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10 QuickBooks Tips & Tricks to Save
Your Business Time & Money
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Sample Files

* Use a ‘sample file’ to practice
* Ifyou use QBO — Google ‘QBO Test Drive’
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Tip #1: Keep Your Books Up-to-Date

Real time information on cash availability.
Catch fraudulent charges right away.

Enter A/R (invoices) as soon as you or the staff provide the
services or sell the product.

Enter A/P (bills) as soon as you receive them.




Tip #2: Well-Defined Bookkeeping Procedures

* Create a notebook or even better a digital file that lists the
step by step instructions and/or to do lists for daily, weekly,
monthly, quarterly, and yearly tasks.

* Use your accounting software to automate some of these
tasks and set up reminders.

* Use your digital calendar to set reminders of important due
dates.
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Tip #2: Well-Defined Bookkeeping Procedures

 Use the Reminders and To Dos feature in QuickBooks and
customize your tasks.

*  Company>To Do List

Open Windows

Eile Edit View Lists

Sample Larry's Lang

Favorites Accountant BenisEWS Customers Vendors Employees Banking

Home Page
Company Snapshot

Calendar

Documents

Lead Center

My Company
Set Up Users and Passwords 4
Customer Credit Card Protection. ..

Set Closing Date

Bulk Enter Business Details...

Planning & Budgeting
Jo Do Lis

Reminders

Alerts Manager

Chart of Accounts
Make General Journal Entries...
Manage Currency

Enter Vehicle Mileage. ..

Prepare Letters with Envelopes
Export Company File to QuickBooks Online




Tip #2: Well-Defined Bookkeeping Procedures

Use the home page visual template as a basis for creating
procedures for workflows.

VENDORS
Enter Bills
Against
Inventory
Pay Bills
CUSTOMERS
=2 Create Sales
Receipts
Accept P
Credit Cards
Receive
Payments
Finance Statements Refunds
Charges & Credils
EMPLOYEES
Pay Pay Process HR Essentials
Employees Liabilities Payroll and Insurance

Forms:

Chart of
Accounts

72

ltems &
Senices

@

QuickBooks 2021
is here

Record
Deposits

4

Write
Checks

Print
Checks

Inventory
Activities

=

Order
Checks

Calendar

&

Reconcile

Check
Register

=

Enter Credit
Card Charges




Tip # 3: Automate Transactions/Memorize
Transactions:

* If you have reoccurring items, use the memorize
transactions function in QuickBooks for quick entry.

* Easy to set up/Customizable
* Setit to remind you to enter the bill or invoice.

* |f the amount is the same each period, then set the “Automate
Transaction Entry” feature and it will enter it automatically into
your books.
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Tip # 3: Automate Transactions/Memorize
Transactions:

* Lists>Memorized Transaction List

File Edit \iew Favorites Accountant Company Customers Vendors Employees E
Chart of Accounts Cirl+A
|tern List
x  FEmxed Asset tem List
Open Windows Price Level List
] Biling Rate Level List
Sales Tax Code List
Payroll kem List
Payroll Schedule List
Class List

Workers Comp List

Other Names List
Customer & Vendor Profile Lists *
Templates

Memaorized Transaction List Ctri+T

Add/Edit Multiple List Entries




#4 Reconcile Monthly

e Save time at the end of the month.

* Catch fraudulent charges in real time or missed deposits due
to bank error.

* Review bank and credit card transactions for accuracy.
* Avoid costly bank charges due to bounced checks.

* The only items that should be in the uncleared section will
be current transactions.
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Tip #5: Review A/R Frequently

* Free cash up right away.

* Invoice your clients and customers as soon as you get the contract
or job.

* Review your outstanding invoices weekly:

1.
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Run an A/R report.

Look at past due.

Make sure payments were applied correctly to the invoice.
Call or email regarding past due invoices.

Do you offer alternative forms of payment ACH, credit card, Zelle, or
PayPal for the convenience of quick payment?

If you use QuickBooks it offers QuickBooks Payments and creates links
in the invoice for easy payment.




Tip #5: Review A/R Frequently

* How to get the Accounts Receivables Report
* Reports>Customers & Receivables>A/R Aging Summary

Sample Larry's Landscaping & Garden Supply - QuickBooks Accountant Desktop 2019

wyees Banking JElSLIE
Report Center
Memorized Reports [
Scheduled Reports 3
Commented Reports

Company Snapshot

Process Multiple Reports

QuickBooks Deskiop Statement YWriter

Company & Financial
Customers & Recewables

Sales

AR Aging Detail

Jobs, Time & Mileage ¥ Customer Balance Summary
Vendors & Payables v Customer Balance Detail
Purchases ¥ Open Invoices

Inventory ¥ Callections Report
Employees & Payroll *  Average Days {o Pay Summary
Banking »  Average Days to Pay
Accountant & Taxes *  Accounts Receivable Graph
Budgets & Forecasts ¥ Unbilled Costs by Job

List v Transaction List by Customer
Industry Specific " Customer Phone List
Contnbuted Reports v Customer Contact List

|tem Price List

Custom Reports b

Transaction History
Transactiop Journal

PPP Cash Compensation
PPP Average Monthly Payroll Cost
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Tip #6: Keep Those Receipts
(missed deductions)

Getting all receipts digitized can save a lot of time.

Scan or take pictures of the receipts right away or ask
vendors to email you copies.

QuickBooks Online Tip: Use the QuickBooks mobile app and
it automatically uploads the data from your receipt and
stores your receipt

Pro Tip: Use a mobile app for receipt tracking that
automatically https://www.receipt-bank.com/us/




Tip #6: Keep Those Receipts
(missed deductions)

* Quick Tip: Keep all receipts and documents in digital format.
Request documents to be emailed for a quick digital copy.
Otherwise scan or take a picture as soon as possible. Attach
the receipt to a bill, invoice, or check as back up for the
purchases.

* QuickBooks Tip: Click on the attachment paper clip icon or
drag and drop the receipt or document.
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Tip #7: Get the Best Vendor Terms
(get discounts and avoid late payments)

* Negotiate better terms with your vendors.
Paying vendors later with negotiated terms keeps the cash in the
business longer

* On the other hand, if you do have cash available, negotiate a
discount for paying the vendor quicker.




Ip #7: Get the Best Vendor Terms

* Use the accounts payable system in your software. Run and review the
report weekly, pay vendors on time and avoid costly late fees.

* Reports>Vendors & Payables>A/P Aging Summary

Sample Larry's Landscaping & Garden Supply - QuickBooks Accountant Desktop 2019

mployees Banking JREVLEN Window Help
Repon Center
&l Memorized Reporis

Scheduled Reports

Commented Repons

Company Snapshot

Process Multiple Reports

QuickBooks Desktop Statement Writer

Company & Financial
Customers & Receivables
Sales
Jobs, Time & Mileage

Purchases + AP Aging Detail
Inventory *  Vendor Balance Summary
Employees & Payroll v Vendor Balance Detail
Barking *  Unpaid Bills Detail
Accountant & Taxes ¥ Accounts Payable Graph
Budgets & Forecasts v Transaction List by Vendor
List

Industry Specific

" 1099 Summary
' 1099 Detail

Contributed Reports Y sals Tax Liabilty

v Sales Tax Revenue Summary

Custom Reports

\endor Phane List

Transaction History Vendor Contact List

. . . . Transaction Journal
. ‘ . . PPP Cash Compensation
. . PPP Average Monthly Payroll Cost




Ip #7: Get the Best Vendor Terms

* How to Enter Terms

Sample Larry's Landscaping & Garden Supply - QuickBooks Accountant Deskiop 2019

Lists Favorles Accountant Company C:

Vendor Informatiol ¢ ¢ ., ..

Active Yendors ko 2 Company Name Main Phone 415-555-
Full Name  Evelyn C... Main Email evecifisa REPORTS FOR THIS VENDOR
- SRR e Vendor Type  Materials
NAME BALANCE TO . | ATTACH QuickReport
- A AccountNo R 504
Bank of Anycity 0.00 . B Pt G Gay Open Balance
Bayshore CalOil S.. 0.00 189 Old Bay
Bayshore Water 0.00 Bayshore, €
Brown Equipment 0.00 Order 1099 Forms
Cal Gas & Eleciric 277.50 -
Cal Telephone 45.00 Transactions Contacts ToDo's Notes Sent Email
CalOil Company 0.00 SHOW Edit Vendor
Campion, Patrick, 0.00 TYPE
P 0.00 : R vEnpoR nen= Conner Garden Supplies
Chris Markley 0.00 Bl Pr CURRENT BALANCE 12720 How do | adjust the current balance?
City of Bayshore 0.00 Bill Address Info
City of Middiefield 0.00 il AceounTae Bt .
Computer Service. . 0.00 Bl Payment Settings pAYMENT TERMS | 1% 10 Net 30 - BILLING RATE LEVEL - a
Conner Garden Su. 12720 i FE—
e Bill P"1 Tax Settings PRINT NAME ON CHECK
Employment Devel 0.00 Bill AS
Express Delivery 0.00 Bill Account Setlings
First Insurance 396.03 Bill Pm )
Great Statewide B i
Gussman's Nursery
Harbor Freight




Tip #8: Collect W-9 at Time of Service

(save on late filings fees)

* Request a W-9 right away from the vendor.

* You can download a PDF here: https://www.irs.gov/pub/irs-
ndf/fw9.pdf and email it to the vendor.

* QuickBooks Tip: You can attach and store that W-9 digital
document in the vendor information in QuickBooks. No
separate file system needed!

* QuickBooks Online Tip: QBO has a feature you can invite
contractors to fill out their W-9 and sign them electronically,
securely inside their intuit account.
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Tip #8: Collect W-9 at Time of Service

* Vendors>Print/Efile 1099s>1099 Summary Report

Sample Larmy's Landscaping & Garden Supply

Customers

|

N Bill Tracker

UL GIEl Employees Banking Reports  Window  Help
Vendor Center ) o

Enter Bills
Bay Bills

Sales Tax

Create Purchase Orders
Receive ltems and Enter Bill
Receive tems

Enter Bill for Received ems

Inventory Activities

Print/E-file 1098s L 1089 Wizard
Rewview 1099 Vendors
1089 Summary Report
1089 Detail Report
Order 1099 Forms

Itern List




Tip #8: Collect W-9 at Time of Service

e Make sure to Check Box
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9: Software is a Tool

Tip

* The software does not actually do accounting. Accounting
decisions must be made for each transaction.

* Example #1: a company purchased some desks and you are
not sure if it is an expense or asset.
* Classify it as “unallocated expense”

* write in the memo section “purchased two desks for $200.00 each
for the back office”.

* Example #2: a company got a new loan and the account has
not been set up in QuickBooks, but you want to enter it into
the books.

* Put the deposit in “unallocated income.”
*  Write “new loan from USA Bank need set up new account.”




Ip #10: Regularly Scheduled Back-up or Have
Data File Automatically Uploaded to the Cloud.

* QuickBooks online stores your files
File>Back up Company>Create Local Backup

Edit View Lists Favortes Accountant Company Customers WVendors Employees Banking Reg

New Company.

MNew Company from Existing Company File .

Dpen or Restore Company. .

Open Previous Company

Open Second Company

Back Up Company
Create Copy.. Create Local Backup

Il Close Company Restore Previous Local Backup

Switch to Multi-user Mode
Utilties
Send Company File

Setup [ Activate Online Backup

Print Eorms

Printer Setup..

Send Forms..

Shipping

Update Web Senvices

Toggle to Another Edition. ..

Exit Alt+F4
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Bonus Tip!

If you get stuck, it is a good idea to ask an expert. Asking a
professional will always save you time and money. And
remember we are here for you if you need assistance with
your books.
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Sign up to get Bookkeeping/QuickBooks
Tips delivered to your inbox every Friday!
https://Islcpas.com/quickbooks-bookkeeping-tip-of-the-week/




Thank you from
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Connect with us:

Website:  www.lslcpas.com

Email: Contact.Us@Islcpas.com
Phone: (714) 672-0022




