QuickBooks 2009 Student Guide

Working with Lists

Lesson 3

Lesson 3: Working with Lists



Lesson Objectives

= To edit the company chart of accounts

= To add a new customer to the Customers & Jobs list

= To add a new vendor to the Vendor list

= To learn about custom fields, and to practice adding custom fields

= To see how to manage lists in QuickBooks

Notes
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Using QuickBooks Lists

QuickBooks lists organize a wide variety of information, including data on customers,
vendors, inventory items, and more. Lists save you time by helping you enter information
consistently and correctly. Such as:

=  Names, addresses and other information about customers

=  Contact information for vendors

= Descriptions and prices for products and services

Notes
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Editing the Chart of Accounts

The chart of accounts is your most important list because it shows how much your business

has, how much it owes, how much money you have coming in, and how much you’re

spending.

To display the chart of accounts:

1. From the Lists menu, choose Chart of Accounts.

I Chart of Accounts

=10l x|

Balance Total
+Checking ¢ |Bank 46,423,938 |5
+5avings % |Bank 13,868.42 _I
+Accounts Receivable Accounts Receivable 62,041.94
+Tools & Equipment Other Current Asset 5,000.00
+Employee Loans Other Current Asset 0,00
+Inventory Asset Other Current Asset 26,920,943
+Retainage Other Current Asset 2,461.80
+Undeposited Funds Other Current Asset 2,124.00
+Trucks Fixed Asset 24,852.91

+Original Cost Fixed Asset 33,852.91

+Deprecation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Payable Accounts Payable 30,739.38
+QuickBooks Credit Card Credit Card 70.00 |

Activities

L

Reports

L

™ Include inactive

2. Scroll through the list.

The Chart of accounts displays balance sheet accounts first, followed by income and

expense accounts.

Notes
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Editing an Account

To edit an account:

1. In the chart of accounts, select Checking.
2. Click the Account menu button, and then select Edit Account.

3. In the Description field, type Great Statewide Bank.

7 Edit Account _I_I— O ﬂ
] |"|'|' Account Type |Bank =]
J General I Online Services ]
Account Name Icheckjng
[ subaccount of | =]
— Optional
Description |Great Statewide Bank =
fhd
Bank Acct. No. 0661001235 How do I change the account number?
Routing Number 112200049 How do I change the routing number?
Tax-Line Mapping |~=:LIn.E|ssi;|nEu:I:5 ﬂ How do I choose the right tax line?
ch Toerra ] ‘You can change the opening balance in
S e the account register.
"'-"‘ Remind me to arder checks when I reach check number I
' [™ order checks I can print from QuickBooks Learn more
[T Accountis inactive Save & Close | Cancel |

4. Click Save & Close.

Notes
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Adding a Subaccount

To add a subaccount:

1.

8.

N o kR wD

In the chart of accounts, click the Account menu button and then choose New.

QuickBooks displays the Add New Account: Choose Account Type window.

Select Expense.

Click Continue.

In the Account Name field, type Trade Pubs.

Select the “Subaccount of”” checkbox, and then select Dues and Subscriptions.
In the Description field, type Trade Publications.

Click Save & Close.

QuickBooks displays the new subaccount.

ke Dues and Subscnphions Ewpenze
# T1ade Pubs Expenze
= Union Dues Expenze

Close the chart of accounts.

Notes
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Working with the Customers & Jobs List

The Customer Center stores names, addresses, and other information about your customers.
It also holds information about the jobs or projects you may want to track for each customer.

To add new customers:

1. Click Customer Center in the icon bar.

<% MNew Customer & Job ~

Mew Transactions =

Customers & Jobs l Transactions
View IAcﬁve Customers il
Find | Ql

51

+Family Room
+Kitchen
+Remodel Bathroom
+Baker, Chris
+Family Room
+Balak, Mike
+Utiity Shed
+Barley, Renes
+Repairs
+Bolinski, Rafal
+2nd story addition
+Bristol, Sonya
+Utiity Shed
+Repairs
+Burch, Jason
+Room Addition
+Burney, Tony
+Repairs
+Cook, Brian
+2nd story addition

Balance Total

0.00 —
0.00
0.00
1,040.00
1,040.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
7,812.63
5,003.30

=

print> % Excelr T Word~

Customer Information

Customer Name
Customer Type
Company Name

Biling Address

Notes

Abercrombie, Kristy

Residential Phone
Alt Phone

Kristy Abercrombie Fax
5647 Cypress Hill Rd —
Bayshore CA 94326 mail
Terms

Price Level

Map | Directions

9/15/2007: Send Kristy estimate for den remodel.

# Customer Center: Abercrombie, Kristy (All Transactions)

=10l x|

Edit Customer. .. |

Contact Kristy Abercrombie
415-555-6579

kristy@samplename. ..
Met 30

Edit Noteg... |

Reports for this Customer

= QuickReport
= Open Balance
= Show Estimates

¥ Learn about getting new
customers.

Show I.-'-\IITransa... * | Filter By I.-'-\II

x| bpate [ThisFiscal... x| 10/01/2007 - 03/30/2008

Type I Mum I Date ~ I Account I Amount

Invoice 81 12/13/2007 Accounts Receivable 4,522.00
Payment 12(13/2007 Checking 7,633.28
Estimate 24-CO 12122007 Estimates 7,676.13
Estimate 32 12012007 Estimates 4,792.00
Invoice a0 11/25/2007 Accounts Receivable 3,111.28
Check 246 11/15/2007 Checking -711.15
Credit Memo 1 11/15/2007 Accounts Receivable -711.15
Estimate 21 10/30/2007 Estimates 3,114.00

2. Click the New Customer & Job menu button (at the top of the Customer Center),
and select New Customer.

3. In the Company Name field on the Address Info tab, type Godwin Manufacturing,
and then press Tab.

4. In the Bill To field, click at the end of the line below the company name and press

Enter.

5. Type 376 Pine Street, and then press Enter.

Notes
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Working with the Customers & Jobs List

6. On the next line of the Bill To field, type Bayside, OR 64326.
7. Click Copy to have QuickBooks copy the billing address to the Ship To field.
8. Click OK to use this address as the Ship To address.
9. Continue filling out the customer information by providing the following information:
Contact: John Godwin
Phone: 325-555-9841
Fax: 325-555-0012
Alt Contact: Tracy Heldt
=T
Customer Name IGdein Manufacturing
i How do I determine OK |
Opening Balance | a5 0f [ 12/15/2007 B| the opening balance?
J Address Info I Additional Info ] Payment Info ] Job Info I
Mext |
Company Name IGdein Manufacturing Contact IJD|‘|I'| Godwin Help |
MrMs. [ Phone  |325-555-9841 [ Customer i
First Mame I M.I. I FaX I 325-555-0012 inactive
Last Mame | Alt. Phone I
Alt. Contact [Tracy Heldt
E-mail |
Cc |
Addresses
Bill To Ship To |Ship To 1 ~|
Godwin Manufacturing Godwin Manufacturing
376 Pine Street 376 Fine Street
Bayside, OR 64326 Copy == | Bayside, OR 64326 I.E!ﬁ
Go to Client
Manager
edit_| addnew | Edit | Delete |
¥ Default shipping address
Notes
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Working with the Customers & Jobs List

The Additional Info tab is where you can provide other important information, such as
customer type (if you want to categorize your customers in some way), payment terms, and
sales tax information.

To add additional information to a customer record:

1. Click the Additional Info tab.
2. In the Type field, type Industrial.
3. Press Tab.
4. Click the Quick Add button to add the customer type to the list.
5. In the Terms field, type Net 30.
6. In the Tax Code field, select Non.
7. In the Tax Item drop-down list, select Out of State.
_Iojx
Customer Mame |Gu:u:|win Manufacturing
: How do I determine OK |
Opening Balance I a5 QFI 13/15/2007 E the opening balance?
Cancel |
[ Address Info l Additional Info I Payment Info l Job Info I
Mext |
Categorizing and Defaults Price Level | j Help |
Type - = Custom Fields Customer is
IIndush’laI Contract £ I r e
Terms
[Net 30 | |
Rep Spouse's Mame |
Preferred Send Method
|Nu:une j
Sales Tax Information
Tax Code Tax Item Define Fields
fon x| |outofstate |
Resale Mumber I-E!ﬂ
Go to Client
Manager
Notes
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Working with the Customers & Jobs List

The Payment Info tab is where you enter customer account numbers and credit limits. You
can also record information about each customer’s preferred payment method. For customers
who pay by credit card, you can enter credit card numbers and expiration dates.

To add payment and credit information to a customer record:
1. Click Payment Info.

2. In the Credit Limit field, type 2000.
3. In the Preferred Payment Method drop-down list, choose Check.

_Ioix

Customer MName |Gu:u:|win Manufacturing
) How do I determine OK |
Opening Balance I B8 QFI 12/15/2007 E the opening balance?
Cancel |
Address Info l Additional Info l Payment Info I Job Info I
Mext |
Account Mo, | Help |
Credit Limit |2,000.00 [~ Customer is

inactive
Preferred Payment Method

I,""..hed{ h

Credit Card Mo, | Exp. Date I / I

Mame on card |

Address |

Zip Code I

Can I save the Card Security Code?

'

Go to Client
Manager

4. Click OK to add the customer and close the New Customer window.

5. Close the Customer Center.

Notes
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To add a new employee:

AN

Working with the Employee Center

Click Employee Center in the icon bar.

Employees ITransach'ons ]

Payroll ]

View I.-'-\ch've Employees =

||

MName

| Elizabeth M. Mason
Gregg O. Schneider

Employee Information
Employes Name Dan T, Miller
ss Dan Miller

195 Spruce Ave,
Bayshore, CA 343

Map | Directions

# Employee Center: Dan T. Miller

‘6 New Employee... ﬁ Manage Employee Information qu

=10l %]

Printr [T) EnterTime~» ] Excelr

Edit Employee... | Reports for this Employee

555-2601

Edit Notes. .. |

Word »

= QuickReport

= Payroll Summary

= Paid Time Off Report

= Payroll Transaction Detail

= Learn About Payroll

Show |AII Transactions

| Dpate [This Calendar vear > 01/01/2007 - 12/31/2007

Transaction Type | Date | Paid Through | Account | Amount

Paycheck IZJ’_IDIZDD? IZFDIZDD? Checking o 1,320.071;
Paycheck 11/27/2007 11/27/2007 Checking 1,297.76—
Paycheck 11/13/2007 11/13/2007 Checking 1,297.75
Paycheck 10/30/2007 10/30/2007 Checking 1,297.74
¥TD Adjustment  10,/15/2007 10/15/2007 Checking 1,272.75
¥TD Adjustment  10,01/2007 10/01/2007 Checking 1,265.55
¥TD Adjustment  09/17/2007 09/17/2007 1,264.78
¥TD Adjustment  09,03/2007 09/03/2007 1,264.73
YTD Adjustment  08/20/2007 08/20/2007 1,264.78
¥TD Adjustment  08,06/2007 08/08/2007 1,264.76
YTD Adjustment  07/23/2007 07/23/2007 1,264.78
YTD Adjustment  07/09/2007 07/09/2007 1,264.78 =

Click New Employee at the top of the Employee Center.

In the First Name field, type Marlene.

In the Last Name field, type Duncalf, and then press Tab.
In the SS No. field, type 123-45-6789.

In the Gender field, select Female.

Notes
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Working with the Employee Center

7. In the Date of Birth field, type 7/18/82.

Mew Employee

=101 x|

| Information for: Marlene Duncalf

Change tabs:  |Personal Info

~]

J Personal I Address and Contact l

Additional Info

Mr. Ms. f... |

Legal Mame

First Mame IMarlenE M.I. I

Last Mame |D|_||-|.;a|f

Print on

Checks as |I'~"Iar|ene Duncalf

55 No. |123-45-6789

Gender |Female |
Date of Birth [7/18/82 =]

K
Cancel
Mext

Help

i

Employee is
inactive

Order Business
Cards

8. Click the Address and Contact tab.

9. In the Address field, type 195 Spruce Avenue, #202.

10. For the City, State, and Zip fields, type Bayshore, CA 94326.
11. In the Phone field, type 415-555-1111.

12. In the Change tabs field, select Employment Info.

Lesson 3: Working with Lists
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Working with the Employee Center

13. In the Hire Date field, type 11/26/2007.
14. Click OK.

15. When QuickBooks asks if you want to set up payroll information, click Leave As Is.

QuickBooks updates and displays the Employee list with the new employee’s name
added.

# Employee Center: Marlene Duncalf

=10l x|
‘6 HNew Employee... ﬁ Manage Employee Information = qu Print » {H Enter Time » ﬁ Excel » ﬂ Word *
Employees I Transactions ] Payroll ] Employee Information Edit Employee. .. | Reports for this Employee

amz  Marlene Duncalf Phone 415-555-1111 = QuickR.eport

View IAch‘ve Employees hd =+ | Emplay
ddress Marlene Duncalf

=1 = Payroll Summary
Mame 195 Spruce Avenu .

Dan T. Miler Bayshore, CA 943 s diiies = Paid Time Off Report
Elizabeth M. Mason Map | Directions = Payroll Transaction Detail

Gregg O. Schneider

= Learn About Payroll

Motes Edit Notes... |

Shaw IAIITransach'ons j Date IThisCaIendarYear j 01/01/2007 - 12/31/2007

Transaction Type | Date | Paid Through | Account | Amount |
There are no transactions of type "all Transactions” in date range "This Calendar Year™,

16. Close the Employee Center.
Notes
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Working with the Vendor Center

The Vendor Center is where you record information about the companies or people from
whom you buy goods or services.

To add a new vendor:

1.

Click Vendor Center in the icon bar.

™ New Vendor...

Transactions ]

View IAcﬁve Vendors &

il

Balance Total

0.00 &=

Bank of Anycity

Bayshore CalCil Service

Bayshore Water 0.00
C.U. Electric 750.00
Cal Gas & Electric 122.68
Cal Telephone 0.00
CalQil Company 0.00
City of Bayshore 0.00
City of East Bayshore £9.97
City of Middlefield 0.00
Custom Kitchens of Bayshore 0.00
Daigle Lighting 0.00
Davis Business Assodates 0.00
East Bayshore Auto Mall 0.00
East Bayshore Tool & Supply 0.00
Employment DevelopmentD... 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0.00
Funds Transfer 0.00
Gallion Masonry 0.00
Great Statewide Bank 0.00
Hamlin Metal 670.00

MNew Transactions =

L

& £eg

print> % Excelr [ Word~

Vendor Information

Vendor Name Bank of Anydty
Vendor Type
Bank of Anydty

Bank of Anydty

Lisa Holzhauser

1935 Main Street
Middlefield, CA 94482

Company Name
Address

Map | Directions

#& vendor Center: Bank of Anycity (All Transactions)

=10l x|

Edit Vendor... | Reports for this Vendor ~ —

Contact Lisa Holzhauser
Phone 415-555-9135
Alt Phone

= QuickRepart
= Open Balance

Fax 415-555-9153
Email fisah@samplename. ...
Account Number
Terms
Biling Rate Level

E % QuickBooks Checks &
Notes Edit Motes... | + Supplies: Learn more _I
-
Show |all Transa... x| Fiter By [al | bpate [ThisFiscal... x| 10/01/2007 - 03/30/2008
Type I Mum I Date ~ I Account I Amount
Check 27 11/28/2007 Checking -550.00
Check 299 11/22/2007 Checking -244.13
Check 296 10/28/2007 Checking -550.00
Check 298 10/22/2007 Checking -244.13

AN

line, and press Enter.

Click New Vendor at the top of the Vendor Center.
In the Vendor name field, type Hughes Electric.
In the Company Name field, type Hughes Electric, and then press Tab.

On the second line of the Address field, type P.O. Box 2316.

Click in the Name and Address field, after the company name displayed on the first

Notes
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Working with the Vendor Center

7. Press Enter to move to the next
8. Type Middlefield, CA 94432.

line.

9. In the Contact field, type David Hughes.
10. In the Phone field, type 510-555-6666.
11. In the Fax field, type 510-555-6667.

=101 x|

Vendor Mame IHughes Electric

How do I determine

Opening Balance |

a5 QFI 12f15/2007 E the opening balance?

J Address Info I Additional Info

l Account Prefil I

Cancel

Mext

i

Address Details |

Print on Chedk as
IHughes Electric

Company Name'Hughes Electric Contact |David Hughes Help |
Mr. Ms. /... | Phone |510-555-6686 Vendar iz
First Mame I M.I, I FaX |51|:|-555.555}1 inactive
Last Mame | Alt, Phone |
Mame and Hughes Electric Alt. Contact I
Address P.O. Box 2316 Emal |
Middlefield, CA 94432
e |

Notes
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Providing Additional Vendor Information

The Additional Info tab in the New Vendor window is where you can enter a vendor type (if
you want to categorize your vendors), payment terms, your credit limit, the vendor’s tax
identification number, whether this vendor is eligible for a 1099 form, and your opening

balance.

To add information to a vendor record:

AN O

Click OK.

Click the Additional Info tab.

In the Account No. field, type 123-445.

In the Type field, type Subcontractors.

In the Terms field, choose 2% 10 Net 30.

In the Credit Limit field, type 2000 and press Tab.

™ New Vendor... MNew Transactions =

W‘ Transactions ]
View W il
Find I—il
I Name I Balance Total
Hopkins Construction Rentals 700.00 =
Hughes Electric
Kershaw Computer Services 0.00
Keswick Insulation 0.00
Larson Flooring 40.00
Lew Plumbing 1,330.00
McClain Appliances 0.00
Mendoza Mechanical 0.00
Middlefield Drywall 1,200.00
Patton Hardware Supplies 12,964.20
Perry Windows & Doors 9,985.00
QBCC - 4321 0.00
QBCC - 4322 0.00
QBCC -4423 0.00
Reyes Properties 0.00
Sergeant Insurance 0.00
Sloan Roofing 1,047.00
State Board of Equalization 5,212.25
Thomas Kitchen & Bath 0.00
Timberloft Lumber 80.50
Washuta & Son Painting &00.00
Wheeler's Tile Etc. 1,250.00

-

= printr ™ Excelr [ Word~

Vendor Information

Vendor Name Hughes Electric
Subcontractors
Hughes Electric

Hughes Electric
P.O. Box 2316
Middlefield, CA 94432

Vendor Type
Company Name
Address

Map | Directions

Notes

#& Vendor Center: Hughes Electric (All Transactions)

Edit Vendor... | Reports for this Vendor

Contac

Phone

Alt Phone

Fax

Email

Account Number
Terms

Biling Rate Level

=10l x|

David Hughes
510-555-6666

= QuickRepart
= Open Balance

510-555-6667

123-445
2% 10 Net 30

QuickBooks Checks &

E %
Edit Moteg... | + Supplies: Learn more

Show I.-'-\IITransa... * | Filter By I.-'-\II

| bpate [ThisFiscal... x| 10/01/2007 - 03/30/2008

Type I Mum

| Date ~

I Account I Amount

There are no transactions of type "All Transactions”, filtered by "All", in date range "This Fiscal Year™,

7. Close the Vendor Center.

Lesson 3: Working with Lists
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Adding Custom Fields

QuickBooks lets you add custom fields to the Customers & Jobs, Vendor, Employee, and
Item lists. Custom fields give you a way to track additional information specific to your
business.

To add custom fields:

1. Click Customer Center in the icon bar.
2. In the Customers & Jobs list, select Cook, Brian.
3. Click the Edit Customer button.
4. Click the Additional Info tab.
5. Click Define Fields.
To be uzed for (1] 4
Label Customerz.Jobz  Yeidors Emplovees —l
[Cortract & i r - Caeel |
|Disu:u:uunt Aailable r v | | Help |
|E-Day " [ | I
|D ate of last raise r [ ] v
|S|:u:uuse's M ame v [ | v
| I [ | r
| I [ | r
| I [ | r
| I [ | r
| I [ | r
| I [ | r
| I [ | r
| I [ | r
| I [ | r
| I [ | r
6. In the first blank Label field, type Pager Number.
7. Click the Customer:Jobs checkbox to select it.
8. Click the Vendors checkbox to select it.
Notes
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Adding Custom Fields

9. In the next blank Label field, type Date of last review.
10. Click the Employees checkbox to select it.

x|
To be used for oK |
Label Customers:Jobs  Wendors  Employees
ICuntract # v r r Cancel |
IDiscnunt A ailable - v r Help |
[B-Day I~ i r
|Date of last raise r [ v
| Spouse’s Mame v - v
|Pager Mumber v v -
IDate of last review r [ |7
| r r r
| r r r
| r r r
| r r r
| r r r
| r r r
| r r r
| r r r

11. Click OK.

12. If you see an informational message, click OK.
13. In the Pager Number field, type 415-555-9876.
14. Click OK to close the Edit Customer window.

15. Close the Customer Center.

Notes
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Adding Custom Fields

To add custom fields for items:

1. From the Lists menu, choose Item List.
2. In the Item list, select Lk Doorknobs.
3. Click the Item menu button, and then choose Edit Item.
4. Click Custom Fields.
5. Click Define Fields.
6. In the “Use” column, click the first blank checkbox to select it. Then type Style in the
Label field.
Define Custom Relds for Items;g: il

Use  Label oK

ke |olor Cancel |

v |Material Help

W |style

|

|

7. Click OK to close the window.
8. In the “Custom Fields for Lk Doorknobs” window, type Round in the Style field.

Custom Fields for Lk Doorknobs
Color |Natural Ok
bd aterial |Ehru:ume Cancel
Style |Fh:uund Help
Define Fields

9. Click OK to close the Custom Fields for Lk Doorknobs window, and then click OK
to close the Edit Item window.

10. Close the Item list.

Notes

Lesson 3: Working with Lists 19



Managing Lists
To sort a list manually:

1. From the Lists menu, choose Chart of Accounts.

e
Balance Total
+Checking
+5avings 13,868.42 J
+Accounts Receivable Accounts Receivable 62,041.94
+Tools & Equipment Other Current Asset 5,000.00
+Employee Loans Other Current Asset 0,00
+Inventory Asset Other Current Asset 26,920.43
+Retainage Other Current Asset 2,461.80
+Undeposited Funds Other Current Asset 2,124.00
2 Trucks Fixed Asset 24,852.91
+0riginal Cost Fixed Asset 33,852.91
+Depredation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Payable Accounts Payable 30,739.38
+QuickBooks Credit Card Credit Card 70.00 |
Activities Reports = || Include inactive

2. Click the diamond to the left of the Owner’s Draw subaccount of Owner’s equity.

Click and hold the mouse button, and drag the pointer upward until you see a dotted
line directly below Owner’s Equity.

4. Release the left mouse button.

o winer's Equity E quiby 19,000.00
¢ Dwner's Draw E quity -6, 000,00
+ Dwher's Cantributiaon E aquity 25.000.00

5. To re-sort the list alphabetically, click the Account menu button, and select Re-sort
List.

6. Click OK.
7. Close the chart of accounts.

Notes
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Managing Lists
To sort a list in descending order:
1. Click Customer Center on the icon bar to display the Customer Center and

Customers & Jobs List.

2. Click the arrow to the right of the View drop-down list to expand the Customers &
Jobs list.

Click the Balance Total column heading.

4. Click the column heading again.

iBix
<%y New Customer & Job - Hew Transactions+ (=4 Print ] Excel* = Word~
Customers & Jobs I Transactions l
Find I—il
& | Mame I Balance... ~ I Motes | Job Status Estimate Total
+Pretell Real Estate 17,438.68 ‘E 18,409.53 &
+75 Sunset Rd. 12,412.18 In progress 18,409.93 —
¢ 155 Wilks Blvd. 5,026.50 In progress 0.00
+Robson, Dard 12,420.98 M 12,865.98
+Robson Clinic 12,420.98 In progress 12,865.98
+Cook, Brian 7,812.63 35,554.54
+2nd story addition 5,003.30 In progress 22,427.44
<+Kitchen 2,809.33 In progress 13,167.10
+Change Order #1 0.00 Closed 4,225.41
+Ecker Designs 6,226.11 44 5,828.80
+Office Repairs 6,226.11 In progress 5,828.80
+Melton, Johnny 4,993,50 16,281.99
+Dental office 4,999.50 In progress 16,281.99
+Violette, Mike 4,735.73
+Waorkshop 4,735.73 In progress
+Utility Room 0.00 44 Closed
+Jacobsen, Doug 2,320,00 44 7,688.65
+Kitchen 2,320.00 In progress 0,00
+Poolhouse 0.00 Pending 7,688.65
+Teschner, Anton 1,790.95| M 0.00
-

5. To return to the order you started with, click the large diamond to the left of the Name

column heading.

6. Click the collapse arrow to the right of the window to collapse the Customers & Jobs
list.

7. Close the Customer Center.

Notes
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Managing Lists

In most lists, you can combine two list items into one. For example, you may find that you’ve
been using two customers (because of different spellings) when you really need only one on
your Customers & Jobs list. You can merge list items in the Chart of Accounts, Item,
Customers & Jobs, Vendor, Employee, and Other Names lists.

To merge items on a list:

1. From the Vendors menu, choose Vendor Center.
2. Double-click the entry for Hughes Electric.
3. Inthe Vendor Name field, type C.U. Electric.
4. Click OK.
5. Click Yes.
6. Close the Vendor Center.
Notes
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Managing Lists

You can rename any list item. When you make the change, QuickBooks automatically
modifies all existing transactions containing the item.

To rename a list item in the chart of accounts:

1. From the Lists menu, choose Chart of Accounts to display the chart of accounts for

Rock Castle Construction.

In the chart of accounts, select Checking.

Click the Account menu button, and choose Edit Account.
In the Account Name field, type Master Checking Account.
Click Save & Close.

Al

l Chart of Accounts

=10 x|

+Master Checking Acco
+5avings
+Accounts Receivable
+Employee Loans
+Inventory Asset
+Retainage
+Tools & Equipment
+|Indeposited Funds
#Trucks
<+ Depreciation
+0riginal Cost
+Pre-paid Insurance
+Acoounts Payable
+Cal0il Card

Bank

Accounts Receivable
Other Current Asset
Other Current Asset
Other Current Asset
Other Current Asset
Other Current Asset
Fixed Asset

Fixed Asset

Fined Asset

Other Asset
Accounts Payable
Credit Card

Balance Total

45,423,958
13,868,442

62,041, ‘34_|
0.00
26,926.43
2,461.80
5,000.00
2,124.00
24,852.91
-2,000.00
33,852.91
1,041.85
30,739.38

71.02 j

Activiies ™ Reports

L

™| Include imactive

6. Close the chart of accounts.

Notes
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Managing Lists

You can delete list items if you have not used them in any transactions. If you try to delete a
list item that is used in a transaction, QuickBooks displays a warning that the item can’t be
deleted. If you don’t want to use a list item but you can’t delete it, you can make it inactive.

To make a list item inactive:

1

2
3.
4

5.

On the Home page, click the Customers button (left side of the Home page).
Select Milner, Eloyse in the list. (Select her name, not the job.)
Right-click the name and choose Make Customer:Job Inactive.

To see inactive list items, choose All Customers from the View drop-down list.

Customers & Jobs I Transactions ]
e TS| 5]
Find | Q\

# | Name | Balance Total |
+Utiity Shed 0.00 Al
+Johnson, Gordon 0,00
+tility Shed 0.00
+Keenan, Bridget 0.00
+5torage Shed 0.00
+5un Room 0.00
«Lamb, Brad 0.00
+Room Addition 0,00
«Lew Plumbing - C 175.00
«Luke, Noelani 0.00
«Kitchen 0.00
+Remodel Bathroom 0.00 —II
eMelton, Johnny 4,999,50
+Dental office 4,999.50
+Memeo, Jeanette 0.00
+2nd story addition 0.00
«tility Shed 0.00
& +Milner, Eloyse 0.00
4 +Room addition 0.00
+Morgenthaler, Jenny 271.53 |

M|

Leave the Customer Center open.
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Managing Lists

You can print a QuickBooks list for reference, or you may print a list to a file to use in your
word processor or spreadsheet. QuickBooks prints the Customers & Jobs list as it appears on
the screen. For example, if the Customers & Jobs list is expanded and sorted by balance total,
QuickBooks prints the expanded list sorted by balance total; if the list is collapsed,
QuickBooks prints just the customer name, the balance total, and active status.

To print the Customers & Jobs list:

1. In the Customer Center, click the Print menu button, and then choose Customer &
Job List.

2. Click OK to bypass the List Reports message.
3. Click Print.

Notes
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Managing Lists
To print information on one customer:

1. In the Customers & Jobs list, select the customer whose details you want to print.
2. Click the Print menu button, and then choose Customer & Job Information.
3. Click Print.

Notes
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Managing Lists

If you want to print information for selected customers only, you can generate and filter the
Customer Contact report for those customers. You can also modify the report to include the
columns that you want.

To print information for selected customers:

1. From the Reports menu, choose List, and then choose Customer Contact List from
the submenu.

2. Click Modify Report.

3. Click the Filters tab.

4. Select Customer in the Filter list.

5. In the Customer field, choose Multiple customers/jobs.

6. Make sure Manual is selected then click to put a checkmark next to those customers
for which you want to print contact information.

7. Click OK to close the Select Customer:Job window.

8. Click OK to close the Modify Report window.

9. Print the report.

Notes
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