it

is a bank a reconciling) or a credit card credit (if it is a credit card account you are

e Click Continu en select the Hide transactions after the statement end date check box. This
prevend@®post-dated items that cannot possibly clear the account during the statement period from
that screen, making it easier for you to perform the reconciliation, especially if you are several
ind.
the list of transactions in the Reconcile window and find them on the bank statement. If the
action has cleared the bank or credit card company, mark it cleared (click beside it in the v'column
or anywhere in the row where that transaction appears); if a transaction has not yet cleared the bank,
leave it unmarked. You can clear the checkmark if you make an error. You can also use the arrow keys to
navigate the list of transactions on either side of the Reconciliation window, and you can use the

to place or clear checkmarks.
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e The transactions in the Checks and Payments section are generally sorted by number, not by date.
However, each column that is available for display can be used to sort your data by clicking the top of
the title bar for the column you wish to sort by.

e If you make an error when starting the reconciliation process, such as entering the wrong statement date
or ending balance, you can click Modify in the bottom right section of the Reconcile window, which will
take you back to the Begin Reconciliation window where you can make your changes, and then click
Continue.

e When you have matched all transactions on the screen and on the statement, the Diffe

the bottom right-hand corner of the Reconciliation window should be zero. If not, look for tc

e If there are other unmatched transactions, exit the Reconcile window. Re nction

when you have resolved those issues. You will not have lost any of your rec

items, such as service charges or interest earned. Enter these amounts in the fields provi
progress.
Do not click Reconcile Now until the difference is $0.00.

start_the ci
Learn the Skill @
In this exercise you will learn how to perform a reconciliation between a ccount and a bank statement.
1 If necessary, start QuickBooks and open the Classic Interiors Ltd. - are company data file.
por ank account to familiarize yourself
n ed through it.
cc S.

he bottom of the Chart of Accounts window.

For the purpose of this exercise only, you will display a‘
with the beginning balance and the transactions that have

2 Click Lists, Chart of Accounts to display the Cha
3 Select the US Bank Checking, and then clic S

4 Click QuickReport: US Bank Checking
click Refresh.

s to display from Feb 1, 2013 to Feb 28, 2013 and

Customize Report | | Share Template E-mail ¥

Excel ¥ | Hide Header Refresh

Dates Custom - B To 02/28/2013 E SortBy Default -

Classic Interiors Ltd.

Account QuickReport
Accrual Basis As of February 28, 2013
Hame @ Memo i3 Split ¢ Amount < Balance <
72,268.49
» Axiom Real Estate Rent Expense -2,000.00 70,268.49 4
Bill Pmt -Check Persia Carpets -SPLIT- -12,642.00 57,626.49
Deposit Deposit -SPLIT- 17,684.98 7531147
Bill Pm-Check Artworks Inc -5PLT- -2,029.50 73,28157
Fine Furniture Designers -SPLIT- -2,646.00 70,635.97
02112013 14 Transfer to Chase Payroll Checking Chase Payroll Checking -8,500.00 62,135.97
02/13/2013 262 Custom Craft Woodworks Accounts Payable -2,495.00 59,640.97
02M13/2013 263 Markan's Furnishings Ltd. Accounts Payable -5,925.00 53,715.97
02/13/2013 284 Vision Lighting Co. Accounts Payable -717.00 52,998.97
02/13/2013 265 Internal Revenue Service (940) 95-4888218 Payroll Liabilities -79.48 52,913.49
02/14/2013 268 Markan's Furnishings Ltd. Accounts Payable -2,925.00 49,994 49
02/14/2013 267 Pacific Bell Accounts Payable -129.50 49,864.99
021412013 Deposit -5PLT- 21,188.96 71,0535
Bill Pmt -Check 02/18/2013 268 Petroleum Hydro Accounts Payable -225.00 70,828.95
Deposit 02/20/2013 Deposit -SPLIT- 12,402.85 83,231.80
Transfer 02/25/2013 Funds Transfer Chase Payroll Checking -7,500.00 75,731.80
Bill Pmt -Check 02/25/2013 269 Black's Janitorial Services Accounts Payable -300.00 75,431.80
Bill Pmt -Check 02/25/2013 270 Imperial Qil Accounts Payable -284.68 75,147.12

Total US Bank Checking

TOTAL

2,878.63

You will note that the account had an opening balance of $72,268.49 at the beginning of February 2013.

5 Close the QuickReport and the Chart of Accounts window.
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Banks and Credit Cards Lesson 2

Now assume that you have just received the bank statement for the US Bank Checking account.

US Bank Of California
Customer Name: Class Interiors, Ltd.
Month Ended February 28, 2013
Bank Statement

Date Description Deposits Checks Balance
Opening Balance 5 7428349
02/02/13 Loan Payment § 201500 § 7226849
02/04/13 Deposit 517,684 .98 § 8995347
02/05/13 Check #258 § 200000 & 8795347
02/06/13 Check #259 $12,64200 § 7531147
02/08/13 Check #261 5 264600 | § T2 66547
02/11/13 Check #260 5 202950 | § 7063597
02/11/13 Funds Transfer 5 8.,650000 % 6213687
02/13/13 Check #2658 5 7948 § 62,056.49
02/14/13 Deposit 521,188.96 5 8324545
02/15/13 Check #263 $ 592500 % 7732045
02/16/13 Check #262 $ 249500 § 7482545
02/17/13 Check #264 $ 71700 § 7410845
02/17/13 Check #266 $ 292500 % 7118345
02/20/13 Check #268 § 22600 % 7095845
02/20/13 Check #267 $ 12950 § 7082895
02/21/13 Deposit §12.402 85 § 8323180
02/26/13 Funds Transfer § 750000 % 7573180
02/26/13 Check #269 § 30000 % 7543180
02/26/13 Semice Charge 5 1500 | & 75.416.80

For the purpose of this exercise, you will now use this
the month of February 2013. Note that the Bank St
QuickBooks report. This is caused by some trans
that entered into the data file.

o perform the bank reconciliation for
ing Balance is different from that of the
processed by the bank at a later date than

6 Select Banking, Reconcile from the me r Begin Reconciliation window is displayed.

7 In the Begin Reconciliation win® at the US Bank Checking is selected in the Account field.

You will note that QuickBoo d in the Statement Date, and the Beginning Balance amount.

Begin R
¥ the ending balance from your account statement.
last reconciled on 01/31/2013.

Statement Date /2812013 E&

74,283.49 What if my beginning balance doesnt match my statement?

ice charge or interest earmed.

Date Account
02/28/2013 v

InterestEarned  Datg Account
0.00 02/28/2003 B v
Locate Discrepancies Undo Last Reconciliation | Continue | Cancel Help

1741-1v1.00 © CCI Learning Solutions Inc. 33



Lesson 2

QuickBo

oks Premier 2013 - Level 2

Account

Statement Date

The bank account to be reconciled.

The date when the bank statement was issued.

Beginning Balance = QuickBooks automatically displays this value from the Ending Balance from the
previous reconciliation. Note: if this is the first time that you are reconciling this

bank account, then the Beginning Balance will not match the beginning balance

on your statement. QuickBooks will automatically adjust the balance whenggou
complete the reconciliation.

Ending Balance Enter the ending balance value from the bank statement. The p e
reconciliation is to align this balance to the account balance as e
date.

Service Charge The amount and date of any bank service charges, account to

be used to record the charges.

Interest Earned

The amount and date of bank interest earned, an me account to be

used to record the amount.

8 In the Ending Balance field enter the ending amount from the ba te t: 75,416.80.

elified field; ensure the date is Feb

9 Enter the Service Charge amount from the statemen*ls.e
ield.

28, 2013. If necessary, select Bank Service Charges

The Interest Earned Date will display the current ut te; but as we do not have any interest to

enter, we will ignore this field for now.

10 Click Continue to display the Reconcile Sc essary, click Yes in the Past Transactions warning

whenever it displays.

11 Click the Hide transactions a

For period: 02/28/2013 + Hide transactions after the statement's end date
Checks and Payments Deposits and Other Credits
F | DATE = G J | DATE = CHK# | MEMO TYFE AMOUNT
2,000.00 02114/12013 21,188.96
12,642.00 0212012013 12,402.85
2,029.50
2,646.00
A
Mark All Unmark All GoTo Columns to Display...
i 7428349 Modify Senvice Charge -15.00
Ou have marked cleared Interest Earned 0.00
0 Deposits and Other Credits 0.00 Ending Balance 75416.80
0 Checks and Payments 0.00 Cleared Balance 7426849
Difference 1,148.31
| Reconcile Now l Leave

12 Match the entries on the Bank Statement to the entries displayed in the Reconcile screen by clicking in
the v column beside each matching entry. Do this for both the Checks and Payments area and the
Deposits and Other Credits area.
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Note that the date the entries were processed by the bank will not necessarily match the dates that
they were entered into the company books.

When you have finished matching the entries, your screen should resemble the following:

For period: 02/28/2013 +| Hide transactions after the statement's end date
Checks and Payments Deposits and Other Credits

P DATE = CHI<# | PAYEE AMOUNT i J | DATE = CHI< # IEMO TYFE SUNT

s 021412013 Markam's Furnishings Ltd. 2,925.00 2

< 021412013 Pacific Bell 12950 < 0211412013 2118896
< 0211812013 Petroleum Hydro 225.00 ¥ |02/2002013 12,402.85
‘/ 02/25/2013 7,500.00

I

02/25/2013 Black's Janitorial Services 300.00

02/25/2013 284.68( |
=
4 Highlight Marked Mark All Unmark Al GoTo
Beginning Balance 7428349 Modify Senvice Charge
Items you have marked cleared — Interest Earned
3 Deposits and Other Credits 51,276.79 Ending Balance ]
15 Checks and Payments 50,125.48 Cleared Balancg 75,416.80
Difference 0.00
Leave
A check dated Feb 25 was not processed by the bar‘\t th the bank statement. The balance in
the bank on Feb 28 did not match the balance on the Oks, as this check was entered on the
books, but not processed by the bank. This entry oS ly show up on the next statement, and will

be reconciled at that time.

The critical area on this screen is the Differ f this field is not 0.00, then we can go back to the

previous screen to review our entries b Modify. If these entries are correct, then we must
review the bank statement a to e have matched our entries correctly in the reconciliation

screen.

As our screen shows 0.00, e iled, and can proceed with the reconciliation process.

13 Click Reconcile Now.

Do not click less you are absolutely sure that the reconciliation balances. If you have a

Difference a and you are unable to locate the error, QuickBooks nevertheless enables
you to click Reco w and continue. If you do click Reconcile Now with a non-zero Difference
amount, @ ckBooksWill record an adjustment directly in the register so that the opening balance will
match e next reconciliation. Nevertheless, do not follow this practice. You will end up with amounts

oks equity account Open Balance Equity, and it will reflect sloppy work and incomplete

4 If necessary, click OK in the online banking information window.

The next screen allows a report to be viewed.
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ciliation Report

Congratulations! Your account is balanced. All marked items
have been cleared inthe account register.

Selectthe type of reconciliation report you'd like to see.

1 Summary
T Detail

To view this report at a latertime, selectthe Report menu,
display Banking and then Previous Reconciliation.

|. Display l Print... Close

15 Select Summary, click Display, and view the report. If a Reconciliation Report windo Do

not display..., then, OK.

Classic Interiors Ltd. - Your Name

Reconciliation Summary
US Bank Checking, Period Ending 02/28/2013

B Feb 28,13 kS
Beginning Balance 74,283,495
¥ Cleared Transactions
Checks and Payments - 16 items -50,142.428
Deposits and Credits - 3 items 51,276.79
Total Cleared Transactions 1,133.3‘
Cleared Balance 754

¥ Uncleared Transactions
Checks and Payments - 1 item
Total Uncleared Transactions

Register Balance as of 02/28/2013
¥ Hew Transactions

| >? 12
Checks and Payments - 1 item -2,015.00

Total Hew Transactions -2,015.00

Ending Balance 73,1712 4

Beginnin k balance at the beginning of the month.

Cleared A'summary of the transactions cleared by the reconciliation process.

Transaction

Cle Balance The balance as matched with the bank statement.

alance The balance on the company books bank account as of that date. (This can be
verified by reviewing the balance shown in QuickBooks).

Transactions  These are transactions processed in QuickBooks since the end of February.
Ending Balance This is the balance as of March 1, 2013, and can be verified by reviewing the bank
balance in QuickBooks as of that date.
It is good practice to print and file the Summary report, shown here, as well as the Detailed report, which

will also display, if you chose Both on the Select Reconciliation Report window.

16 Close any open windows to return to the Home page. Do not memorize.
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17 Click Banking, Use Register from the menu bar. If necessary, select US Bank Checking, and click OK.

Scroll up the list to view the opened register for the US Bank Checking account and note the checkmarks
beside all transactions that have been cleared in the bank reconciliation.

ng

| & Edit Transaction QuickReport Download Bank Statement

£ Goto.. | &) Print..
DATE BER PAYEE PA T v DEPOSIT BALANCE
02114/2013 v 21,188.96
DEP -zplit- Deposit
02M14/2013 266 Markam's Furnishings Ltd. 292500 «
BILLPMT | Accounts Payable
02/14/2013 267 Pacific Bell 12850 «
BILLPMT Accounts Payable
021812013 268 Petroleum Hydro 22500 »
BILLPMT Accounts Payable
02/20/2013 v 12,402.8 y231.80
DEP -zplit- Deposit
02/25/2013 269 Black's Janitorial Services 30000 » 82,831.80 'I
BILLPMT | Accounts Payable =
= 73,117.12
1-Line
Sortby  Date, Type, Number/Ref - [ Record Restore

18 Close the register.

ickBooks

line account access); you are able to carry out a variety of

Online Bankin

With the online banking service (als

tasks, such as managing docu nM¥Ag and paying bills online.

Financial institutions provi iff levels of online banking service. Some do not offer it at all. Check with

your financial insjg hat services it offers.

The Online g Center

Once an@t is set up for online banking, the Online Banking Center becomes available. Some of the

most use atures within the center enable you to:

a®ounts online and download

information: you can download transactions and account
tion. You can use this feature to reconcile your account.

Transfer funds online: If you have more than one account at the same financial institution, you can
transfer funds between these accounts online with QuickBooks.

e Make payments online: You can pay vendor bills online if this is offered by your financial institution.

37

1741-1 v1.00 © CCI Learning Solutions Inc.



Lesson 2 QuickBooks Premier 2013 - Level 2

Downloading and Importing Online Statements

This feature enables you to import transactions that have been processed through your bank account into
QuickBooks from your financial institution’s Web site. As far as possible, QuickBooks then matches the
imported transactions with the entries posted to the relevant bank account in QuickBooks.

Using this time-saving feature will largely overcome the need to manually match the transactions in the
Reconcile window with those shown on the bank statement.

Before you can use online banking in QuickBooks, you must apply for online service with r fimanc
institution or credit card provider.

You can contact your financial institution or credit card provider in person or by phone. s
QuickBooks to visit their Web site. Since this process cannot be completed in class, the f in ctions

are guidelines only.
There are two ways to do this.
1. In the Edit Account window of an existing Bank Account click the Set Up Onli ices button; or

the Menu bar.

select Banking, Online Banking, Set Up Account for Online Servi

Either of these methods will result in the following:

Temporarily Close All Windows

All open QuickBooks windows will be closed temporarily to sgiu
senvices. Do you want to continue?

2.

Click Yes to continue.

Set v ~cou. ' e Senices

Select the QuickBooks accg pnnect to your Financial Institution

Select your QuickBooks acco

Cancel

3. Select the account you wish to connect, and then click Next and follow the onscreen instructions on
your financial institution’s Web site.

4. Since we are unable to proceed in a classroom setting, click Cancel.
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When an account has been successfully connected online, this symbol ¢ will be displayed next to the
account in the Chart of Accounts window.

After the financial institution processes your application, they will send you:

e The logon information you need to access your account.

e Information about how QuickBooks will connect to your account.

Important: You cannot set up online services in QuickBooks without this information.

Once the accounts have been set up in both QuickBooks and the financial institution, you may
books. To do this:

1. Open the Match Transactions window and make sure that the register is displayed.

QuickBooks matches the transactions in the electronic statement (at the bg indow) with
those in the register (at the top of the window). Matched transactions ar

register.

# in your

2. When QuickBooks finishes matching the transactions, it displays the results. Click OK to close the

message.

the electronic statement and

r e\ e you have entered into this account
need to do anything else with this transaction.

b) If you do not agree with the match, transaction. The status of the transaction in the

electronic statement changes

Unmatched:

e transaction in QuickBooks so that it matches the one in the electronic

3. Review the status that QuickBooks assigned to each tra
determine what to do.

Matched: The transaction in the electronic statement
in QuickBooks.

a) Ifyou agree with the match QuickBooks ma

a) The transaction has been e uickBooks but it has a typo (e.g., the amount is incorrect) or was

entered into the wron

ount than you wrote it for. If this happens, the transaction that appears in the electronic
rom your financial institution will not match the transaction you entered in QuickBooks.

he financial institution will likely correct the problem by making an adjustment to your account. You can
ke a similar adjustment in QuickBooks so you can reconcile the account properly.

When all the transactions in the electronic statement have been matched or added to QuickBooks, the
statement is deleted from the Items Received section of the Online Banking Center.
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Set Up for Sales on Credit/Debit Card

To remain competitive in today’s business world, businesses selling goods and services to customers are
obliged to accept credit or debit cards for receipts from their customers.

This is done by entering into an agreement with a credit card processing company (for example, Merchant
Services Group, Bankcard Services, and so on). In most instances, a card processing terminal is set up on
business’ premises, and the customer’s card is swiped through it. When the credit card sale hag b
approved by the automated system, the amount is saved in a batch, and the batch total is
merchant’s bank account at the end of the day.

simplifies the process of reconciling these transactions at the end of the mont
other banking transactions.

The credit card processing company charges a fee for this service in t rm of a percentage discount,
calculated on the amount of each sales transaction. A monthly ren harged for the processing
terminal. These charges may be shown as one total amount on ly statement received from the
credit card processing company (known as the "gross” method). ly,

every time a credit card or debit card batch is procesé he “net” method). If so, you must
determine if the charge shows separately on your t ent or if it reduces the net amount of the
batch. Depending on your preference and the avail of, bank to change from “gross” to “net” or
“net” to “gross”, you may select the method that

ey may be reflected in a charge

ur business needs and monthly reconciliation.

4=m Learn the Skill
=

S " this exercise, you will learn ho )¢ card account to accept sales in QuickBooks.

1 Click the Chart of Accounts icon e COmpany section of the Home page.
2 Right-click in the Chart of §c indow, and click New.

3 Inthe Add Ney Acguni@iin " type in or select the following data:

B Credit Card Account
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Add Mew Account

||"|'|" Account Type Bank v

AccountName  UsB Credit Card Account
Subaccount of -

OPTIONAL

Description  Sales on Credit Cards

BankAcct. Mo, 40988

Routing Mumber

Tax-Line Mapping BiS-Assets: Cash ¥ | Howdo | choose the right tax line?
Enter Opening Balance... Should | enter an opening balance?
’H“ Remind me to order checks when | reach check number
\'J Order checks | can print from QuickBooks Learn morg

| save & Cnse Fave 3 Cancel

4 Click Save & Close.

5 If necessary, click No to close the online bankigg m
The new account now appears in the Chart @Is.
6 Close the Chart of Accounts. o

Entering Sales edit Cards

Once the credit card accouf@ha set up in QuickBooks, you can begin making sales to customers who
wish to pay immeghipt it card.

imm Learnt il

<=

5= In this exercise, yo earn how to post sales transactions with immediate payment by credit card. To allow

the optj depositing to the Credit Card account, follow these steps:

references from the menu bar.
@ Ayments in the left of the screen.

ompany Preferences, ensure that Use Undeposited Funds as a default deposit to account is
deselected and click OK. If necessary, click OK to the Warning, and then click Home on the icon bar to
open the Home page.

4 Create the following sales receipt:

To display the Enter Sales Receipts window, click Customers, Enter Sales Receipts on the menu bar, or
click Create Sales Receipts on the Home page.
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Customer: Job Suzanne Blackstone

Deposit To USB Credit Card Account

Date March 6, 2013

Payment Method  Visa

Item 101 Prints Qty: 1
401 Floor-brass Qty: 1
640 Glass coffee table  Qty: 1

Customer Message Thank you for your business.

Enter Sales Receipts

Main  Formaiing  Send/Ship  Reports  Payments
¢ B H 32 Boricacon & @  Ponlater
Find Mew Save Delete QMemonze Mark As Print  Email Email Laler Attach
M - Pending - M File

CUSTOMER:JOB

pePosiT To USB Credit.. ¥  TEMPLATE
DaTE

03/06/2013 B

SOLD TO

Sales Receipt

Suzanne K Blackstone
SALE NO 45 Cayley Street
12 Camarillo, CA93011

ITEM DESCRIPTION aTy u
Accessories: 101 [Prints 1 ea
Lamps 401 Floor-brass 1 ea
Tables:640 Glass coffee table 1 ea

TR CAVT-CM - | (7.5%)
CUSTOMER MESSAGE

|rThankynu for your business

% Add time/costs

Q

Add Credit Card
Processing

sum 0

Phone (805) 237-4517

Open balance 0.00

ctive estimates 0
Orders to be invoiced 0

RECENT TRANSACTION s
- 021313 Payment 1,182.50
01/28M13 Invoice - Paid 1,182.50
01/2313 Sales Order 1,182.50
NOTES o

5 Click Save & New.

6 Create another sales receip

Customer: Job
Deposit T
Date
Payme

rch 9, 2013
asterCard
ashad Qty: 1

od

Item
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cusToMER:JoB Dr Denise Sch.. = pDEFOSIT To USB Credit.. =  tEMPLATE Custom Sa.. =

DATE

Sales Receu:)t R

Dr. Denise Schulz

SALE NO. 34 Aberdeen Avenue
12 Moorpark, CA93020
CHECK NO. FAYMENT METHOD
MasterCard -
Carpets:220 Mashad 1 ea a00.00 800.00 [TAX
TEE CANT-MP - | (7.5%)
TOTAL

CUSTOMER MESSAGE

Process Ma

MEMO CUSTOMER | TAX - Save & Close Clear

7 Click Save & Close. If necessary, click Ignore in theaheck n¥orm window.

Reconciling the Credit %

As the proceeds of the credit card sales are dep
upon receipt of the bank statement.

ccount for Sales

ank account, it is reconciled in the normal way

If there are large numbers of dail uped into daily batch totals for each type of credit/debit

ituation will require the bookkeeper to set up systems for
parate bank account is recommended.

card, this may become fairly comp
handling these transactions. Thisg

7== Learn the Skill

<

S = In this exercise, yahi W ow to reconcile a credit card bank account.

1 Click Ban ncileon the menu bar.

2 Inthe Begin Re ation window, select or enter the following:

unt USB Credit Card Account
ent Date  March 31, 2013

ing Balance 1,908.18

rchant Fees 15.00
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Begin Reconciliation

Select an account to reconcile, and then enter the ending balance from your account statement.

Account USB Credit Card Account -
Statement Date 03/31/2013 H
Beginning Balance 0.00 What if my beginning balance doesnt match my statement?
Ending Balance 1,808.18

Enter any semvice charge orinterest earned.

Semice Charge Date Account
15.00 03312013 B Merchant Fees -
Interest Earned Date Account
0.00 033172013 & [l -
Locate Discrepancies Undo Last Reconciliation | Continue | Cancel

3 C(lick Continue.

4 In the Reconcile window, click Mark All.

For period: 03/31/2013

Checks and Payments

< | DATE & CH FAYEE TVPE AMOUNT
RCPT 1,063.18
RCPT 860.00
< Highlight Marked ] All Columns to Display...

Beginning Balance 0.00 lodify Service Charge -15.00
ltems you have marked clearad — Interest Earned 0.00
2 Deposits and Other Credits 1,923.18 Ending Balance 1,908.18
0 Checks and Payments 0.00 Cleared Balance 1,908.18
Difference 0.00

| Reconcile Now | Leave

Note that whil€
$15.

o0 transactions totaled $1,923.18, the ending balance on the statement reflects the

rvice charge.
cile window, verify that the Difference value is now 0.00. If it is, click Reconcile Now.

elect Reconciliation Report dialog box, Select Both, and then click Display to view both the
ary and Detail reports.

Close the Summary and Detail Reconciliation reports.

The account is now reconciled.

44 1741-1v1.00 © CCI Learning Solutions Inc.



Banks and Credit Cards Lesson 2

Creating and Setting Up Credit Cards for
Purchases

Instead of using cash, checks, or purchase orders, purchases may be made using a credit card issued in the
name of the business. To simplify reconciliation, you should set up a separate account. It will appear on the
financial statements as a credit card, which is a type of current liability, with the current amount due.

When you enter the credit card information into QuickBooks, you set up the credit card ju
account. The opening balance is the amount owing to the credit card company as of the m cent
statement date. Because most credit card purchases have a low value and they are usually eXWENs

items (e.g., they are not inventory items), you can choose to enter all purchases edi®as they
occur or at the end when the statement is received.

4==m Learn the Skill

gg In this exercise, you will learn to set up QuickBooks to enable you to make

1 Open the Chart of Accounts.

rchases using a credit card.

2 Right-click in the Chart of Accounts window, and click New.

3 Inthe Add New Account window, type in or select t.f I
Type Credit Card \

Account Name  WFB Visa Card
Description Company Credit Card
Card No. 4510-1234-5678-90%

Add Mew Acw

] |"|'|' AccountType  Credit Card

Account Name y

ny Credit Card

dit Card Acct™No.  4510-1234-5678-9099

ax-Line Mapping  B/S-Liabs/Eq.; Other current li.. ~ =~ How do | choose the right tax line?

Enter Opening Balance... Should | enter an opening balance?

[ Save & Close Save & New Cancel

An account with a Type value of Credit Card is referred to by accountants as a liability account.
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4 Click Save & Close. If necessary, click No to close the online banking message.

The new account now appears in the Chart of Accounts. Create another expense account to track the

credit card finance charges.
5 Right-click in the Chart of Accounts and click New.

6 In the Add New Account window, type in or select the following data and click Save & Close:

Type Expense
Account Name Credit Card Finance Charges

Like many other expense accounts, you do not have to set up a separate account to track cr
finance charges. Instead, you can record these charges in your Interest Expense account i
are small and infrequent. These costs can be grouped with other interest expensg
part of the business capitalization and financing structure. As such, all interest
card financing charges—are usually calculated below Operating Income (also K

Before Interest and Taxes).

7 Click Save & Close, and then close the Chart of Accounts.

You must also set up the credit card issuer as a vendor.

8 Open the Vendor Center. . o
9 Click the New Vendor button, and then click Ne \

10 Type in or select the following data: &

Company Name WFB Visa Card

Opening Balance 0.00
as of

Vendor

VENDOR MamE WEFB Visa Card

ASQ v How do | determine the opening balance?

OFENING BALANCE | 0.00

Address info WFB Visa Card

Payment S [ | | First Wl ||Last

Tax Settings
- Main Email -

Accou ttings 5
Work Phone = CC Email -

Adi fo Mobile - Website -
Fax v Other 1 -
ADDRESS DETAILS
BILLED FROM SHIFPED FROM
WFB Visa Card & @
Copy =>

Vendor is inactive [ OK Cancel Help
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11 Click OK to save and close the New Vendor window.

12 Close the Vendor Center.

Enter Vendor Purchases on Credit Card

Once the credit card information has been set up in QuickBooks, you can begin to make purchases fr
vendors using the company credit card.

4==m Learn the Skill
=

S = In this exercise, you will enter purchases using the company credit card.

1 Click the Enter Credit Card Charges icon in the Banking section of the Home Q
2 Click the Purchased From arrow, and select Pacific Bell from the list. I @ click OK in the

Purchase Tax Codes information message.

3 Type in or select the following data:
Date March 4, 2013
Memo Purchase a new cell phone
Account (Expenses tab) Telephone Expense
Amount 349.00 .

Memo New cell phone
4 Click Save & New to complete the transactio

Now use the credit card to purchase office suppWe

5 Type in or select the following data:

Purchased From Ayre
Date M
Memo

Account
Amount
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Enter Credit Card Charges - WFB Visa Card

Main Reporis HoaA
& P Q E 2@ Create a Copy @ @ Download Card Charges Ek % @
Find MNew Save Delete amemorize Attach Select Clear Recalculaie L
T File PO Sphts
Trz
creDIT carn  WFB Visa Card - ® Purchase/Charge ) Refund/Credit ENDING BALANCE 349.00
Credit Card Purchase/Charge
FURCHASED FROM Ayre Office Supplies - DATE 03/05/2013 B
REF NO.
AMOUNT  |35.99

wens  Folders & Hanging Files

Expenses $35.00 [tems $0.00 Ready to pay a credit card bill?

Dffice Supplies - 3599 |

6 Click Save & Close to complete the transaction.

Debit Card Transact{

When a company purchase is m it card, the funds are taken from the checking account
immediately. Use the Write Check ow®to record debit card transactions. To indicate debit card

transactions in Write Checks u as "Cash” in the number field.

If you use the Enter Bills pr s it card purchases, you must enter the payment through the Pay Bills

window, or the e overstated and the bill will not be cleared from Accounts Payable.

In addition to

account. These co

rd transactions, there are other transactions that will directly affect the checking
M withdrawals, or a service such as PayPal. All of these transactions should be
entered t

h Write¥Checks, and it is a good idea to create codes to specify these items.
e Skill

cise, you will learn how to record a purchase using a debit card.

Write Checks in the Banking section of the Home page.

If necessary, deselect Print Later, and in the check No. field enter: Cash.

3 In the Pay to the Order of field, select Excel Computer Store.

4 In the Open Bills Exist window click Continue Writing Check.
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5 Complete as shown below:

Write Checks - US Bank Checking

Main Reports oA
5 " Print Later Pay Online ® E

¢« B B X oo Z g e © B B B 9

Find New Save Delete alﬂemorize Print Attach Select  Enter Clear Recalculate Reor *

= = File PO Time Spiits Baich Rem

Transacfions

BANK ACCOUNT S Bank Checking - ENDING BALANCE  73,117.12

no. |Cash
CATE  03/08/2013 E

FEY TO THE ORDER OF | Excel Computer Store - $ 150.00

One hundred fifly and DOMQ0* * ##*+# 4 s s asnssssanssssannsnrannsssanssassns DOLLARS

ADDRESS

Excel Computer Store
87 Rymal Road, East
Long Beach, CA, 90713

Expenses $150.00 ltems $0.00

Computer and Internet ... = 4150.00 [Troubleshooting

ECEACI  Save & New Clear

6 Click Save & Close.

Reconciling the Credjit@ard Account for
Purchases

The reconciliation of the credi al¥le account works in the same way as reconciling a bank account,

except that the transactiong@e d to those listed on the credit card statement.

S In this exercise, [ rn how to reconcile the credit card payable account.

1 Click Bggking, R&0ncile on the menu bar.

2 Click ccount arrow, and select the credit card account WFB Visa Card from the list.

3 or select the following data:

atement Date March 31, 2013
Ending Balance 384.99
Finance Charge 0.00
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Begin Reconciliation

Select an account to reconcile, and then enter the ending balance from your account statement.

Account WFB Visa Card ~
Staterment Date 03/321/2013 B
Beginning Balance 0.00 What if my beginning balance doesn't match my statement?
Ending Balance 38499

Enter any finance charge.

Finance Charge Date Account
0.00 03/21/2013 B I -]
Locate Discrepancies Undo Last Reconciliation | Continue l Cancel

You can also enter the finance charge (if any) immediately on this screen.

4 Click Continue.

In the Reconcile Credit Card window, click Mark All to select the

Credit Card - WFB Visa Card
For period: 03/31/2013

Charges and Cash Advances

S | DATE =~ RE PAYEE IEMO TYPE AMOUNT
¥ |o304/2012 Pacific Bell
¥ |o2/0512012 Ayre Office Supplies
+| Highlight Marked M Columns to Display...
Beginning Balance 0.00 Modify Finance Charge 0.00

Iltems you have marked cleared

0 Payments and Credits 0.00 Ending Balance 384.99
28499 Cleared Balance 38409
Difference 0.00

| Reconcile Now l Leave

If you d to recdrd the finance (credit card interest) charge, you can click Modify to return to the Begin

RecoN@ation screen.
cdncile Now.

e Payment dialog box will now display asking you how you want to pay the amount owing on the
credit card statement. You can write a check for part or all of the amount owing, set up a bill for part or
all of the amount owing, or postpone payment.

7 If necessary, click Write a check for payment now, and then click OK.
8 In the Select Reconciliation Report dialog box, click Detail, and then click Display.

9 Review the Report, and then close it
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Because you selected the option to write a check now to pay part or the entire credit card amount, the
Write Checks screen is now displayed.

10 Type in or select the following data:

Bank Account US Bank Checking
Pay to the Order of WHFB Visa Card
Date April 4, 2013
Amount 384.99

Memo March Statement
Check Print Later

Write Checks - US Bank Checking

Main Reports ~
@ Pp ﬁ E P4 Create a Copy Q | Print Later @ Pay Online 0] 5
Find New Save Delete Qlﬂemonze Print Attach Select  Enter Reor
T M File PO Time Rem
BANEACCOUNT - US Bank Checking - snDinGsaance  72,967.12

NO. TOFRINT
CATE  04/04/2013
PAY TO THE ORDER OF | WFB Visa Card - 5 3B4.99

Three hundred eighty-four and 990 T T == 7 s sssssrsazassasssssasanznsnanzns D
ADDRESS .

'WFB Visa Card

MEMZ  March Statement &

Expenses $384.99 ltems

WFB Visa Card

LA Save & New Clear

11 Click Save

this section we will cover reports concerning information provided by banking activities. QuickBooks
omes with pre-set reports for you to use, which can provide information such as:

e  Which payments have not yet been deposited.
e What checks have not cleared the bank as of the last bank statement.
e Alist of the transactions pertaining to a specific payee.

e Alist of all transactions affecting a specific bank account.
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7==m Learn the Skill
"1

S = In this exercise, you will create a Deposit Detail Report for the month of February, 2013.

1 Click Reports, Banking, Deposit Detail from the menu bar.

2 Set the Dates to read From: 02/01/2013 To: 02/28/2013. Click Refresh.

Deposit Detail

Customize Report Share Template Memorize Print « | E-mail |v Excel Hide Header Refresh
Dates Custom *  From 02/01/2013 B To 02/28/2013 B SortBy Default -
Classic Interiors Ltd. - Your Name
Deposit Detail
February 2013
Type o HNum + Date Bl Hame k3 Account B

b Deposit 0210472013 US Bank Checking
Sales Receipt 9 0200272013 Weekly Cash Sales Undeposited Funds
Payment 5429 02/01/2013 ReMax Realty Undeposited Funds
TOTAL
General Jou.. 14 02M1/2013 Chase Payroll kin 8,500.00

‘ﬁnk C ;@ -8,500.00

TOTAL -8,500.00
Deposit 02/14/2013 ing 21,188.96
Sales Receipt 10 021203 Weekly Cash Sa Un ed Funds -17,073.28
Payment 258 02132013 Martinez Adve q deposited Funds -2,933.18
Payment 263 02132013 Suzanne kston deposited Funds -1,182.50
TOTAL -21,188.95
Deposit US Bank Checking 12,402.85
Sales Receipt 1 f ash Sales Undeposited Funds -8,502.85
Payment 1685 irfieYd Insurance Co. Undeposited Funds -3,500.00
TOTAL -12,402.85 =

3 Review, and eport. Do not memorize.

4 Repeat Ste 2 selecting Check Detail as the report.

5 Reviewgusing th oll bar to see the entire report, and close the report. Do not Memorize.

aports

QuickReport can be run from the register window. Selecting a transaction and clicking the
port button will create a report that shows all transactions pertaining to the payee of the transaction.

earn the Skill

In this exercise, you will create a register QuickReport for Jack’s Janitorial Services.
1 Click Check Register in the Banking section of the Home page.
2 If necessary, select US Bank Checking in the next screen, and click OK.

3 In the Register, click the 02/25/2013 entry for Black’s Janitorial Services.
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4 Click the QuickReport button at the top of the screen.

5 The Register QuickReport is displayed as follows.

Register QuickReport

Customize Report Share Template | = Memorize Print |* | E-mail ¥ | Excel ¥ Hide Header Refresh

Dates  All ~  From B To B4 SortBy Default -

Classic Interiors Ltd. - Your Name
Register QuickReport

Accrual Basis All Transactions
% Type % Date 4 Num + _Memo ¢ Account + Clr + Split + Amount <+
Black's Janitorial Services
» Bill Pmt -Check 123102012 243 US Bank Checking + Accounts Payable -300.0
Bill Pmt -Check 017222013 252 US Bank Checking + Accounts Payable -30
Bill Pmt -Check 020252013 269 US Bank Checking »  Accounts Payabl 0

Total Black's Janitorial Services

TOTAL

6 Review and close the report, and close the Register

7 Backup the data file as Classic Interiors Ltd. - 8r‘ N

Lesson Summary &\

In this lesson you learned how to set up and use t

econciliation feature, worked with credit cards for
u should know how to:

sales and purchases, and reconciled credit card em
M reconcile a bank account account for customer sales on credit card

M download and import online state M account for purchases on credit and debit cards

M create credit card accounts M reconcile credit card accounts for sales and purchases
4

set up credit cards for saleghan ses M create banking reports
(3 ill

s

dditdonal exercise covers many of the items discussed in this lesson and is included as
ay be completed by the students in class or on their own. Your instructor has access
y for these exercises.

te that if these exercises are completed, they will affect the end results in the data file, and thus
tsvetc. in Lesson 6, will have different figures than those shown in the manual. To avoid this, it is
'mmended that the student back up the data file at the end of each lesson prior to completing the
extra exercises. At the beginning of the next lesson, it will then be necessary to restore the prior lesson

backup before continuing with the next lesson.
1. Complete the following bank reconciliation:

Chase Payroll Checking account for the month of February 2013, using the bank statement shown:
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Chase Bank
Customer Name: Class Interiors, Ltd.
Month Ended February 28, 2013
Bank Statement

Date Description Deposits Checks Balance
Opening Balance $ 5203.03
02/03/13 Check #120 § 46614 5 4,736.89
02/05/13 Check #122 5 47811 § 425878
02/05/13 Check #121 § 53068 5 3,728.10
02/1113 Funds Transfer § 8.,500.00 5 12,22810
02112113 Check #124 5 1.261.25 5 10,966.85
02112113 Check #125 b 922588 5 1004427
02/1313 Check #123 5 A0518 § 9.539.09
0211313 Check #126 § 46613 5 9,072.96
02/19/13 Check #127 5 &0516 §  8,567.80
02/20/13 Check #129 5 80517 5  8,062.63
02/20/13 Check #1258 5 46613 § 7.596.50
02/26/13 Check #131 § 92259 §F  6.673.91
02/26/13 Check #130 126124 ' 5 541267
02/26/13 Check #132 § 46613 5 4,946.54
02/26/13 Funds Transfer § 7.500.00 § 1244654
02/28/13 Service Charge 1500 F 12431.54

2. Make the following purchases on the company credit card:

Vendor: Excel Computer Store *(Click OK at t
Date: April 5, 2013
Check Memo:  New Backup System

Account: Computer and Internet Exp

Amount: 149.99
Memo: External Hard Drive
*Never select the Do not displayhis pgaess i e future check box for this type of warning; this is a

very valuable message to keep yo ntering charges for which bills have already been entered

and for which bill payments via ct should be posted instead of Enter Credit Card Charges. (If you
select the Do not display thi the future check box on this or any other message in error, go
to Edit, Preferences, Gen erences, and select the Bring back all one-time messages check

box to reactivate ag@ prompt. In the two cases that follow, we are ignoring the message, but in

general that hat you should use the Pay Bills function rather than Enter Credit Card

if we were using that option).

Hamilton Spectator

April 10, 2013

Advertising and Promotion
175.00

Ad for upcoming sale

Enter the following Credit Card Sales Receipts:

Customer: Dyle & Groen, Lawyers
Date: April 2, 2013

Pay't Method  Visa

Item: 105 - Sculptures Qty: 1

Net Amount: 225.00

54
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Customer Fazilo's Ristorante

Date: April 4, 2013

Pay't Method:  MasterCard

Item: 420 — Wall-brass Qty: 2

Net Amount: 50.00

4. Reconcile the relevant Credit Card Accounts as follows:

Account USB Credit Card Account
Statement Date April 30, 2013
Opening Balance 1,908.18

The following receipts/charges were cleared:

Dyle & Groen 243.00

Fazilo's Restorante  53.75
Merchant Fees (12.50)

Ending Balance 2,192.43
Account WEFB Visa Card

Statement Date April 30, 2013
Opening Balance 384.99
Payment recorded  -384.99

The following charges were recorded: \:
Excel Computer 149.99
Hamilton Spect. 175.00

Ending Balance 324.99
Finance Charges 0.00

Pay the Visa bill from the US Bank t as of May 2, 2013.

Memo: April Statement rint Later.

Review

1. The bank dtion xtremely important as it is the only source of external audit to verify your
day-to-day b g.

a. False

re setting up the bank reconciliation in QuickBooks, you must work from your last balanced

liation.
b. False

Outstanding entries from the last balanced reconciliation may be manually typed into the bank
reconciliation system.

a. True b. False
4. Entries for bank service charges and interest must be made through the bank reconciliation.

a. True b. False
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5. If you are unable to balance your bank reconciliation, it is perfectly acceptable to simply post an
adjustment and move on.

a. True b. False
6. A Difference amount of anything but 0.00 means that the bank reconciliation is not balanced.
a. True b. False

7. Credit card sales transactions with customers can be set up so that the credit card discount is calcula
and deducted from each transaction.

a. True b. False

8. For sales to customers using credit cards, you can use the Create Invoices form.
a. True b. False

9. Proceeds from credit card sales are normally deposited to a bank account i of the merchant.

a. True b. False
10. A liability account is needed in the Chart of Accounts to record p as de on a credit card.
a. True b. False

11. A company credit card is normally used to purchaseq y assets such as a car or machinery.

a. True b. False

12. The account used for purchases on credit ¢ us econciled in the same way as a regular bank
account.
a. True b. False

@’b
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