QUICKBOOKSPRO 2002 -TUTORIAL 3

1 ESTABLISHING A DATA BASE FOR AN EXISTING BUSNESS

School Book Suppliesis a business which was established in 1998 to supply text
booksto schools. At 1 March 2003 the business decided to change from manud
recording to computer based recording using QuickBooks Pro 2002. At thet dete, the
business hed the following assets and lidbilities

School Book Supplies
Trial Balance at 1 March 2003

Bank — Eastpac 4219

Debtors — Highgrove High Schod 6700

AudrdiaCollege 9800

Premises 250000

Fixtures and fittings 30000

Accumulated Depreciation of

Fixtures & Fttings 12000

Investment — term depogit 10000

Inventory 45000
Creditors — MacPan Publishers 16200
Butterfield Books 12800
Loan — Enterprise Bank 40000
Capita 274719
$355719 $355719

By using the following ingtructions, these balances will be entered before processing
is commenced.

A new data base can be established by pulling down File and sdlecting New
Company. Thefollowing screenwill gppear:

EasySieg Inoeiview

[ B2 | StaDate |

Thisisthe beginning of the interview which is used to get the opening baancesinto
the sysem. Notice the five buttons on the right of the screen — these represent the
stages of the setup process. We will work through severa of these sections.
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Click on Next at the bottom of the screen to move to the next page of the Wecome.
(Remember that to move onto the next page of the Interview, Next must be used — not
Enter. The button Prev (previous) can be used to return to the previous screen if you
want to make dterations.)

Click on Next afurther seven times until the following screen gppearsfor entering
details of the name and address of the new business.

[ Fretesences: B5T | SiskDale

S OUr CompaEy e

Entar B ey fanee.as pou Mok B i o3 ppaar on imeore, dakaments, and epate Thie
Iz o' Tiadng A5 "' nansa

Cormang Mawe

|Buhe=d Book 5 upplies

Ertoer B CONMpany naee 45 pou nessd 1o have £0n kgl dacuresnic
Linged reres
|

Tell b o
‘whal | e wvor e o busness?

School Book Supplies Next
45 Samford Road Down arrow
M aintown Next

Other company information:
First month of the fisca year — July Next

Y our company income tax form - <other/none> Next
Tax form — you sdlected <other/none> - dick on OK

Business | dentification Detals— key in 53 004 085 616 Next

Lpmparg | Prel pasncea: | (13 ] Siak Dt ]

Selech your bype of business

S ek o birii=ia ppe o thee sci Babbs i

T Choces v0u CONCany (VPR Caralully s can riot oFangs vou COnpany (s
Likar.

Ireduztey

Fropedy Hoan egor el
:Wwﬂqmm
sisan

17
Uses o

Toll HaH om
Wlhatd ree redustn ma) on the k1D

Sdect type of business— scroll down to Product sales'r etail. Next —three times

The computer will now save the company detalls on C drive. Thiswill take acouple
of minutes. If you want to save to afloppy disk, sdect A drive from the pull down
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lig a thetop of the box. Click on OK. The computer will then establish the data
base for your company and the name will appear at the top of the screen.

Y our income and expense accounts

Campany | Prefesarca: | 657 | St Diate

Your iscome and sepense accoants

Do pousent bo ke hess actori?

i Yt?
7 B, Pl B by ol W ey
11 30k dyo ekt dhiplnssd] So0aL

DuickBooks vl it them p for g
wiledn o olck Mt

Tull HaMawm
L | changs thete soonniz 7

Do you want to use these accounts? Sdect Y es Next
Assessng your company - Next — three times
Does your company maintain stock? Sdect Yes Next
Do you want to use the QuickBooks stock festure? Sdect Y es Next

EaiySiog [nbeiview

| Mmu ]ﬂmf ] Pralmences | B57 ]ﬁlad'l:lahr
Wour inece hormal

ol

Imuaicn
QisokBonk s has severd ivacans el el
Forwughi b B chbenem ! bapesi od
bummeisss Gadend the lovesd o
pesfar by e

ot By
™ Prclaztonal
i Gepane

" Calan

‘o can change i sl o ang e

Invoice format — select Product (the format of the invoice on the screen will change

as Product is selected) Next
Edtimates — Do you prepare estimates? Sdect No Next
Progressinvoicing — Select No Next
Timetracking — Sdect No Next
Classfying transactions — Select No Next
Two waysto handle bills— Select enter hillsfirst and enter payments later
Next
Reminders— at start up Next — three times

Goods and Services Tax — Is your company registered to collect and pay GST?
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Sdect Yes Next - twice

Check the details on the tax information screen Next
GST reporting basis— select accrual bass Next
Entering your sdes figures— sdlect Gross Next
Customer tax codes— select No Next — four times
QuickBooks gart date — key in 01/03/03 (dd/mmvyy) Next — four times

Thisisthe end of the General section of the Interview. (A tick has appeared on the
“General” button.) The next section of the Interview covers your Income and
Expenses accounts.

Here are your income accounts:

EasySiog Inierviow

H&te ane your ik ome acorenis

Incame sccaunis

A tha right. & a ki of incones aceound: sk Book: bes cobup 1eght Incone

P i | s} b :m-{wEmz
wrabe [asocunis

1Fyons dan Tam zoae sccounts you seard, pau can sdd Hen 3

s Al noonve

Dl s vk by vk v cores Socoam | noea T ooy DNy

™ a7 g

Tel HuMam
Can | ioname o delele snincone scoound?

Do you want to add another income account now? Sdlect No Next —twice

Expense accounts — more details? Sdect No Next

EaiySiep Inteiview

Ewpene fccis

Heda ane yur e sse aconimls

| Feep—

At right B 8 Bl of e Ao ins DusckBook: hat b2 0p Sere Lhapm =)
P i e ol bubinss; Ficidcx and P ubbcssore

[ vans danl 1am zcom @ccounts vou wanl. pau cen sdd Har
rioei'ou dhould wdd accouris b back sapsnas: thal sl ba
paxzad o6k cuttorer

Do pouvesntin add an speres scemn ney®

T Neg m

Tel H=Moe
T | e o ke B a0 epenie S0t 7

Do you want to add another expense account now? Select No Next —five times
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At the top of the box, dick on the tab for Stock

Adding astock item — sdlect Yes

EasySlep Inseiview

£| i | Ftoee |

Bhock llem Sales lomation

ltare Harra

W Erdar thuramsa or rurhmn of & dodk den pou sl

Sales Desy b

Erder & desonpdion thad vou'd Boes QuckBocks
eavEe ary ks boams whan ool Hh; e

decrouning ior Sreall Buormesx

Saluz Picw

ﬂ Erdar th s psice p uril

T Cods
|_"j Eamdict sacnin Tona Cdes
Tel W=l om
‘il thes desoriplion o pRospet il viel?

Item name — Accounting
Sdesdesription — Accounting for Small Business
Sdesprice— 45

Tax code— pull down list and sdect GST 10%

Income account — pull down list and select Sales
Purchase description — Accounting for Small Business
Cost - 25

Tax code— pull down ligt and sdlect NCG inc GST 10%
Reorder point — leave

Quantity on hand — 1000

(Thetotd vaue of this stock item should gppear - $25000)

Set up another stock item — select Yes

Item name — Legal
Sdlesdecription — Legal Systems
Sdeprice- 20

Tax code— pull down list and sdlect GST 10%

Income account — pull down list and select Sales
Purchase description — L egal Systems

Cost-20

Tax code— pull down ligt and sdlect NCG inc GST 10%
Reorder point — leave

Quantity on hand — 1000
(Thetotd vaue of this stock item should appear $20000)

Would you like to s2t up another inventory item? Sdect No
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Thisis the end of the | ncome Details section of the Interview. The next section deals
with the Opening Balances of non income accounts.

Adding customers
Do you have any customers who owe you money at dart date? Sdlect Yes
Next
Do you track jobs for any of your cusomers? Sdect No Next
E wiithoducion | Duriomers [ Yencrs | oot ]

Adifing cuebofees

R o o

;:;Jmﬁduldil Eﬂ;::wy;t-;h:
Cugtomer name— Highgrove High School Tab
Opening baance— 6700 Next
Would you like to add another customer now? Sdect Yes Next
Customer name — Australia College Tab
Opening balance— 9800 Next
Would you like to add another customer now? Sdect No Next —three times
Adding vendors with open balances
Do you have any suppliers whom you owed money to at start date? Sdlect Yes

Next
£|.flrtm.m | Tistmeey | Wendoe [Ecrmry ]

Adifing Vies b

i‘:‘::::’d"" R:II:B:‘;T'“IM oy v luse io ientifp ihs varda n

'm::—m“" = Em‘]l.'};mmm-mq“d“: vards on
Vendor name — MacPan Publishers Tab
Opening baance— 16200 Next
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Would you like to add another vendor now? Sdect Yes Next

Vendor name — Butterfield Books Tab
Opening baance— 12800 Next

Would you like to add another vendor now? Sdect No Next — three times
Credit card accounts— select No Next

Loans— would you like to set up an account to track aloan? Sdect Yes
Next

£|./1rtm.m | Timmeey | o Vendo | Aerommts

Adding a koan (Eahiing accosnt

Marsa

'W Enbu tha remecd pourlasn

Urpmd Ealseos an

T Erkes thas blarcs of s s [P0 T Hoa gl svcank of Ha
brard a0 od oo sbat date, (Fyo cbtared e s slber o st
daba enker [) o e baleoce of tha lan dber poabrech e

ExipChep nwnvima. uge ik Eooks b snber s oan depast br
s riste on mhsc b recaped 1he kan

[F Lows) Tewn Liskiiay Eﬁhﬂtﬁ:lmﬂmlwm-ﬁnaw Eae Talbia

Tel =M om
‘it iy hong e ks bty vl G Neredes vl limg Ssest rghsT

Key in Venture Bank Tab

Unpaid balance at start date — 40000

Click on Long Term Liability to insert atick Next
Add another loan? Sdect No Next

Bank accounts
Would you like to set up abank account? Sdlect Yes Next

Adding a bank account — key in Eastpac Bank Next

£|.flrtm.m | o Tmomen | Vendon =
Lagt #iaiemand taie s batasco

Shatwresari Erding Dsla Entar tha datm of tha latk bank: zistersent vou ieceresd whare ending
nda vanc DRI OF BEFORE 01 0G0 [h e clabe vou cheos iz e

d
I]I-ﬂl'?m]ﬂ rimdireg daba ot harcacion eniy]

Shateresyd EndingiBabanos. Enter the ending bbane omihe cbabsrent

218

Tel M=Nom
ot 1 ey sociant v operesd At reg st daie®

Last statement - key in 01/03/03 Tab
Baance —key in 4219 Next
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Would you like another bank account? Sdect No Next — twice

The opening balances for Bank, Sock, Debtors, Creditors and non-current liabilities
have now been entered. The next step isto enter the balances of any other accounts
fromthetrial balance —in this case the non current assets.

Asset accounts — Would you like to set up an assst account? Sdlect Yes Next

EaiySiog [nbeiview

£| wiirhodicin | o Tigoen ]w"v‘mda' | e

Adiding @ ddeal Ao nl

Hara
Entm tha rere ol pows axmet Sen Tell Me Mo bakos [ooa
AL SRR Tusthar sxplansbicn o mzai lppez
Tupa

[Fradiem =]

—

Tel M=Noe
“whaly e dWerenis bebaen Desd cument. and othe' asets 7

Adding an assst account

Name — Fixtures and Fittings

Type— pull down the list and sdlect Fixed Asset Next
Do you track depreciation for thisfixed asset? Sdect Yes Next
Origind Cogt — key in 30000 Tab

Depreciation —12000 Next
Would you like to add any more asst accounts? Sdect Yes Next
Name—key in Investment — Term Deposit Tab

Type— sdlect Fixed Asset from the pull down list Next
Do you track depreciation for thisfixed asset? Select No Next
Fixed asset vaue on 01/03/03 — 10000 Next
Would you like to add any more asset accounts? Select Yes Next
Name —key in Premises Tab

Type— sdlect Fixed Asset from the pull down list Next
Do you track depreciation for thisfixed asset? Sdect No Next
Fixed asst vaue on 01/03/03 — 250000 Next

Click on L eave at the bottom of the box to leave the Interview.
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2 CLEANING UPTHE TRIAL BALANCE

Through Reports, Accountant, Trial Balance check that the balances you have
entered are showing. Adjust the date fields to show 01/03/03 to 31/03/03. Click on
Refresh.

rﬁl Trizl Balance
[ McpFiepal. | Mermiee | Frd. Ewel | HoeHesder | Colges| FAeesn]
[tz [Ceetom = | Fro [ripEeans w10 [ 100 m|
el School Book Supplies
AEMN 55 804 DB 616

TNCRE Trial Balance
Aeiril Basis #fiz ol Masch 31, 243
Mar 14, 83
o«  DelR v Credd v
Easipac Bank FoodiE00 4
Accouris Bece mebls 16 50000
SEach Ammmt 4500000
Fimures and FritingsDiepreniatian 12000m
Fiaiees and Fitings0vighnal Cast 30 000 00
BT - 1 sl A0 [ G0
Fremmzes 50 000
Accaurrs Payubis 25, 000 00
Tan Fayahie am
¥ i o sk 40, 000 )

Dpeming Bal Byisity I nam
Urcwegannad hcome 18,500 00
Sncmpgerized Expoman s 9,000 .00
TOTAL BTN WaTIA0

There are threeitemsin the Trial Balance which require adjustment — Uncategorised
income, Uncategorised expenses, Opening balance equity.

(Note — When the details for existing debtors and creditorsare keyed in, a
corresponding double entry isneeded. Thisis created by the programin
Uncategorised income (for debtors) and Uncategorised expenses (for creditors)
because no details of the sales or purchases are provided. When these balances are
cleared and transferred to capital, the opening trial balance on the computer will
reflect the trial balance provided for the business.)

From Company & Financial, select Makejournal entry

ﬁ'!]-:r-tml Jawii nal Emiry

s Bt .:;..p.q'\.;, Ry, Hatory _|.;I\:.a.-r-!
(i F.'l.-’.'ls.-."I?cﬁ Ery Mo [1 oo e T senpunis s

deccord (=] Conct i T e hrvourd Hara [ Bl

Opeerr BadE s 12 500100
Urestegrased Incsim 16 50000 e
Ircabagremad Epancas 730000

) - I - S -

Make the following generd journd entry (no 1) on 01/03/03;

Dr Cr
Opening Bal Equity 12500
Uncategorised income 16500
Uncategorised expenses 29000
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Use the pull down ligt in the Account fidd to sdlect the accounts, or key in the names
— the full name will appear as you commence.

Click on Save & Close and check the Trid Baance to see that the changes have been
made.

Pl Teied Balance -
[McdfPsoont | Mereme | P | Ewoel | Hebasder| Cobges| R
| Dimtms [Cintom: = | Fron rioEanns m| TolA 0 m|
e P School Book Supplies
AEN ST 004 085 §16
I Trial Balance
Epirain Basie iz ol Manch 37, 2003
Mar i1 #5
o DeBit ¢ _Cremt s
Eustpae Hans b oe000 4
Accaurnx Fmce mehle 16 200 .00
Thenk Anset 50000

H 0 Fitlings Depresis
Fisines and Fintings:Origing Cest 20 00000
rwmwlm o - iz depeai 10,000 090

Fromizes 20 i 30
K ocaurin Fayahis. 29,000 00
T Fapalis L]
Ve Sack AD, D00 00
Opeming Bl gty I, 1900
Wrcaiegarizsed ncome nm
B atogaiised Bay 200

TOTAL I T ]&]19.!}!

If you prefer to cal Opening Bal Equity by another name, eg Capital, this can be
changed. Pull down Lists, sdlect the Opening Ba Equity account, click on Accounts,
Edit a the bottom of the box, dick on the name fidd and key in Capital. Click on
OK.

3 REARRANGING THE ORDER OF ACCOUNTS

From the menu bar, pull down Reports, Company & Financial, AU Balance Sheet
to look at the opening balances and the format. Adjust the date field to 31/03/03. The
preset format for the non current assets is not satisfactory for usein class. We would
prefer that “ Depreciation” iscalled “ Accumulated Depreciation” and that it appears
after “ Original cost”. This can easily be fixed.

From the menu bar, pull down Lists, sdect Chart of Accounts.
Sdlect the account Depr eciation which is shown under Fixtures and Fittings
Click on Account, Edit at the bottom of the box.

e  [EET - | |
—_—
Cocel |
@ Mare [Laz: Accurmdsied [eprecelon ~ Arown i
L ke
W Gubmccount o [Fedurs: snd Fittegs j

Decipien |

Hits [
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Position the cursor a the beginning of the word Depr eciation in the Name box and
keyin LessAccumulated . Clickon OK

When the Chart of Accounts screen returns, locate the point of the cursor on the

diamond in front of L ess Accumulated Depr eciation. The cursor will changeto a
cross. Drag the account under Original cost.

Closethe Chart of Accounts box and check the format on the Baance Shest.

4 SETTING UPFHXED ASSETS

This procedure is used for fixed assets purchased after the opening balances have
been entered

Pull down Lists, Chart of Accounts, Account, New OR click on Accounts on the
icon bar, and then dick on Account, New a the bottom of the box.

At the top of the next box, pull down the list and sdlect Fixed Asset. Tab
Name - COMPUTER. Next
Sdlect Fixed Asset (this should be showing in the box) Tab

Name - Original Cost
Click inthe box Sub account of , pull down list and select Computer

Tee  [Fecdimat = i3
Q Nege isgnad Cont r;:l..
¥ bacantd [Copan 7| ,ﬁ
Dedurigtion |
Hesa |
DesrmgBalarcs [~ wd iR |
Next
Sdlect Fixed Asset (this should il be showing in the box) Tab
Name — Less Accumulated Depreciation
Set up as asub account of Computer Next
Sdect Expense from the pull down ligt of types of account Tab

Open new accounts for
Depreciation of Fixturesand Fittings (abbreviate)
Depreciation of Computer

Click on OK
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Return to the Chart of Accounts screen and reposition the Accumulated Depreciation
for Computer beow the Origind Cost and the depreciation accountsin the
aphabeticd list of expenses.

5 TRANSACTIONS
The processing of cash and credit transactions was covered in Tutorial 2. The
following are a few cash transactions which are necessary to establish cash journals

for the bank reconciliation process.

From the pull down ligt in Customer's, sdlect Receive payments

i Receive Paymests m E
A Prorviows B By Hgon = g Printra it Mo _I_;urnal
[ioress Paywent Lt fislance EJII
Cumtames-d o Highgures High Sichard | D navAe 8
Arsount am
Prat. Mathad |
Mo Ol Mo
Diststan ] Irwsokcis:
i [F Tme e Al Dus et e Fapre. |
TG0 i A0 oy [T

Sdect Deposit to, pull down thelist and sdlect Eastpac Bank

Enter the following receipt using the pull down list to sdect the name (as you sdect
the name the balance owing by the customer appears a the top right of the box)

$
04/03/03 Highgrove High School 6000 Click on Save & New
Enter the details for the next receipt:
06/03/03 Augtralia College 8000

Clickon Save & Close

UseLists, Chart of Accounts, Accounts, New to open accounts for Accounting
fees, and Wages (as expenses). Reposition the wages account in the dphabetical list
of expenses.

From the pull down ligt in Banking select Write Cheques.
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& Wrile Chegees - [asipac Bami

Barks et [Eastpn Dok d Encirg Badancs $1E77200
pp, B
Dl DLML2000 |

Fayin e Qi of - 5lok Books i) § 000

S e e p e e
‘

Hiidras

Hesx

- ———————————————————————~.
Eppeiae s 'I-HI:II:II| [ FOO0| T AmimiecTae T Tabe pinkegd
Arraund T Hal Ardt T Al Hare Dosbarrae Joh

B ]
‘s L b [F=5 ‘ mu1 JJT ‘ ‘ -i

Make sure that there is no tick on the box To be printed

Note that the bank balance has increased by the $14000 which had been banked and
that it is adjusted after each chequeis written.

Use thisform to enter the details of the following payments. (For detailed
ingructions, refer to Tutorid 2)

Use Quick add, other for the details of the payee.
Note — dl payments other than wages and drawings have GST induded in the amount.

Use the tax code NCG inc GST for deductable expenses and CAG inc GST for the
purchase of the computer.

Cheque | Date Payee Amount | Payment for
No
982 | 03/03/03 | Slick Books 440 | Accounting fees
983 | 03/03/03 | Andrews & Wyatt 605 | Rent
984 | 04/03/03 | Yarra Power 242 | Electricity
985 | 04/03/03 | Excel Repairs 165 | Equipment repairs
986 | 04/03/03 | Compak computers 1100 | Purchaseof new
computer (use
Original Cost A/c)
987 | 07/03/03 | Cash 600 | Wagesfor daff

Click on Save & Close

Notes prepared by Suzanne Collings 13




6 BANK RECONCILIATION

The bank statement for this exercise:

DATE | TRANSACTION DETAILS DEBIT | CREDIT | BALANCE
Mar 1| Baance 4219 Cr
4 983 605 614 Cr
4| Depost 6000 %14 Cr
5 982 440 9174 Cr
5| Bank fees 15 9159 Cr
6 | Depogt 8000 17159 Cr
7 o4 242 16917 Cr
10| PP —Insurance 600 16317 Cr
From Banking sdlect Reconcile,
& Reconcile - Eastpac Bank H= E
Account To Recancile Wﬂ Opening Balance W v Done |
Tranzactions to be added [optional] Ending Balance l1 £434 x Leave |
Service Charge [0.00 Date I12£033’DD E Accaunt I j
Interest Eamed [0.00 Date i12,’03£UU E Accountl j
D eposits and Other Credits
b Date Cha Ma. Papee Mema Aot @ GoTo |
04,/03/01 Higharowve High Schaol 6.000.00 |
060340 Ausztralia College 8.000.00
e |
Cheques and Payments N Urmark Al |
i Date Chg Mo, Paves tMemo Amaunt
03403401 [982 Slick Books 400.00 |
0340340 983 Andrews and Woatt B50.00
04/03/01  |984 arra P 220.00 3
DA/ |3 |Encel Repais 15000 sttt
04403401 986 Compak Computers 1.,000.00
07/03/0  |987 Caszh E00.00
ltems pou have marked cleared ;
0 Deposits and Other Credits 0.00 E[g?egdBB‘i?aT; 4.219.00
0 Chegues and Payments 0.00 | pifference _4:21 900

Use the pull down list to select Eastpac Bank for the account to be reconciled.

On the top right of the box, under the balance a the beginning (4219), enter the
baance at the end from the bank statement — 16317

Usethe pull down ligt for Banking, Write cheques to enter the details for Bank fees
and Insurance from the bank statement. (If the asset gpproach is being used, goen and
use a Prepaid | nsurance account for the insurance payment). Instead of the cheque

number for both, enter BS (Bank Statement)
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= Wrile Chegees - [asipac Dami

| b Sptec iR - = sl
| Banb Aocodii Eadwﬁaﬁ ﬂ Endig Babswce 1506700
| Mo b=
Dsda (L2003 B
Fapin beider o Epcipes Fland bl N 3711
e e e e e e T T T

Emipac Band
Ok

L[]

-]
| [Eparanz 15,08 [ hine VADH| T raicTec [ Tobsmid
| T et ird el Heme T ebomec it

[ Arro.x
Hard: 5 arviza Chagas 150
I = = el

Click on Save & Close to return to the Reconcile screen

[ Becencile - Castpec Bank

| eccoam| TeFiscancia [Ex oo Bard | i skt FRGEAT]

[ s aainsd Ending Baince [ —

=i§-ualﬂl-p | T7a] Diate [TEHE/NHD @] fecard =

| Ik Eared oo u:e|[rg-1]i.'3:|).aﬂ B | j

| Doz el Dither Craciz

I[7 Dua T W P L fencak

| I R

Paks [T [T

Sk, ok

sindimar and Wit =)
V' Foan 200
Encal Rupaax 165 00
L oreeask. corpulan 1,400 00
Eanipac Bank 1500
Carh £ 0
Ircussrca B0

Mk A Uranark & Sord by IT;I T

| Mo i b vamaked phasrasd Enclng Batwwce
0 Dapezir and Dthar Dedin [1§11] Cleasad Binl arca 42800
0 Chavquez ard Papraariz [1H11] Difwrarzn -4 21800

i Prick: Ll Frapand Reconcis Bow | Lews |

J 2H A des - Mcioank .

To complete the recondiliaion, dick in the first column for any item which ison the
bank statement. Asthisis done the baance at the bottom right of the screen will
adjust until the difference becomes 0.00.

Click on Reconcile Now.

What type of recondiliation report would you like to print? Sdect None.
Click on OK
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7BALANCE DAY ADJUSTMENTS

31/03/03 The insurance payment on 07/03/03 (on bank statement) was for 3 months
31/03/03 Wages for 3 weeks are owing to staff $600

Click on Lists, Chart of Accounts, Account, Newto open an account for Accrued
Wages (other current liability).

On the Menu bar, dick on Company, Make journal entry.

Enter the date, entry number 2, use the pull down ligt in Account to select | nsurance
(or Prepaid insurance if the expense gpproach is used), tab to the debit column and
key in 200 (1 month insurance expensed)(or 400 if the expense gpproach is usad).
Locate the cursor on the second line and use the pull down list in Account to select
Prepaid Insurance. Tab to the credit column and key in 200 (if not dready shown).

Click on Save & Newto process the adjustment for wages as entry number 3. Click
on Save & Close.
8 DEPRECIATION

Once the necessary accounts are set up and arranged appropriately, the processing
of depreciation is a simple general journal entry — all assets can be depreciated
through one entry.

Depreciation the fixed assets as follows

$
Computer 100
Fixtures and Fittings 200

From Company select Makejournal entry. Key in the date (31/03/03) and the entry
number (4). Use the pull down lists to select the accounts and use the down arrow to
move to the next line of thejournd. The amount for the credit entry should gppear
automatically as the down arrow isused. This can be over-written if desired.

defwac Wb b By tmtory ] Jowna
Dee  FRRGIEON M| Erswho i Shiwor T seperte i -

DT L] . ] " Cigdt I, T o Srpecam . Mo Kare: H
Teprecisbion of Compulss 10050 .
Covpager Less Apoural Leale
D sl of Fdiies 200,00

Faturmr ared FibngrLas 00000

After the debit and credit for each depreciation entry have been completed, click on
Save & Close
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9 STOCK ADJJSTMENTS

There are two types of adjustment we need to process — stock gain or loss and write
downsin value.

The stock take at the end of the period showed that there were 980 copies of
Accounting for Small Business, and 950 copies of Legal Systems on hand. A new
edition of Legal Systems will be published in June so it has been decided to offer the
remaining stock at $15 per copy.

From Reports sdlect Stock reports, Stock status by item (adjust the datesto
01/03/03 to 31/03/03) and check that there are 1000 items on hand for each stock
line

1 $ock Satus by llem

Mok et | Neresm: | Pig. | ool | FidaMagle || Pebgh |

Datm: [Cudtor | Fiom [O01050200 W] Te[HAommE W]
ki) School Book Supplies
AN 53 004 0ES 616
o Stock Status by Item
Masch 2003
+ Ham Descnption 'PII'! Hlndﬂ' 'nm_'mrn _-:mmnn * Drodar = |:h1Drd- Naxi IkD_I - Salen Wnek
Accounting b Acoountng o S Q 1 00 s n4
Legal Lisgsd Srpohes 2 1,00 0 o

On the menu bar, sdlect Vendors, Stock activity, Adjust Qty/Value on hand

o Adpst Guantity/Vabee sn Hund
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| L Diesctiphion Custenk Gy T By Qip Do eerce |

Inthefidd Adjustment account, key in Stock L oss Tab
Use Set up to set up the account as a Cost of Goods Sold account. Click on OK.
At the next box, dick on OK.

In thefidd New Quantity enter the new numbers for both stock lines (Accounting —
980, Legd — 950). The adjusted numbers on hand will gppear in the Quantity
difference column and the vaue of the adjustment will be shown & the bottom of the
box.
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Click on Save & Next

Inthefield Adjustment account key in Stock write down press Tab and set up asa
Cost of Goods Sold account

Click on Value Adjustment box and anew column gppears New Value
Adjugt the value of Legd Systemsto 14250 (950 x $15)

The vaue of the gock adjustment will be shown &t the bottom of the box as you dick
onSave & Close.

2o Aidjumt QuanttyVale: on Hand

e S bt
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From Reports, Stock, sdect Valuation Detail adjust the dates and check the changes
made.

Pl Stock Vabsation Detait

Moty Reaport.. Maroms . Pind.  Egoal Hide Hander Aehash
|Dster [Cuctom | Fron I iy | Tl 300200 W St Be [Doms |
55 P Sehool Book Supplies
AR 51004 085 616
SN Stock Valuation Detail
Masch 2083
@ Tyt & e o o W iy * Tl e 0 Hail o+ Aag Cast o Asiet Vel -
Az ol ing
] Shack Akt Lilyitrinid 1,000 1,000 -1 1] 25,000 0 o
Shack Aokt TR 1 ey [ 1] X
Tokal Ao carting B0 4,500 00
Lugal
Shack At OTAGTay 1,000 1 po .00 20,000 00
Ehack Aot NIRRT k| -El B30 roikx ] 12,000 M
Sk soft pliyietei el 1 n as0 15.00 14,160 ()
Toknl Legal a0 14,350 (0
ors S ] — S50

The two new accounts for the stock adjustments should appear on the Profit and Loss
gatement in the Cost of Goods Sold section. On the Baance Sheet the stock value
should be adjusted (Accounting for Smal Business $24500, Legd Systems $14250
total $38750) .

10 PETTY CASH

The recording of each withdrawal of petty cash used is done using vouchers. At the
end of a period or when the petty cash advance runs out, the reimbursement cheque is
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drawn and the allocation of the expenses is done through the cheque section of the
program. The advance to be set up is $200, the amounts spent out of this amount to
$75

To establish the petty cash advance, use Banking, Write cheques, key in the date
15/03/03, and make out a cheque for Petty Cash (thiswill need to be added to the list
as‘other’). Inthe Account field a new account for Petty Cash needsto be set up asa
Bank account. The amount is $200 (chq 988)

Clickon Save & New

For the reimbursement, draw a cheque on 31/03/03 to Petty Cash for $75 (chq 989).
Theitem dlocaions are

$
Filing fees 20
Supplies— office 30
Postage 25

New accounts will be needed for Filing fees and Supplies— office (expenses).

Click on Save & Close.

11 CORRECTIONS
To cancel cheques

Use Ligts, Chart of Accounts, sdect Eastpak Bank, dick on Activities, use
Register OR dick on the Register on theicon bar and sdect Eastpac Bank

Scrall to find the chegue to be cancdlled. Pull down Edit from the menu bar and
select Void cheque. Thiswill change the amount of the chegueto Nil. Click on the
Record button a the bottom of the box and the bank balance will change to reflect the
cancelled cheque.

To adjust incorrect postings

Generd journd entries can be done where the entry doesn't affect the items of stock.
To correct the amount on an invoice
Theinvoice which was issued can be dtered or a credit can be issued.

Pull down Customer's, Create invoice use the Previous button to find theinvoice to
be adjusted. Make the adjusment and record it

OR

Pull down Customer s and sdlect Create Credit memos/r efunds, to issue a credit
note for the incorrect invoice then process anew invoice for the correct items.

If the wrong amount is recorded as received

Use Customers, Receive payment, Previousto find the receipt and adjust
the amount.
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