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A
ABC (activity-based costing)

classes
after-the-fact classifications, 345
Class Tracking feature, 341–345
classifying expense amounts, 343–344
classifying revenue amounts, 343
setting up, 343

implementing, 339–340
overhead allocation, 334–339
overview, 331
reports, 346

Account Listing report, 287
Account Settings tab, New Vendor window, 

108, 109
Accountant & Taxes reports

Account Listing report, 287
Adjusting Journal Entries report, 286
Audit Trail report, 286
Closing Date Exception Report, 287
Customer Credit Card Audit Trail report, 287
Fixed Asset Listing report, 287
General Ledger report, 286
Income Tax Detail report, 287
Income Tax Preparation report, 287
Income Tax Summary report, 287
Journal report, 286
Transaction Detail by Account report, 286
Transaction List by Date report, 287
Trial Balance report, 285–286
Voided/Deleted Transactions Detail report, 287
Voided/Deleted Transactions Summary 

report, 287
accountant chores
accountant’s copy of data file

canceling changes, 295
creating, 288

exporting changes, 293
handling manually, 288–291
importing changes, 294
reusing, 292
sending electronically, 291–292
troubleshooting transfers, 295
using, 292

Client Data Review commands, 295–296
journal entries

editing, 284
overview, 281–282
recording, 282–283
reversing, 283–284

memorized transactions, 284–285
reviewing Accountant & Taxes reports

Account Listing report, 287
Adjusting Journal Entries report, 286
Audit Trail report, 286
Closing Date Exception Report, 287
Customer Credit Card Audit Trail report, 287
Fixed Asset Listing report, 287
General Ledger report, 286
Income Tax Detail report, 287
Income Tax Preparation report, 287
Income Tax Summary report, 287
Journal report, 286
Transaction Detail by Account report, 286
Transaction List by Date report, 287
Trial Balance report, 285–286
Voided/Deleted Transactions Detail report, 287
Voided/Deleted Transactions Summary 

report, 287
updating company information, 284

accounting
accountant chores
Client Data Review commands, 295–296
creating accountant’s copy of data file, 288–295
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accounting (continued)
journal entries, 281–284
memorized transactions, 284–285
reviewing Accountant & Taxes reports,  
285–287

updating company information, 284
activity-based costing
classes, 341–345
implementing, 339–340
overhead allocation, 334–339
overview, 331
reports, 346

budgeting
benchmarking, 321–322
financial ratios vs., 330
overview, 319
reports, 327–329
Set Up Budgets Window, 323–327
top-line budgeting, 320
zero-based budgeting, 320–321

business form generation, 12
continuity assumption, 26–27
cost principle, 26
double-entry bookkeeping
accounting model, 33–35
calculating account balance, 42–44
cost of goods sold, 41
debits-and-credits system, 35–38
fiddle-faddle method vs., 30–33
loan payoff, 42
overview, 29–30
payoff of accounts payable, 42
rent expense, 39
sales revenue, 40–41
supplies expense, 40
T-account analysis, 45–46
trial balance, 39
wages expense, 40

expense principle, 25
financial statements and reports

accounts receivable report, 22
balance sheet, 15–19

document retention, 315–317
income statement, 12–15
inventory report, 22–23
modifying, 308–314
overview, 297–298
processing multiple reports, 314–315
producing, 298–299
Report Window, 299–308
statement of cash flows, 19–22

matching principle, 25–26
objectivity principle, 26
overview, 9
principles of, 9–28
project and job costing systems
estimates, 354–355
progress billing, 355–357
reports, 353–354
setting up, 347–350
tracking costs, 350–353

revenue principle, 25
separate-entity assumption, 27
special accounting problems
accounts payable transactions, 53–55
accounts receivable, 50–53
closing out revenue and expense accounts, 
68–70

fixed assets, 59–63
inventory accounting, 55–59
liabilities, 63–68

stakeholders
defined, 10
entrepreneurs, 10
external creditors, 11
government agencies, 11–12
investors, 10
managers, 10

tax accounting, 28
unit-of-measure assumption, 27

accounts payable
entering bills, 194
paying bills, 54
recording bills, 53–54
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Accounts Payable figures, Balance Sheet 
schedule, 447

Accounts Payable Financing figures, Cash Flow 
Statement schedule, 456

accounts receivable (A/R)
estimating bad-debt expense, 51–52
recording payments, 50–51
recording sales, 50–53
removing uncollectible accounts, 52

Accounts Receivable figures, Balance Sheet 
schedule, 444

Accounts Receivable Investments figures, Cash 
Flow Statement schedule, 458–459

accounts receivable report, 22
accrual-based accounting, 26, 308
Accrued Expenses figures, Balance Sheet 

schedule, 447
Accrued Expenses Financing figures, Cash Flow 

Statement schedule, 456–457
Accumulated Depreciation figures, Balance Sheet 

schedule, 445–446
ACH (Automated Clearinghouse) system, 132
acid-test (quick) ratio, 364–365
Activities button, Chart of Accounts list, 96
activity ratios
average collection period ratio, 371–372
days of inventory ratio, 371
fixed-asset turnover ratio, 372–373
inventory turnover ratio, 370
overview, 369–370
total-assets turnover ratio, 373

activity-based costing (ABC)
classes
after-the-fact classifications, 345
Class Tracking feature, 341–345
classifying expense amounts, 343–344
classifying revenue amounts, 343
setting up, 343

implementing, 339–340
overhead allocation, 334–339
overview, 331
reports, 346

Add Credit Card Processing command, Customers 
menu, 182

Add Marketing and Customer Tools command, 
Customers menu, 183

Add New Account Choose Account Type window, 
Chart of Accounts list, 93

Add New Account window, Chart of Accounts list, 
94–96

Addback of Depreciation figures, Cash Flow 
Statement schedule, 456

Additional Customization dialog box, invoice 
forms, 150–155

Additional Info tab, New Vendor window, 108
Address Info tab
New Job window, 349
New Vendor window, 108

Adjust Quantity/Value on Hand window,  
222–225

Adjusting Journal Entries report, 286
Advanced Excel Options dialog box, 304
after-the-fact classifications, activity-based 

costing, 345
Aging Reports radio buttons, Reports & Graphs 

Preferences dialog box, 136
all-encompassing cost of capital, EVA analysis, 

385–386
Amazon, 470
angel investors, 479
A/R (accounts receivable)
estimating bad-debt expense, 51–52
recording payments, 50–51
recording sales, 50–53
removing uncollectible accounts, 52

archiving data, 512–514. See also data protection
Assess Finance Charges dialog box,  

180–181
assets

balance sheet, 15
income statement, 10

Assisted payroll service, 268
Audit Trail feature, 497–498
Audit Trail report, 286
Automated Clearinghouse (ACH) system, 132
average collection period ratio, 371–372
Awarded text box, Jobs & Estimates Preferences 

dialog box, 130
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B
backups
backup tactics, 508–509
online, 507–508
overview, 503–507

bad-debt expense, estimating, 51–52
Balance Sheet schedule
Accounts Payable figures, 447
Accounts Receivable figures, 444
Accrued Expenses figures, 447
Accumulated Depreciation figures, 445–446
business plan workbook, 434, 443–450
Cash & Equivalents figures, 443
Inventory values, 444
Long-Term Liabilities figures, 448–449
Net Plant, Property, & Equipment figures, 446
Other Current Assets figures, 444–445
Other Current Liabilities figures, 448
Other Noncurrent Assets figures, 446
Other Noncurrent Liabilities figures, 449
overview, 15–19
Owner Equity figures, 449–450
Plant, Property, & Equipment figures, 445
Total Assets figures, 447
Total Current Assets figures, 445
Total Current Liabilities figures, 448
Total Liabilities and Owner Equity figures, 450
Total Noncurrent Liabilities figures, 449

Bank Feeds banking command, 264
banking tools
Bank Feeds command, 264
Edit menu

Change Account Color command, 255
Copy/Paste command, 255
Delete Check command, 255
Edit Check/Deposit command, 254
Find command, 255–258
Go to Transfer command, 255
Memorize Check command, 255
New Check command, 254
Preferences command, 258

Search command, 258
Transaction History, 255
Use Calculator command, 255
Use Register command, 255
Void Check command, 255

Enter Credit Card Charges command, 263–264
Loan Manager command, 265
Make Deposits window, 243–246
Order Checks & Envelopes command, 263
Other Names list, 265
reconciling bank account, 258–262
Register window
Download Bank Statement button, 253
Edit Transaction button, 251–252
Go To button, 251
1-Line check box, 253–254
overview, 247–248
Print button, 251
QuickReport button, 252
recording transactions, 248–251
Sort By list, 253

Transfer Funds between Accounts window, 
246–247

Write Checks window
customizing check form, 241–243
printing checks, 239–241
recording checks, 236–239

Basic Customization dialog box, invoice forms, 
155–157

BEA (Bureau of Economic Analysis) website
downloading publication from, 546–547
finding information on, 545–546
uncompressing publications, 548

Beginning Cash Balance figures, Cash Flow 
Statement schedule, 455

benchmarking, 321–322
billing for time, 166–170
adding to invoice, 169–170
single activities, 167–169
weekly time sheet, 166–167

Billing Rate Level list, 111
bills
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accounts payable
paying, 54
recording, 53–54

recording simultaneously with receipt of items, 
192–193

Bills Preferences dialog box, 121
BLS (Bureau of Labor Statistics) website
Consumer Price Index page, 550–551
overview, 548–549
using hyperlinks, 549–552

bookkeeping
banking tools
bank deposits, 243–246
Bank Feeds command, 264
Edit menu, 254–258
Enter Credit Card Charges command, 263–264
Loan Manager command, 265
Order Checks & Envelopes command, 263
Other Names list, 265
reconciling bank account, 258–262
Register window, 247–254
Transfer Funds between Accounts window, 
246–247

writing checks, 236–243
inventory
editing items, 221–228
in manufacturing environment, 229–233
tracking items, 205–221

invoicing customers
billing for time, 166–170
credit memos, 175–177
customer payments, 177–179
Customers menu, 181–183
emailing invoices, 171–172
finance charges, 179–181
invoice forms, 149–160
overview, 160–166
printing invoices, 171
sales receipts, 172–175

paying employees
editing paychecks, 276
overview, 274–276

payroll liabilities, 277
scheduling payroll runs, 274
setting up payroll, 267–274
voiding paychecks, 277

paying vendors
entering bills, 194–198
Inventory Activities command, 203
Item List, 204
Pay Bills window, 198–201
Print/E-file 1099s command, 203–204
purchase orders, 185–189
receipt of items, 189–192
recording receipt and bill, 192–193
Sales Tax command, 202–203
Vendor Center, 201–202

Break-Even Analysis Forecast, 424–425
break-even points, profit-volume-cost analysis, 

414–416
Budget Overview report, 327
Budget vs. Actual Graph report, 328
budgeting
benchmarking, 321–322
financial ratios vs., 330
overview, 319
reports
Budget Overview report, 327
Budget vs. Actual Graph report, 328
Budget vs. Actual report, 328
Forecast Overview report, 328
Forecast vs. Actual report, 328
Profit & Loss Budget Performance report, 328

Set Up Budgets Window
Create New Budget dialog box, 323–325
Set Up Budgets window, 325–327

top-line budgeting, 320
variances in budget, 328–329
zero-based budgeting, 320–321

Build Assemblies window, 232–233
Bureau of Economic Analysis (BEA) website
downloading publication from, 546–547
finding information on, 545–546
uncompressing publications, 548
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Bureau of Labor Statistics (BLS) website
Consumer Price Index page, 550–551
overview, 548–549
using hyperlinks, 549–552

business form generation, 12
business plan workbook
Balance Sheet schedule, 434
Accounts Payable figures, 447
Accounts Receivable figures, 444
Accrued Expenses figures, 447
Accumulated Depreciation figures, 445–446
Cash & Equivalents figures, 443
Inventory values, 444
Long-Term Liabilities figures, 448–449
Net Plant, Property, & Equipment figures, 446
Other Current Assets figures, 444–445
Other Current Liabilities figures, 448
Other Noncurrent Assets figures, 446
Other Noncurrent Liabilities figures, 449
Owner Equity figures, 449–450
Plant, Property, & Equipment figures, 445
Total Assets figures, 447
Total Current Assets figures, 445
Total Current Liabilities figures, 448
Total Liabilities and Owner Equity figures, 450
Total Noncurrent Liabilities figures, 449

Cash Flow Statement schedule, 436
Accounts Payable Financing figures, 456
Accounts Receivable Investments figures, 
458–459

Accrued Expenses Financing figures,  
456–457

Addback of Depreciation figures, 456
Beginning Cash Balance figures, 455
Ending Cash Balance figures, 461
Inventory Investments figures, 459
Long-Term Liabilities Financing figures, 
457–458

Net Cash Generated (Used) figures, 461
Net Income After Taxes figures, 456
Other Current Assets Investments figures, 459
Other Current Liabilities Financing figures, 457

Other Noncurrent Assets Investments 
figures, 460

Other Noncurrent Liabilities Financing 
figures, 458

Other Owner Equity Changes figures, 460–461
Plant, Property, & Equipment Investments 
figures, 460

Common Size Balance Sheet portion, 450–451
Common Size Balance Sheet schedule, 435
Common Size Income Statement schedule, 455
customizing, 466–468
adjusting number of forecasting periods, 467
calculating taxes for current net loss before 
taxes, 467–468

combining workbooks, 468
overview, 466
performing ratio analysis on existing financial 
statements, 467

entering data in, 437–442
Financial Ratios Table, 436
Current Ratio figures, 462
Financial Leverage row, 466
Inventory Turnover row, 463–464
Investment Turnover row, 465–466
overview, 461
Quick Ratio figures, 462
Receivables Turnover figures, 463
Return on Equity row, 465
Return on Total Assets row, 465
Sales to Operational Assets row, 464
Times Interest Earned row, 464
Working Capital to Total Assets figures, 
462–463

forecasting inputs, 443
Income Statement schedule, 435
Cost of Sales figures, 451
Gross Margin figures, 452
Income Tax Expenses (Savings) figures, 454
Interest Expense figures, 453
Interest Income figures, 453
Net Income (Loss) After Taxes figures, 454–455
Net Income (Loss) Before Taxes figures, 
453–454
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Operating Expenses figures, 452
Operating Income figures, 452–453
Sales Revenue figures, 451
Total Operating Expenses figures, 452

inputs area, 434
overview, 433

business plans
defined, 469
financial ratios vs., 432–433
financial statements and reports, 432
new-venture plan
feasibility, 477–478
management team, 480
market demand, 478
profitably, 478–479
purpose of, 481
rate of return for investors, 479–480

profit-volume-cost analysis
break-even points, 414–415, 416
fixed costs, 417–418
gross margin percentage, 416–417
limitations of, 419
overview, 411–414
sales revenue, 415
vary-with-profit costs, 429–430
workbook, 420–429

strategic plan
cost strategies, 470–471
differentiation strategy, 471
focus strategies, 471
no strategy, 472
strategy pointers, 473–474
tactics, 473

white-paper plan, 474–477

C
Calendar Preferences dialog box, 121
capital budgeting

discount rates, 407
liquidity, 405–406
maturity, 394–395

overview, 393–394
rate of return
calculating, 396–405
defined, 394

risk, 395, 406–407
capital charge
defined, 376
EVA analysis, 380–382

Cash & Equivalents figures, Balance Sheet 
schedule, 443

Cash Flow Statement schedule
Accounts Payable Financing figures, 456
Accounts Receivable Investments figures, 

458–459
Accrued Expenses Financing figures, 456–457
Addback of Depreciation figures, 456
Beginning Cash Balance figures, 455
business plan workbook, 436, 455–461
Ending Cash Balance figures, 461
Inventory Investments figures, 459
Long-Term Liabilities Financing figures, 457–458
Net Cash Generated (Used) figures, 461
Net Income After Taxes figures, 456
Other Current Assets Investments figures, 459
Other Current Liabilities Financing figures, 457
Other Noncurrent Assets Investments 

figures, 460
Other Noncurrent Liabilities Financing 

figures, 458
Other Owner Equity Changes figures, 460–461
Plant, Property, & Equipment Investments 

figures, 460
cash-basis accounting, 308
CD/DVD installation, 77
Census Bureau website
finding information on, 553–554
overview, 552
publications, 554
search engine, 554
Subjects index, 555

Change Account Color, Edit menu, 255
Change Item Prices command, Customers 

menu, 183
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Change Item Prices window, 225–226
change of accounting method, 78
chart of accounts, 79, 84–85
Chart of Accounts list, 92–96
Checking Preferences dialog box, 121–123
Company Preferences tab, 122–123
My Preferences tab, 121–122

Choose Template for Invoice Packing Slip drop-
down list, Sales & Customers Preferences 
dialog box, 139

Class list, 100–101
classes, activity-based costing
after-the-fact classifications, 345
Class Tracking feature, 341–345
classifying expenses, 343–344
classifying revenue, 343
New Class dialog box, 343
setting up, 343

Classify Cash button, Reports & Graphs 
Preferences dialog box, 137

cleaning up data, 519
backups
backup tactics, 508–509
online, 507–508
overview, 503–507

condensing files, 512–519
overview, 485
QuickBooks security, 486
restoring files

Open Backup Copy dialog box, 511
Open or Restore Company dialog box, 510
overview, 509
Save Company File As dialog box, 511–512

Windows security, 486
Clear option, Create Item Receipts window, 192
Clear Splits option, Create Item Receipts 

window, 192
Closing Date Exception Report, 287
closing out
expense accounts, 68–70
revenue accounts, 68–70

COGS (cost of goods sold)
gross margin percentage ratio, 370, 417
income statement, 14–15

inventory turnover ratio, 370
recording, 41

Collapse button, Report Window, 305
Collections Center radio button, Sales & 

Customers Preferences dialog box, 139
Columns drop-down list, Report Window, 306
Comment on Report button, Report Window, 300
Common Size Balance Sheet schedule, business 

plan workbook, 435, 450–451
Common Size Income Statement schedule, 

business plan workbook, 455
Common Size Profit-Volume Forecast, 426
common size ratios, 433
Company & Financial submenu, 298
Company Preferences tab
Checking Preferences dialog box, 122–123
Desktop View Preferences dialog box, 125
General Preferences dialog box, 127
Integrated Applications Preferences dialog 

box, 128
Inventory Preferences dialog box, 129
Jobs & Estimates Preferences dialog box, 130
Payroll & Employees Preferences dialog box, 

133–134
Preferences dialog box, 180
Reminders Preferences dialog box, 134–135
Reports & Graphs Preferences dialog box, 

136–137
Sales & Customers Preferences dialog box, 

139–140
Sales Tax Preferences dialog box, 140–141
Search Preferences dialog box, 141–142
Send Forms Preferences dialog box, 142
Service Connection Preferences dialog box, 143
Tax: 1099 Preferences dialog box, 144–145
Time & Expenses Preferences dialog box, 

145–146
Company Preferences tab, Checking Preferences 

dialog box, 122–123
Competitive Strategy (Porter), 470, 474
condensing files, 512–519
confidential data
backups, 503–509
condensing files, 512–519
overview, 485
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QuickBooks security, 486
restoring files, 509–512
Windows security, 486

Consumer Price Index page, BLS website, 550–551
continuity assumption, 26–27
contra-asset account, 52
conversion date, QuickBooks Setup wizard, 83–84
Copy/Paste, Edit menu, 255
cost drivers, 336, 338
cost of capital return percentage, EVA analysis, 

382–383
cost of goods sold (COGS)
gross margin percentage ratio, 370, 417
income statement, 14–15
inventory turnover ratio, 370
recording, 41

Cost of Sales figures, Income Statement 
schedule, 451

cost principle, 26
cost strategies, strategic business plan, 470–471
Costco, 470
Create Batch Invoices command, Customers 

menu, 182
Create Credit Memos/Refunds window, 175–177
Create Estimates command, Customers 

menu, 181
Create Estimates window, 354–355
Create Invoices window, 161–165
Item Code column, 206
tracking job or project costs, 351

Create Item Receipts window
Clear option, 192
Clear Splits option, 192
Enter Time option, 192
overview, 190–191
Recalculate option, 192
Receive All/Clear Qtys option, 192
Select PO option, 191
Show PO option, 192

Create New Budget dialog box, Set Up Budgets 
Window, 323–325

Create Purchase Orders window, 186–189
Create Sales Orders command, Customers 

menu, 182

Create Statements command, Customers 
menu, 182

Creator (movie), 10
credit memos, 175–177
Current Ratio figures, Financial Ratios Table, 462
custom fields, adding to Item List, 219–221
Custom Pricing radio buttons, Sales & Customers 

Preferences dialog box, 140
Custom Set Up method, Payroll Item list, 99
Customer Center command, Customers 

menu, 181
Customer Center window, 347–348
Customer Credit Card Audit Trail report, 287
Customer Information window, 102
Customer list, 101–106
customers

entering into QuickBooks, 85
invoicing
billing for time, 166–170
credit memos, 175–177
customer payments, 177–179
Customers menu, 181–183
emailing invoices, 171–172
finance charges, 179–181
invoice forms, 149–160
overview, 160–166
printing invoices, 171
sales receipts, 172–175

Customers menu
Add Credit Card Processing command, 182
Add Marketing and Customer Tools 

command, 183
Change Item Prices command, 183
Create Batch Invoices command, 182
Create Estimates command, 181
Create Sales Orders command, 182
Create Statements command, 182
Customer Center command, 181
Enter Statement Charges command, 182
Income Tracker command, 182
Item List command, 183
Lead Center command, 182
Learn about Point of Sale command, 183
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Customers menu (continued)
Link Payment Services to Company File 

command, 182
Sales Order Fulfillment Worksheet 

command, 182
Customize Report button, Report Window, 300
customizing

business plan workbook
adjusting number of forecasting periods, 467
calculating taxes for current net loss before 
taxes, 467–468

combining workbooks, 468
overview, 466
performing ratio analysis on existing financial 
statements, 467

invoice forms
Additional Customization dialog box, 150–155
Basic Customization dialog box, 155–157
columns information, 152–153
footer information, 153
Forms Customization tool, 160
header information, 151–152
Layout Designer tool, 157–160
overview, 150
print information, 153–154
prog columns information, 153

QuickBooks, 82

D
data protection

backups
backup tactics, 508–509
online, 507–508
overview, 503–507

condensing files, 512–519
overview, 485
QuickBooks security, 486
restoring files

Open Backup Copy dialog box, 511
Open or Restore Company dialog box, 510
overview, 509
Save Company File As dialog box, 511–512

Windows security, 486

Data tab, Federal Reserve website, 559
Dates drop-down list, Report Window, 306
days of inventory ratio, 371
debits-and-credits system, 35–38
debt equity ratio, 366–367
debt ratio, 365–366
Delete Check command, Edit menu, 255
dependent-dependent relationship, vary-with- 

profit costs, 430
depreciation, fixed assets, 60–62
Desktop View Preferences dialog box, 123–125

Company Preferences tab, 125
My Preferences tab, 123–124

differentiation strategy, strategic business 
plan, 471

Discount and Credits dialog box, 179, 199–200
Display Employee List By radio buttons, Payroll & 

Employees Preferences dialog box, 134
Display tab, Modify Report dialog box, 308–310
Do You Charge Sales Tax? radio buttons, Sales Tax 

Preferences dialog box, 140
Do You Create Estimates? radio buttons, Jobs & 

Estimates Preferences dialog box, 130
Do You Do Progress Invoicing? radio buttons, Jobs 

& Estimates Preferences dialog box, 130
document retention (retention policies), 315–317
Don’t Print Items That Have Zero Amount check 

box, Jobs & Estimates Preferences dialog 
box, 131

Don’t Refresh radio button, Reports & Graphs 
Preferences dialog box, 135

double-entry bookkeeping
accounting model, 33–35
calculating account balance, 42–44
cost of goods sold, 41
debits-and-credits system, 35–38
fiddle-faddle method vs., 30–33
loan payoff, 42
overview, 29–30
payoff of accounts payable, 42
rent expense, 39
sales revenue, 40–41
supplies expense, 40
T-account analysis, 45–46
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trial balance, 39
wages expense, 40

Download Bank Statement button, Register 
window, 253

E
EasyStep Interview screen, 84
Economic Research tab, Federal Reserve 

website, 559
economic value added (EVA) analysis
all-encompassing cost of capital, 385–386
capital charge, 380–382
cost of capital return percentage, 382–383
equity-based EVA, 380–382
fluctuations, 384
granular, 390
modified EVA formula, 385–389
overview, 379–380
psychological income, 384
purpose of, 383–385
small-business vs. big-business, 391
as thinking tool, 389–390

EDGAR (Electronic Data Gathering, Analysis, and 
Retrieval) database

finding information through, 556
overview, 555–556
searching, 556–557

Edit Item window, inventory, 208
Edit menu

Change Account Color command, 255
Copy/Paste command, 255
Delete Check command, 255
Edit Check/Deposit command, 254
Find command, 255–258
Go to Transfer command, 255
Memorize Check command, 255
New Check command, 254
Preferences command, 258
Search command, 258
Transaction History command, 255
Use Calculator command, 255

Use Register command, 255
Void Check command, 255

Edit Transaction button, Register window, 
251–252

editing
inventory items, 221–228
journal entries, 284
paychecks, 276

EIR (Enhanced Inventory Receiving) feature, 
129–130

Electronic Data Gathering, Analysis, and Retrieval 
database. See EDGAR database

E-mail command button, Report Window, 303
employees

entering into QuickBooks, 85
paying
editing paychecks, 276
overview, 274–276
payroll liabilities, 277
scheduling payroll runs, 274
setting up payroll, 267–274
voiding paychecks, 277

setting up Employee list, 112
Ending Cash Balance figures, Cash Flow Statement 

schedule, 461
Enhanced Inventory Receiving (EIR) feature, 

129–130
Enhanced payroll service, 268
overview, 268
scheduling payroll runs, 274
setting up employees
employment-related information, 273
overview, 269–270
salary and tax information, 270–272

verifying setup data, 274
year-to-date amounts, 273

Enter Credit Card Charges banking command, 
263–264

Enter Sales Receipts window, 173
Enter Statement Charges command, Customers 

menu, 182
Enter Time option, Create Item Receipts 

window, 192
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entering bills, 194–198
Enterprise Solutions
adding users in, 488–492
changing user rights in, 494–496

entrepreneurs, 10
equity-based EVA, 380–382
estimates
Create Estimates window, 354–355
Jobs & Estimates Preferences dialog box, 

130–131
EVA (economic value added) analysis
all-encompassing cost of capital, 385–386
capital charge, 380–382
cost of capital return percentage, 382–383
equity-based EVA, 380–382
fluctuations, 384
granular, 390
modified EVA formula, 385–389
overview, 379–380
psychological income, 384
purpose of, 383–385
small-business vs. big-business, 391
as thinking tool, 389–390

Evergreen Small Business blog, 474
Excel
absolute references, 538–540
starting, 529–530
stopping, 530
workbooks
copying cell contents, 534
defined, 530
entering formulas, 531–532
entering numbers, 531
entering text, 531
formatting cell contents, 536–537
functions, 538–540
moving and copying formulas, 535–536
moving cell contents, 535
opening, 542
printing, 543–544
saving, 541–542
scrolling, 533–534
writing formulas, 532–533

Excel All-In-One For Dummies (Harvey), 396
Excel button, Report Window, 303–305
Excel For Dummies (Harvey), 544
expense accounts, 68–70
expense principle, 25, 41
expenses. See also Income Statement schedule
classifying, 343–344
estimating bad-debt expense, 51–52
income statement, 13
supplies, 40
wages, 40

external creditors, 11
EZ Set Up method, Payroll Item list, 99

F
FDIC (Federal Deposit Insurance Corporation), 395
Federal Reserve website

Data tab, 559
Economic Research tab, 559
finding information on, 558–559
Monetary Policy tab, 559
News & Events tab, 559
overview, 558
Payment Systems tab, 559
Supervision & Regulation tab, 559

fiddle-faddle accounting method, 30–33
Filename for New Company dialog box, 82
Filters tab, Modify Report dialog box, 310–312
Finance Charge Preferences dialog box, 125
finance charges
calculating, 180–181
setting up rules for, 179–180

financial forecast. See business plan workbook
Financial Leverage row, Financial Ratios Table, 466
financial management

capital budgeting
calculating rate of return on capital, 396–405
liquidity, 405–406
maturity, 394–395
overview, 393–394
rate of return, 394
risk, 395, 406–407
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EVA analysis
all-encompassing cost of capital, 385–386
capital charge, 380–382
cost of capital return percentage, 382–383
equity-based EVA, 380–382
fluctuations, 384
granular, 390
modified EVA formula, 385–389
overview, 379–380
psychological income, 384
purpose of, 383–385
small-business vs. big-business, 391
as thinking tool, 389–390

ratio analysis
activity ratios, 369–373
leverage ratios, 365–369
liquidity ratios, 363–365
overview, 361–362
profitability ratios, 373–378

financial ratios
budgeting vs., 330
common size ratios, 433
defined, 432–433
intrastatement ratios, 433

Financial Ratios Table
business plan workbook, 436, 461–466
Current Ratio figures, 462
Financial Leverage row, 466
Inventory Turnover row, 463–464
Investment Turnover row, 465–466
overview, 461
Quick Ratio figures, 462
Receivables Turnover figures, 463
Return on Equity row, 465
Return on Total Assets row, 465
Sales to Operational Assets row, 464
Times Interest Earned row, 464
Working Capital to Total Assets figures, 462–463

financial statements and reports
accounts receivable report, 22
balance sheet, 15–19
in business plan, 432

document retention, 315–317
income statement, 12–15
inventory report, 22–23
modifying
Display tab, 308–310
Filters tab, 310–312
Fonts & Numbers tab, 313–314
Header/Footer tab, 312–313

overview, 297–298
processing multiple reports, 314–315
producing, 298–299
Report Window
Collapse button, 305
Columns drop-down list, 306
Comment on Report button, 300
Customize Report button, 300
Dates drop-down list, 306
From drop-down list, 306
To drop-down list, 306
E-mail command button, 303
Excel button, 303–305
Hide Header button, 305
Memorize button, 301
overview, 299
Print command button, 301–303
Refresh button, 305
Report Basis feature, 308
Share Template button, 301
Sort By drop-down list, 306–307

statement of cash flows, 19–22
Find command, Edit menu, 255–258
Fixed Asset Item list, 109–110
Fixed Asset Listing report, 287
fixed assets
depreciation, 60–62
disposing of, 62–63
overview, 59–60
purchasing, 60

fixed costs, profit-volume-cost analysis, 417–418
fixed-asset turnover ratio, 372–373
fixed-charges coverage ratio, 368–369
focus strategies, strategic business plan, 471
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Fonts & Numbers tab, Modify Report dialog box, 
313–314

For Myself (I’m the Admin) button, Desktop Setup 
screen, 80

For Someone Else button, Desktop Setup 
screen, 80

Forecast Overview report, 328
Forecast vs. Actual report, 328
forecasting, financial. See business plan workbook
Format Cells dialog box, Excel, 537
Forms Customization tool, invoice forms, 160
formulas, Excel
entering into workbooks, 531–532
functions, 538–540
moving and copying, 535–536
writing, 532–533

From drop-down list, Report Window, 306
Full Payroll radio button, Payroll & Employees 

Preferences dialog box, 132
Function Arguments dialog box, Excel, 540
functions, Excel, 538–540

G
General Ledger report, 286
General Preferences dialog box

Company Preferences tab, 127
My Preferences tab, 126–127

generally accepted accounting principles
continuity assumption, 26–27
cost principle, 26
expense principle, 25
matching principle, 25–26
objectivity principle, 26
revenue principle, 25
separate-entity assumption, 27
unit-of-measure assumption, 27

Go To button, Register window, 251
Go to Transfer command, Edit menu, 255
government agencies
BEA, 545–548
BLS, 548–552
Census Bureau, 552–555
EDGAR database, 555–557

Federal Reserve, 558–559
GPO, 559–560
IRS, 561–562
SEC, 555–557
as stakeholders, 11–12

GPO (Government Publishing Office), 559–560
granular EVA analysis, 390
Graphs Only check boxes, Reports & Graphs 

Preferences dialog box, 136
Gross Margin figures, Income Statement 

schedule, 452
gross margin percentage (gross profit margin) 

ratio, 361, 374, 416–417
gross margins, income statement, 15
group items, adding to Item List, 216–217

H
Harvey, Greg, 396, 544
Header/Footer tab, Modify Report dialog box, 

312–313
Help feature, 521–523
Hide Header button, Report Window, 305

I
Income Statement schedule
business plan workbook, 435, 451–455
Cost of Sales figures, 451
Gross Margin figures, 452
Income Tax Expenses (Savings) figures, 454
Interest Expense figures, 453
Interest Income figures, 453
Net Income (Loss) After Taxes figures, 454–455
Net Income (Loss) Before Taxes figures, 453–454
Operating Expenses figures, 452
Operating Income figures, 452–453
overview, 12–15
Sales Revenue figures, 451
Total Operating Expenses figures, 452

Income Tax Detail report, 287
Income Tax Expenses (Savings) figures, Income 

Statement schedule, 454
Income Tax Preparation report, 287
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Income Tax Summary report, 287
Income Tracker command, Customers menu, 182
independent-dependent relationship, vary-with- 

profit costs, 429–430
independent-independent relationship, vary-with- 

profit costs, 429
inputs area, business plan workbook, 434
Insert Function dialog box, Excel, 539
installing QuickBooks, 76–77
Integrated Applications Preferences dialog 

box, 128
Interest Expense figures, Income Statement 

schedule, 453
Interest Income figures, Income Statement 

schedule, 453
internal rate of return (IRR), 403–405
Internal Revenue Service (IRS), 78, 561–562
intrastatement (interstatement) ratios, 433
Intuit product-support website, 523–524
inventory
inventory shrinkage, 58–59
Item Code column, Create Invoices window, 206
Item List
discount items, 217–218
editing, 221–228
group items, 216–217
inventory parts, 211–213
inventory reports, 207
noninventory parts, 213–214
other-charge items, 214–215
overview, 206–207, 208–210
payment items, 218
sales tax group, 219–221
sales tax items, 218–219
service items, 210
subtotal items, 215–216

in manufacturing environment, 229–233
obsolete, 56–58
overview, 55–56

Inventory Activities menu, 203
Inventory Investments figures, Cash Flow 

Statement schedule, 459
Inventory Preferences dialog box, 129–130

inventory report, 22–23
inventory turnover ratio, 370
Inventory Turnover row, Financial Ratios Table, 

463–464
Inventory values, Balance Sheet schedule, 444
Investment Turnover row, Financial Ratios Table, 

465–466
investors

angel investors, 479
as stakeholders, 10

invoicing customers
billing for time, 166–170
choosing form, 149–150
credit memos, 175–177
customer payments, 177–179
Customers menu

Add Credit Card Processing command, 182
Add Marketing and Customer Tools 
command, 183

Change Item Prices command, 183
Create Batch Invoices command, 182
Create Estimates command, 181
Create Sales Orders command, 182
Create Statements command, 182
Customer Center command, 181
Enter Statement Charges command, 182
Income Tracker command, 182
Item List command, 183
Lead Center command, 182
Learn about Point of Sale command, 183
Link Payment Services to Company File 

command, 182
Sales Order Fulfillment Worksheet 

command, 182
customizing invoice forms
Additional Customization dialog box, 150–155
Basic Customization dialog box, 155–157
columns information, 152–153
footer information, 153
Forms Customization tool, 160
header information, 151–152
Layout Designer tool, 157–160
overview, 150
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invoicing customers (continued)
print information, 153–154
prog columns information, 153

emailing invoices, 171–172
finance charges, 179–181
invoice forms
choosing, 149–150
customizing, 150–160

overview, 160–166
printing invoices, 171
sales receipts, 172–175

IRR (internal rate of return), 403–405
IRS (Internal Revenue Service), 78, 561–562
Item Code column, Create Invoices window, 206
Item List, 204

adding items to
custom fields, 219–221
discount items, 217–218
group items, 216–217
inventory parts, 211–213
noninventory parts, 213–214
other-charge items, 214–215
overview, 208–210
payment items, 218
sales tax group, 219
sales tax items, 218–219
service items, 210
subtotal items, 215–216

editing
physical counts and inventory values, 222–225
prices and price levels, 225–228

inventory reports, 207
overview, 206–207
setting up, 96–97

Item List command, Customers menu, 183

J
job costing systems. See project and job costing 

systems
Job Info tab, New Job window, 350
Jobs & Estimates Preferences dialog box

Awarded text box, 130
Company Preferences tab, 130
Do You Create Estimates? radio buttons, 130
Do You Do Progress Invoicing? radio 

buttons, 130
Don’t Print Items That Have Zero Amount check 

box, 131
Pending text box, 130
Warn about Duplicate Estimate Numbers check 

box, 131
journal entries

editing, 284
overview, 281–282
recording, 282–283
reversing, 283–284

Journal report, 286

K
Kmart, 472

L
Layout Designer tool, invoice forms, 157–160
Lead Center command, Customers menu, 182
Learn about Point of Sale command, Customers 

menu, 183
leverage ratios
debt equity ratio, 366–367
debt ratio, 365–366
fixed-charges coverage ratio, 368–369
times interest earned ratio, 367–368

liabilities
accruing, 65–68
balance sheet, 16
borrowing money, 63–64
income statement, 10
loan payments, 64–65

limited liability companies (LLCs), 81
Link Payment Services to Company File command, 

Customers menu, 182
liquidity, 405–406
liquidity ratios

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



Index      609

40_9781119817215-bindex.indd 609	 Trim size: 7.375 in × 9.25 in� October 25, 2021 5:58 PM

acid-test ratio, 364–365
current ratio, 363–364

LLCs (limited liability companies), 81
Loan Manager banking command, 265
loan payoffs, 42
Long-Term Liabilities figures, Balance Sheet 

schedule, 448–449
Long-Term Liabilities Financing figures, Cash Flow 

Statement schedule, 457–458
Loss (Net Income) After Taxes figures, Income 

Statement schedule, 454–455
Loss (Net Income) Before Taxes figures, Income 

Statement schedule, 453–454

M
maintenance
administering QuickBooks, 485–502
accounting controls, 499–502
Audit Trail feature, 497–498
multiuser environment, 487–497
protecting confidential data, 485–487
simultaneous multiuser access, 498–499

data protection, 503–519
backups, 503–509
condensing files, 512–519
restoring files, 509–512

troubleshooting, 521–526
Help file, 521–523
Intuit product-support website, 523–524
Microsoft product-support website, 525
online community and, 525
professional advisers and, 526

Make Deposits window, 243–246
Make General Journal Entries window, 345
managers, 10
manufacturing environment, tracking inventory in
inventory assembly items, 230–233
managing multiple locations, 233
overview, 229

Margins tab, Print Reports dialog box, 302
market demand, new-venture business plan, 478

master files
Billing Rate Level list, 111
Chart of Accounts list, 92–96
classes, 100–101
Customer list, 101–106
defined, 79
Employee list, 112
Fixed Asset Item list, 109–110
Item list, 96–97
Other Names list, 112
overview, 91
Payroll Item list, 98–99
Price Level list, 97, 111
Profile lists, 112–113
Sales Tax Code list, 98
Vehicle list, 114
Vendor list, 106–109

matching principle, 25–26, 41
maturity, investments, 394–395
Memorize button, Report Window, 301
Memorize Check command, Edit menu, 255
Microsoft product-support website, 525
modified EVA formula, 385–389
Modify Reports window, 136
Monetary Policy tab, Federal Reserve  

website, 559
multiple reports, processing, 314–315
Multiple Windows option, Desktop View 

Preferences dialog box, 122–123
multiple-currency feature, 94
Multiple-Currency feature, 131
multiuser accounting system

adding users
in Enterprise Solutions, 488–492
in Pro and Premier, 492–494

overview, 487–488
QuickBooks data file, 76
simultaneous multiuser access, 498–499
user rights
changing in Enterprise Solutions, 494–496
changing in Pro and Premier, 497
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My Preferences tab
Checking Preferences dialog box, 121–122
Desktop View Preferences dialog box, 123–124
General Preferences dialog box, 126–127
Reminders Preferences dialog box, 134
Reports & Graphs Preferences dialog box, 

135–136
Search Preferences dialog box, 141
Send Forms Preferences dialog box, 142
Service Connection Preferences dialog box, 143
Spelling Preferences dialog box, 144

N
Net Cash Generated (Used) figures, Cash Flow 

Statement schedule, 461
Net Income After Taxes figures, Cash Flow 

Statement schedule, 456
Net Income (Loss) After Taxes figures, Income 

Statement schedule, 454–455
Net Income (Loss) Before Taxes figures, Income 

Statement schedule, 453–454
net operating margin percentage, 374–375
Net Plant, Property, & Equipment figures, Balance 

Sheet schedule, 446
net present value, 403
New Check command, Edit menu, 254
New Class dialog box, Class list, 101
New Customer Message dialog box, Profile 

lists, 113
New Customer window, Customer list, 103
New Item window

adding service item, 210
Discount version, 217
Fixed Asset Item list, 110
Group version, 217
Inventory Assembly version, 231–232
Inventory Information section, 212
Inventory Part version, 211
Non-Inventory Part version, 213–214
Other Charge version, 215
overview, 209
Payment version, 218

Sales Information section, 212
Sales Tax Group version, 220
Sales Tax Item version, 219
Subtotal version, 215

New Job window
Address Info tab, 349
Job Info tab, 350
overview, 348
Payment Settings tab, 349

New Name window, 112
New Sales Rep dialog box, Profile lists, 113
New Vendor window, Vendor list, 107–109
News & Events tab, Federal Reserve website, 559
new-venture business plan
defined, 469
feasibility, 477–478
market demand, 478
profitably, 478–479
purpose of, 481
rate of return for investors, 479–480

No Payroll radio button, Payroll & Employees 
Preferences dialog box, 132

noninventory parts, adding to Item List, 213–214
Non-Taxable Item Code drop-down list, Sales Tax 

Preferences dialog box, 140
Nordstrom, 471

O
objectivity principle, 26
obsolete inventory, 56–58
OCBOA (other comprehensive basis of 

accounting), 28
1-Line check box, Register window, 253–254
online backups, 507–508
Online Payroll radio button, Payroll & Employees 

Preferences dialog box, 132
online resources
BEA, 545–548
BLS, 548–552
Census Bureau, 552–555
Cheat Sheet, 4
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EDGAR database, 555–557
Evergreen Small Business blog, 474
Federal Reserve, 558–559
GPO, 559–560
IRS, 561–562
online community as help resource, 525
SBA, 475–476
SEC, 555–557

Open Backup Copy dialog box, 511
Open or Restore Company dialog box, 510
Operating Expenses figures, Income Statement 

schedule, 452
operating expenses, income statement, 15
operating income, 365
Operating Income figures, Income Statement 

schedule, 452–453
Order Checks & Envelopes banking command, 263
other comprehensive basis of accounting 

(OCBOA), 28
Other Current Assets figures, Balance Sheet 

schedule, 444–445
Other Current Assets Investments figures, Cash 

Flow Statement schedule, 459
Other Current Liabilities figures, Balance Sheet 

schedule, 448
Other Current Liabilities Financing figures, Cash 

Flow Statement schedule, 457
Other Names list
banking, 265
setting up, 112

Other Noncurrent Assets figures, Balance Sheet 
schedule, 446

Other Noncurrent Assets Investments figures, 
Cash Flow Statement schedule, 460

Other Noncurrent Liabilities figures, Balance 
Sheet schedule, 449

Other Noncurrent Liabilities Financing figures, 
Cash Flow Statement schedule, 458

Other Owner Equity Changes figures, Cash Flow 
Statement schedule, 460–461

other-charge items, adding to Item List, 214–215
O’Toole, Peter, 10
overhead allocation
activity-based costing, 334–339
traditional, 332–334

owner’s equity
Balance Sheet schedule, 16–19, 449–450
capital charge of, 391
defined, 366

P
partnership, defined, 23–24
Pay Bills window
Discount and Credits dialog box, 199–200
overview, 198–199

Pay Stub & Voucher Printing button, Payroll & 
Employees Preferences dialog box, 132

payback period, liquidity, 406
paying employees
editing paychecks, 276
overview, 274–276
payroll liabilities, 277
scheduling payroll runs, 274
setting up payroll service, 267–274
voiding paychecks, 277

paying vendors
entering bills, 194–198
Inventory Activities command, 203
Item List, 204
Pay Bills window, 198–201
Print/E-file 1099s command, 203–204
purchase orders, 185–189
receipt of items, 189–192
recording receipt and bill, 192–193
Sales Tax command, 202–203
Vendor Center, 201–202

payment items, adding to Item List, 218
Payment Settings tab
New Job window, 349
New Vendor window, 108–109

Payment Systems tab, Federal Reserve 
website, 559

payments
accounts receivable, 50–51
loan payments, 64–65
receiving customer payments, 177–179

Payments Preferences dialog box, 132
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Payroll & Employees Preferences dialog box
Company Preferences tab, 133–134
Display Employee List By radio buttons, 134
Full Payroll radio button, 132
No Payroll radio button, 132
Online Payroll radio button, 132
Pay Stub & Voucher Printing button, 132
Workers Compensation button, 133

Payroll Item list, 98–99
payroll liabilities, paying, 277
payroll service, 267–274. See also paying 

employees
Assisted service, 268
Enhanced service, 268
Intuit pricing, 268
scheduling payroll runs, 274
setting up employees
employment-related information, 273
overview, 269–270
salary and tax information, 270–272

signing up for, 268
verifying setup data, 274
year-to-date amounts, 273

Pending text box, Jobs & Estimates Preferences 
dialog box, 130

Plant, Property, & Equipment figures, Balance 
Sheet schedule, 445

Plant, Property, & Equipment Investments figures, 
Cash Flow Statement schedule, 460

Porter, Michael E., 470
Preferences command, Edit menu, 258
Preferences dialog box, Company Preferences 

tab, 180
preferences settings
accessing, 116–117
account numbers, 118–119
Bills Preferences, 121
Calendar Preferences, 121
Checking Preferences, 121–123
Desktop View Preferences, 123–125
Finance Charge Preferences, 125
general accounting options, 119–120
General Preferences, 126–127

Integrated Applications Preferences, 128
Inventory Preferences, 129–130
Jobs & Estimates Preferences, 130–131
multiple-currency feature, 131
overview, 115
Payments Preferences, 132
Payroll & Employees Preferences, 132–134
Reminders Preferences, 134–135
Reports & Graphs Preferences, 135–139
Sales & Customers Preferences, 139–140
Sales Tax Preferences, 140–141
Search Preferences, 141–142
Send Forms Preferences, 142
Service Connection Preferences, 143
Spelling Preferences, 143–144
Tax: 1099 Preferences dialog box, 144–145
Time & Expenses Preferences, 145–146

Premier version
adding users in, 492–494
changing user rights in, 497

Price Level list, 97, 111
prices and price levels, inventory, 225–228
Print button, Register window, 251
Print command button, Report Window, 301–303
Print/E-file 1099s command, 203–204
printing
Excel workbooks, 543–544
invoices, 171

Pro version
adding users in, 492–494
changing user rights in, 497

product-support website
Intuit, 523–524
Microsoft, 525

Profile lists, 112–113
Profit & Loss Budget Performance report, 328
profit margin percentage, 375
profitability ratios
gross margin percentage ratio, 361, 374
net operating margin percentage, 374–375
overview, 373–374
profit margin percentage, 375
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return on assets ratio, 375–376
return on equity financial ratio, 376–378

Profit-Volume Forecast, 425–426
profit-volume-cost analysis
break-even points, 414–415, 416
fixed costs, 417–418
gross margin percentage, 416–417
limitations of, 419
overview, 411–414
Profit-Volume-Cost Analysis workbook, 420–429
sales revenue, 415
vary-with-profit costs, 429–430
workbook
Break-Even Analysis Forecast, 424–425
inputs, 420–423
Profit-Volume Forecast, 425–426
profit-volume-cost charts, 427–428

progress billing, project and job costing systems, 
355–357

project and job costing systems
alternative approaches to, 353
estimates, 354–355
progress billing, 355–357
reports, 353–354
setting up, 347–350
tracking costs, 350–353

Prompt Me to Modify Report Options Before 
Opening a Report check box, Reports & 
Graphs Preferences dialog box, 136

Prompt Me to Refresh radio button, Reports & 
Graphs Preferences dialog box, 135

protecting data
backups
backup tactics, 508–509
online, 507–508
overview, 503–507

condensing files, 512–519
overview, 485
QuickBooks security, 486
restoring files

Open Backup Copy dialog box, 511
Open or Restore Company dialog box, 510

overview, 509
Save Company File As dialog box, 511–512

Windows security, 486
psychological income, 384
purchase orders
creating, 185–189
managing buying with, 189

Q
quick (acid-test) ratio, 364–365
Quick Ratio figures, Financial Ratios Table, 462
QuickBooks. See also setting up QuickBooks

administering
accounting controls, 499–502
Audit Trail feature, 497–498
multiuse environment, 487–497
protecting confidential data, 485–487
simultaneous multiuser access, 498–499

fine-tuning, 115–146
master files

Billing Rate Level list, 111
Chart of Accounts list, 92–96
classes, 100–101
Customer list, 101–106
Employee list, 112
Fixed Asset Item list, 109–110
Item list, 96–97
Other Names list, 112
overview, 91
Payroll Item list, 98–99
Price Level list, 97, 111
Profile lists, 112–113
Sales Tax Code list, 98
Vehicle list, 114
Vendor list, 106–109

preferences settings
accessing, 116–117
account numbers, 118–119
Bills Preferences, 121
Calendar Preferences, 121
Checking Preferences, 121–123
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QuickBooks (continued)
Desktop View Preferences, 123–125
Finance Charge Preferences, 125
general accounting options, 119–120
General Preferences, 126–127
Integrated Applications Preferences, 128
inventory, 129–130
Jobs & Estimates Preferences, 130–131
multiple-currency feature, 131
overview, 115
Payments Preferences, 132
Payroll & Employees Preferences, 132–134
Reminders Preferences, 134–135
Reports & Graphs Preferences, 135–139
Sales & Customers Preferences, 139–140
Sales Tax Preferences, 140–141
Search Preferences, 141–142
Send Forms Preferences, 142
Service Connection Preferences, 143
Spelling Preferences, 143–144
1099 tax reporting, 144–145
Time & Expenses Preferences, 145–146

QuickBooks Setup wizard
adding information to company file, 85–87
chart of accounts, 84–85
conversion date, 83–84
customizing, 82
overview, 79–80
supplying company information, 80–81

QuickReport button, Register window, 252

R
rate of return

capital budgeting
calculating, 396–405
defined, 394

internal rate of return, 403–405
net present value, 403
new-venture business plans, 479–480

ratio analysis
activity ratios
average collection period ratio, 371–372
days of inventory ratio, 371

fixed-asset turnover ratio, 372–373
inventory turnover ratio, 370
overview, 369–370
total-assets turnover ratio, 373

leverage ratios
debt equity ratio, 366–367
debt ratio, 365–366
fixed-charges coverage ratio, 368–369
times interest earned ratio, 367–368

liquidity ratios
acid-test ratio, 364–365
current ratio, 363–364

overview, 361–362
profitability ratios
gross margin percentage ratio, 374
net operating margin percentage, 374–375
overview, 373–374
profit margin percentage, 375
return on assets ratio, 375–376
return on equity financial ratio, 376–378

Recalculate option, Create Item Receipts 
window, 192

receipt of items
recording, 189–192
recording simultaneously with bill, 192–193

Receivables Turnover figures, Financial Ratios 
Table, 463

Receive All/Clear Qtys option, Create Item Receipts 
window, 192

reconciling bank account, 258–262
Refresh button, Report Window, 305
Register window
Download Bank Statement button, 253
Edit Transaction button, 251–252
Go To button, 251
1-Line check box, 253–254
overview, 247–248
Print button, 251
QuickReport button, 252
recording transactions, 248–251
Sort By list, 253

Reminders Preferences dialog box, 134–135
Company Preferences tab, 134–135
My Preferences tab, 134
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rent expense, 39
Report Basis feature, Report Window, 308
Report Format Preferences dialog box
Fonts & Numbers tab, 138
Header/Footer tab, 137–138

Report Window
Collapse button, 305
Columns drop-down list, 306
Comment on Report button, 300
Customize Report button, 300
Dates drop-down list, 306
From drop-down list, 306
To drop-down list, 306
E-mail command button, 303
Excel button, 303–305
Hide Header button, 305
Memorize button, 301
overview, 299
Print command button, 301–303
Refresh button, 305
Report Basis feature, 308
Share Template button, 301
Sort By drop-down list, 306–307

reports
Accountant & Taxes reports

Account Listing report, 287
Adjusting Journal Entries report, 286
Audit Trail report, 286
Closing Date Exception Report, 287
Customer Credit Card Audit Trail report, 287
Fixed Asset Listing report, 287
General Ledger report, 286
Income Tax Detail report, 287
Income Tax Preparation report, 287
Income Tax Summary report, 287
Journal report, 286
Transaction Detail by Account report, 286
Transaction List by Date report, 287
Trial Balance report, 285–286
Voided/Deleted Transactions Detail report, 287
Voided/Deleted Transactions Summary 

report, 287

activity-based costing, 346
budgeting
Budget Overview report, 327
Budget vs. Actual Graph report, 328
Budget vs. Actual report, 328
Forecast Overview report, 328
Forecast vs. Actual report, 328
Profit & Loss Budget Performance report, 328

financial statements and reports
accounts receivable report, 22
balance sheet, 15–19
document retention, 315–317
income statement, 12–15
inventory report, 22–23
modifying, 308–314
overview, 297–298
processing multiple reports, 314–315
producing, 298–299
Report Window, 299–308
statement of cash flows, 19–22

project and job costing systems, 353–354
Reports & Graphs Preferences dialog box
Aging Reports radio buttons, 136
Classify Cash button, 137
Company Preferences tab, 136–137
Don’t Refresh radio button, 135
Graphs Only check boxes, 136
Modify Reports window, 136
My Preferences tab, 135–136
Prompt Me to Modify Report Options Before 

Opening a Report check box, 136
Prompt Me to Refresh radio button, 135
Reports - Show Accounts By radio buttons, 136
Summary Reports Basis radio buttons, 136

Reports-Show Accounts By radio buttons, Reports 
& Graphs Preferences dialog box, 136

restoring files
Open Backup Copy dialog box, 511
Open or Restore Company dialog box, 510
overview, 509
Save Company File As dialog box, 511–512

retention policies (document retention), 315–317
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return on assets ratio, 375–376
return on equity financial ratio, 376–378
Return on Equity row, Financial Ratios Table, 465
return on investment (ROI). See also rate of return
Return on Total Assets row, Financial Ratios 

Table, 465
revenue
classifying, 343
income statement, 13
revenue accounts, 68–70

revenue principle, 25
risk, capital budgeting, 395, 406–407
ROI (return on investment). See also rate of return

S
Sales & Customers Preferences dialog box, 

139–140
Choose Template for Invoice Packing Slip  

drop-down list, 139
Collections Center radio button, 139
Company Preferences tab, 139–140
Custom Pricing radio buttons, 140
Sales Orders check boxes, 140
Usual FOB text box, 139

Sales Order Fulfillment Worksheet command, 
Customers menu, 182

Sales Orders check boxes, Sales & Customers 
Preferences dialog box, 140

sales receipts, 172–175
sales revenue
profit-volume-cost analysis, 415
recording, 40–41

Sales Revenue figures, Income Statement 
schedule, 451

Sales Tax Code list, 98
Sales Tax command, 202–203
sales tax group, 219
sales tax items, 218–219
Sales Tax Preferences dialog box

Do You Charge Sales Tax? radio buttons, 140
Non-Taxable Item Code drop-down list, 140
Set Up Sales Tax Item section, 141
Taxable Item Code drop-down list, 140

When Do You Owe Sales Tax? radio buttons, 141
When Do You Pay Sales Tax? radio buttons, 141

Sales to Operational Assets row, Financial Ratios 
Table, 464

Save Company File As dialog box, 511–512
saving Excel workbooks, 541–542
Savings (Income Tax Expenses) figures, Income 

Statement schedule, 454
SBA (Small Business Administration) website, 

475–476
Search command, Edit menu, 258
Search Preferences dialog box, 141–142
Company Preferences tab, 141–142
My Preferences tab, 141

SEC (Securities and Exchange Commission), 
555–557

security, 486. See also data protection
Select Item Receipt dialog box, 196
Select PO option, Create Item Receipts 

window, 191
Select Time Period dialog box, 192
Send Forms Preferences dialog box, 142
Send Invoice dialog box, 172
Send Report to Excel dialog box, 303–304
separate-entity assumption, 27
Service Connection Preferences dialog box, 143
service items, adding to Item List, 210
Set Up Budgets Window
Create New Budget dialog box, 323–325
Set Up Budgets window, 325–327

Set Up Sales Tax Item section, Sales Tax 
Preferences dialog box, 141

setting up QuickBooks
installing, 76–77
overview, 73–76
preparing for, 78–79
QuickBooks Setup wizard
adding information to company file, 85–87
chart of accounts, 84–85
conversion date, 83–84
customizing, 82
overview, 79–80
supplying company information, 80–81

trial balance, 87–90
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Settings tab, Print Reports dialog box, 301–302
Share Template button, Report Window, 301
Show PO option, Create Item Receipts 

window, 192
simultaneous multiuser access, 498–499
Small Business Administration (SBA) website, 

475–476
sole proprietorship, 23
Sort By drop-down list, Report Window, 306–307
Sort By list, Register window, 253
special accounting problems

accounts payable
paying bills, 54
recording bills, 53–54

accounts receivable
estimating bad-debt expense, 51–52
recording payments, 50–51
recording sales, 50–53
removing uncollectible accounts, 52

closing out revenue and expense accounts, 
68–70

fixed assets
depreciation, 60–62
disposing of, 62–63
overview, 59–60
purchasing, 60

inventory accounting
inventory shrinkage, 58–59
obsolete inventory, 56–58
overview, 55–56

liabilities
accruing, 65–68
borrowing money, 63–64
loan payments, 64–65

Spelling Preferences dialog box, 143–144
stakeholders
defined, 10
entrepreneurs, 10
external creditors, 11
government agencies, 11–12
investors, 10
managers, 10

statement of cash flows, 19–22
stockholders’ equity. See owner’s equity
strategic business plan
cost strategies, 470–471
defined, 469
differentiation strategy, 471
focus strategies, 471
no strategy, 472
strategy pointers, 473–474
tactics, 473

Subjects index, Census Bureau website, 555
subtotal items, adding to Item List, 215–216
Summary Reports Basis radio buttons, Reports & 

Graphs Preferences dialog box, 136
Supervision & Regulation tab, Federal Reserve 

website, 559
supplies expense, 40
sustainable growth, 377–378

T
tactics, strategic business plan, 473
Target, 471
Tax: 1099 Preferences dialog box, 144–145
tax accounting, 28
document retention policies, 315–316
paying payroll liabilities, 277

Tax Settings tab, New Vendor window, 108
Taxable Item Code drop-down list, Sales Tax 

Preferences dialog box, 140
Time & Expenses Preferences dialog box, 145–146
Time/Enter Single Activity window, 351
times interest earned ratio, 367–368
Times Interest Earned row, Financial Ratios 

Table, 464
To drop-down list, Report Window, 306
top-line budgeting, 320
Total Assets figures, Balance Sheet schedule, 447
Total Current Assets figures, Balance Sheet 

schedule, 445
Total Current Liabilities figures, Balance Sheet 

schedule, 448
Total Liabilities and Owner Equity figures, Balance 

Sheet schedule, 450
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Total Noncurrent Liabilities figures, Balance Sheet 
schedule, 449

Total Operating Expenses figures, Income 
Statement schedule, 452

total-assets turnover ratio, 373
tracking inventory. See inventory
Transaction Detail by Account report, 286
Transaction History, Edit menu, 255
Transaction List by Date report, 287
Transfer Funds between Accounts window, 

246–247
trial balance
defined, 79
double-entry bookkeeping, 39
setting up QuickBooks, 87–90

Trial Balance report, 285–286
troubleshooting

CD/DVD installation, 77
Help feature for, 521–523
Intuit product-support website, 523–524
Microsoft product-support website, 525
online community and, 525
professional advisers and, 526

U
uncollectible accounts, 52
unit-of-measure assumption, 27
Use Calculator, Edit menu, 255
Use Register, Edit menu, 255
Used (Net Cash Generated) figures, Cash Flow 

Statement schedule, 461
Usual FOB text box, Sales & Customers 

Preferences dialog box, 139

V
variances in budget, 328–329
vary-with-profit costs
dependent-dependent relationship, 430
independent-dependent relationship, 429–430
independent-independent relationship, 429

Vehicle list, 114
Vendor Center, 201–202

Vendor list, 106–109
vendors

entering into QuickBooks, 85
paying
entering bills, 194–198
Inventory Activities command, 203
Item List, 204
Pay Bills window, 198–201
Print/E-file 1099s command, 203–204
purchase orders, 185–189
receipt of items, 189–192
recording receipt and bill, 192–193
Sales Tax command, 202–203
Vendor Center, 201–202

Void Check, Edit menu, 255
Voided/Deleted Transactions Detail  

report, 287
Voided/Deleted Transactions Summary 

report, 287
voiding paychecks, 277

W
wages expense, 40
Warn about Duplicate Estimate Numbers check 

box, Jobs & Estimates Preferences dialog 
box, 131

websites
BEA website, 546–548
BLS website, 548–552
Census Bureau website, 552–555
Federal Reserve website, 558–559
Intuit product-support website, 523–524
Microsoft product-support website, 525
SBA website, 475–476

When Do You Owe Sales Tax? radio buttons, Sales 
Tax Preferences dialog box, 141

When Do You Pay Sales Tax? radio buttons, Sales 
Tax Preferences dialog box, 141

white-paper business plan, 469, 474–477
Windows security, 486
workbooks, Excel
copying cell contents, 534
defined, 530
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entering numbers, 531
entering text, 531
formatting cell contents, 536–537
formulas
entering, 531–532
moving and copying, 535–536
writing, 532–533

functions, 538–540
moving cell contents, 535
opening, 542
printing, 543–544
saving, 541–542
scrolling, 533–534

Workers Compensation button, Payroll & 
Employees Preferences dialog box, 133

Working Capital to Total Assets figures, Financial 
Ratios Table, 462–463

Write Checks window
customizing check form, 241–243
printing checks, 239–241
recording checks, 236–239
tracking job or project costs, 352

writing business plans
new-venture plan, 477–481
overview, 469
strategic plans, 470–474
white-paper business plan, 474–477

Z
zero-based budgeting, 320–321
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