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How do | find the Chart of Accounts?

Go to Lists->Chart of Accounts
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How do | tell if an account number is separate from an account name?

Go to Lists->Chart of Accounts
- right-click on account name->Edit
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If the number appears in the upper right corner then it is NOT part of the account name and should NOT be
included when setting up the chart of accounts in CM/MZ.

NOTE: You may wish to use the account number in lieu of the account name, and this is fine, but you
CAN'T use both when they are separate fields like this
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Description




How do | tell if an account is a sub-account, and how do | properly set that up in CM/MZ?

Go to Lists->Chart of Accounts
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If the account name appears as an ‘indented’ item underneath another account it is a sub-account. This can go
many levels deep.

In this example TEST is a sub-account of Dues Renewal which is a sub-account of Membership Dues.

In order to properly set this up in CM/MZ it must first be determined whether or not an account name or
account number (if applicable) will be used.

If the account name is being used then the proper set up of this account would be:

Membership Dues:Dues Renewal:TEST (notice that there are no spaces before or after the
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NOTE: It is very important that you are aware of what the actual account name is, and if there
are any doubts then you should right-click->Edit on each of the accounts that make up the sub-
account in order to verify what appears in the Account Name field.
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If the account number is being used then the proper set up of this account would be:
4005-1 (notice that the only criteria that is needed when using the account number is the
number specific to the final account — none of the preceding account numbers apply)
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How do | find the Class List?

Go to Lists->Class List
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How do | add a customer, and what needs to match CM/MZ?

Go to Customers->Customer Center
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Click New Customer & Job->New Customer
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Enter the Company Name that appears on the General Tab in CM/MZ into the Customer Name field in
QuickBooks then click OK.

NOTE: This is the only field that needs to be entered into QB and must remain an exact match to CM/MZ.
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What happens if a Company in CM/MZ is already listed somewhere else within QB?

If adding a new customer to QB results in an error message then there are a couple of different ways to follow
through with things - The error message will let you know where that name already exists.

If it displays that it is already on the Customer:Job List then simply select ‘OK’ and then Cancel the
addition of the new customer.

Warning

This name is already in use in the Customer:Job List. Append a letter or number to this name
to differentiate it from the existing name.
Note: the name in the first line of the address field will be used for checks and forms.




If it displays that the name already exists on the Vendor List select ‘OK’

Warning

This name is already in use in the Vendor List. You cannot use a name in more than one list.
Append a letter or number to this name to differentiate it from the existing name.
Note: the name in the first line of the address field will be used for checks and forms.

Cancel the addition of the new customer then Go To Vendors->Vendor Center
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Place a character at the end of the Vendor Name so that it is at least one character different (in
this example a period was placed at the end), then click ‘OK’
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Once this has been completed return to the Customer:Job List and add the new customer.



If it displays that the name already exists on the Other Name List select ‘OK’

Warning

This name is already in use in the Other Name List. You cannot use a name in more than one
list. Append a letter or number to this name to differentiate it from the existing name.
Mote: the name in the first line of the address field will be used for checks and forms.

Cancel the addition of the new customer then go to Lists->Other Names List
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Locate the Other Name, double click on it to open the Edit Name window, select ‘Change Type’
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Changing name type cannot be undone. Do you want to continue?

Your customer has now been moved to the Customer:Job List



How do | run a Journal Report in QB to compare to my CM/MZ data?

In QuickBooks

Go to Reports->Accountant & Taxes->Journal

Vendors Employees Bankir , “Reports | Online Services Window  Help
& =] Report Center ) [E]
nter Employee Center ey S ter Upgrade Add Payroll Credit Cards Ordler Checks

Memorized Reports
Process Multiple Reports

Company & Financial
Customers & Receivables
Sales
Jobs, Time & Mileage
Vendors & Payables
Employees & Payroll
Banking
_ Accountant & Taxes Trial Balance
Mudgds General Ledger
List Transaction Detail by Account

Custom Summary Report oume) 4@.

Custom Transaction Detail Report Audit Trail

QuickReport e Customer Credit Card Audit Trail

Transction History Voided/Deleted Transactions Summary

- Voided/Deleted Transactions Detail
Transaction Journal

Transaction List by Date
Account Listing

Fixed Asset Listing
Income Tax Preparation

Income Tax Summary

Income Tax Detail

Select ‘Modify Report’ (This may be titled Customize Report depending on the version of QB)
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Choose the ‘Filters’ tab, under Choose Filter select Transaction Type, under the Transaction Type
dropdown select Journal, Click ‘OK’
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Enter the date range of the transactions that you would like to compare, and be sure to leave the ‘Sort
By’ at Default.
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This report can then be found by going to Reports->Memorized Reports. Once the report has
been opened the only criteria that would need to be changed is the date range — other filters
will already be set.
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In CM/MZ

Go to Billing->Reports->Executive->Journal Entry Export (Accrual or Cash, depending on which export
you normally do)

executive

.
.

Enter the same date range that was used in QB, place a checkmark next to Show exported transactions,
Refresh Report

Journal Entry Export - Accrual Basis Select Another
filter options

Report From: 11/17/2015 View:  Detail v
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Export Batch: | Journal Entry Export 11/17/2015 08:20AM ¥ Save Export Batch
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Refresh Report L
L

Print Report Print PDF Export Reset Options

Once the report loads compare the transactions to the QB Journal report to make sure that all of the
transactions are there and a match.



How should | handle my deposits?

When exporting transactions out of CM/MZ be sure to select Exclude Deposit Transactions from the Deposits
dropdown. This will allow for the deposit tracking to be done inside QB.
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Once the journal entry export has been imported into QB, and you are ready to record a deposit, go to Banking-
>Make Deposits
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On the Payments to Deposit screen select all of the items that make up your deposit and verify the total. Select
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At the next screen choose the Deposit To account, enter the deposit date, add any needed Memo, select Save &
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How do | find a Journal Entry?

Go to Edit->Find
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On the Simple tab choose Journal from the Transaction Type drop down menu, place the reference number in
the Entry. No. field, select Find. The journal entry will display .
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The entry number to use will be the reference number used in CM/MZ (invoice #, payment reference #, sales
receipt #, etc.)

Exported Transactions

Transaction Memo | Account Class

1 Revenue Recognition -
Member Accounts Receivable

Invoice 2015 Membership Annual 4005

Ref# 19038 Qi Investment

11/12/2015 L -
Annual Dinner Event Income-Annual

Created: 11/12/2015 12:18pm Dinner
Golf Tournament Golf Tournament
Bundle Discount IMembership Dues

NOTE: If a payment is entered and the refernce number field is left blank then the journal entry will display in
this way. When the import is done into QB, QB will assign its own journal entry number based on the last entry
number used. Ex: If invoice 19038 was the previous entry then this payment entry will be numbered 19039.

[SABOISS. |1 120 13w SEpn L . 1 1

Payment . . Undeposited
Rel#. [1d#428] LIBLELS EE Funde.
0 (11122015 kg
Accounts
Created: 11/12/2015 11:30am ;s
Exported: 11/12/2015 01:33pm Receivable

How do | do an import into QB?

Once the export has been downloaded out of CM/MZ go to File->Utilities->Import->IIF Files
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Locate the file to be imported and double-click to start the import.
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(NOTE: It is very important that the correct file is selected. If there are multiple files on the list make
sure to verify the one that is being selected. It is a good practice to get into to DELETE any downloads
once an import has been completed in order to prevent importing a file a second time — right-click on
file and choose Delete)

FEERRS - o0 o - wE )
Look in: | jg, Downloads - @fF e Er i
D= Name Date modified Type Size
| & (1) JournalEntry_Detail2 11/17/20158:53 AM  QuickBooks Impo.. 28
Recent Places (10 1, urnalEntry_Detaill A 11712/20151:45PM _ QuickBooks Impo. 2vn
-« |, Sage 50 Complete Accounting 2013 U_S_Edi... 02/04/2014 8:37 AM  File folder Select
e gblaunch.exe
Open with...
u;ﬂ @ Scan with Antivirus...
Liby
foranes Share with ,
A Restore previous versions
-
Computer Sendto v
@ cut
Network Copy
Fie name JoumalEntry_Detaill
Create shortcut
Fies of type [IF Fies 17y Delete £
L g
Rename

If there are no errors with the import you will receive this message, select ‘OK’

QuickBooks Information

@ ‘four data has been imported.

If there are errors with the import, regardless of the reason displaying in the warning message, click ‘OK’ on the
first window

Warning

Transactions to accounts receivable must include a customer.

Click ‘Cancel’ at the second message. This stops the import at the failed transaction making it easier to locate
the bad entry and re-export once corrected.

Warning

Error on Line 6: Can't record invalid transaction.

E=n

Select ‘OK’ at the next screen

Your data has NOT been imported successfully.




How do | figure out which transaction failed?
In QuickBooks

Go to Reports->Accountant & Taxes->Journal (If you have already memorized this
report access it through Reports->Memorized Reports and set your date range —
continue on with the CM/MZ next step.)

Vendors Employees Bankir 4 “Reports | Online Services Window Help

Report Center [}
andor Center Employes Center Company Snapshot ter Upgrade Add Payroll Credit Cards Order Checks

Memorized Reports
Process Multiple Reports

Company & Financial
Customers & Receivables
Sales
Jobs, Time & Mileage
Vendors & Payables
Employees & Payroll
Banking
_ Accountant & Taxes Trial Balance
%uagas General Ledger
List Transaction Detail by Account

Custemn Summary Report fotmal 4,5
Custom Transaction Detail Report Audit Trail

QuickReport Customer Credit Card Audit Trail

T Voided/Deleted Transactions Summary

. Voided/Deleted Transactions Detail
Transaction Journal

Transaction List by Date
Account Listing

Fixed Asset Listing
Income Tax Preparation
Income Tax Summary

Income Tax Detail

Select ‘Modify Report’ (This may be titled Customize Report depending on the version
of QB)

e

lit View Lists Favorites Company Customers Vendors Employees Banking Reports Online Services Wind
@

Company Snapshot Customer Center Vendor Center Employee Center

Onlincﬂanking‘ Doc Center Re

Search
x
indows
— | (2o s T el [ egort. |_[ i reager |_[reesh
Dates ml From | 110172015 [E] To | 11/17/2015 [EH] Sort By | Default
812 AM Support-Michelle Schave
MHTHE Journal
November 1 - 17, 2015
Trans # « Type o__Date o+ Wum & Hame o__Mema ¢ Accot
13 321  General Journal MM22015 18036  TEST test 11000 - Acc
TEST Golf Tourna... Golf Tourna

322 General Journal 11212015 15035 Michelie's Bakery1 Michelle's Ba. 11000 - Acc
Michelle’s Bakery1 Golf Tourna. ‘Golf Tourna

323 General Journal MH22015 4566 Michelle's Bakery1... Michelle's Ba... 12000. Und

Michelle's Bakery1... 4586 11000 - Acc
324 General Journal NM22015 89784 Michelle's Place Michelle's Pl.. 12000 . Und
Wichelle's Place 89764 11000 - Acc
325 General Journal 111212015 8979 Micronet Micronet 12000 . Und

Micronet 897977 11000 - Acc




Choose the ‘Filters’ tab, under Choose Filter select Transaction Type, under the
Transaction Type dropdown select Journal, Click ‘OK’

Display I‘;; Filters | Header [Footer I Fonts & Mumbers |

Choose Filter Current Filter Choices
Filter TransactionType Filter Setto
Account - - Date This Month-to-date
Amount F TransactionType [Journal
Dot L [Tenec =
fem e
8!
Naerr:: Sales Receipt I
MNumber Pay;mant I
TransacionTvpe ] - | oot emo
C [\ — Na
Ay ‘

3l
Credit Card ;|
BﬁlEI . Remove Selected Filter

CCard Credit
TransactionType Filte| gill credit

Choose the type of trf CCard Refund

To select several tran{ Bil Payment
Transaction Types.' | Bil CCard

Sales Tax Payment
Purchase Order
Inventory Adjustment
Item Receipt

Payroll Lisbility Check =
o w OK [ Cancel ] [ Help ]

Enter the date range for the export that was just done, and be sure to leave the ‘Sort
By’ at Default.

Tt Journal
[ Modify Report... ] [ Memorize.. . ][ Print... ][ E-mail * ][ Expaort... ] [ Hide Header ] [ Refresh ]
(ST i< Month to date ~ | From | 11/01/2015[E] To [11/17/2015 [E] Sort By | Default =)y
o
8:16 AM Support-Michelle Schave
MMTHE Journal
Movember 1 - 17, 2015
Trans # = Type S Date @ Hum_ < Hame 3 Memo k3 Account 3 Debit
» 321  General Journal MN22015 19036  TEST test 11000 - Accounts... 100
TEST Golf Tourna...  Golf Tournament
100
322 General Journal MM22Ms 18035  Michelle's Bakery1... Michele’s Ba... 11000 - Accounts... 75
Michelle's Bakery1... Golf Tourna.. Golf Tournament
75
323 General Journal TMMZEZNS 4586 Wichelle's Bakery1... Michele's Ba... 12000. Undeposit... 500

Save this report for future access by clicking ‘Memaorize’ at the top of the report

@Juumﬂl
[ Modify Report... | [ Memorize.. ' grint... || Email » | Export... | |[HdeHeader | [ Refresh |
Dates v From  11/01/2015 [B] To | 11/17/2015 [E] Sort By |Default
8:26 AM Support-Michelle Schave
MH7ME Journal
November 1 - 17, 2015
Trans # ¢ Type @ Date ¢ Num_ Name @ Memo @ Account
b 321 General Journal 11N22ms 18036 TEST test 11000 - Accoun
TEST Golf Tourna...  Golf Tournamen
322 General Journal 11212015 19035  Michele's Bakery1... Michele's Ba. 11000 - Accoun
Michelle's Bakery1... Golf Tourna... Golf Teurnamen

Name the report however you would like and select ‘OK’

Memorize Report - - b u

Mame: | CM/MZ Export List

"'kj’

D Save in Memorized Report Group: | Accountant N




This report can then be found by going to Reports->Memorized Reports. Once
the report has been opened the only criteria that would need to be changed is
the date range — other filters will already be set.

. |
Employees Bankn.- “Reports | Online Services Window _Hel
ploy PR p
I Report Center 7 2 g
r Employee Center Company Snapshot ter Upgrade Add Payroll Credit Ca
) s » Memorized Report List
-
R
@7 Process Multiple Reports [ —— N
n | 11/0/2015 [E]| 70 |1 Company & Financial 3 Banking »
Suppor  Customers & Receivables » CM Comparisen
Sales , CMIMZ Export List _ <
Nove  Jobs Time & Mileage ’ Company >
Num + Name Vendors & Payables » Customers »
1903 TEST Employees & Payroll , Employees »
TEST Banking 3 Vendors »
Accountant 8 Taxes ,
18035 Michelle's Bake Budgets 13 00
Wichelle's Bakg List b 75.00
00 75.00
Custom Summary Report
4588 MichelesBake  yctom Transaction Detail Report 00
Michelie's Bake 500.00

In CM/MZ

Go to Billing->Reports->Executive->Journal Entry Export (Accrual or Cash, depending on
which export you normally do)

executive

L

Make sure the date range entered is the date range of the export that was just
completed, place checkmark in Show exported transactions, click Refresh Report (If you
aren’t sure about the date range, or if you did multiple exports for the same date range,
click ‘view history’ to view the downloaded export).

Dlunng

Statements

Billing Center
Billing Reports

Sales Receipts

Journal Entry Export - Accrual Basis Select Another Report
filter options

Report From: | 11/12/2015 View: | Detail -
Through: | 11/12/2015 1k Format: | QuickBooks (IIF) L)
oY) Show exported transactions Deposits: | Exclude Deposit Transactions -
Show refunds @ Item Type: v
Class: v
Export Bateh: |Journal Entry Export 11/17/2015 08:53AM ¥ save Export Batch

Most recent export: 11/17/2015 view history

Refresh Report | [ PrintReport | [ PrintPDF | | Export | | Resetoptions |

Journal Entry Detail Report
November 12, 2015 - November 12, 2015

Transaction Memo Account Class [ esit | crean
invoice
Ref # 19036 test QEEEE“ETV"E;ZIE 100.00 0.00
1112/2015

Created: 11/12/ 11:25am Golf Tournament Registration Foursome (Jim Golf
i Exportea: 1122015 01:39pm 5 o m ol ment |Advertising Tourism 000 100.00

Exported: 11/17/2015 08 54am

Invoice - ) [Accounts | | -
D |r,|mnsHssBaksry acoln= 7500

0.00]

Compare these transactions to what the QB report shows. When you locate a
transaction on the CM/MZ report that is not on the QB report that is the failed
transaction that needs to be corrected.

***Transactions fail primarily because the name that was used on the journal
entry was not a match to the Customer:Job List. The name already exists on one
of the other lists in QB (Vendor or Other Names). Make needed correction to QB



so that you can add the Customer to the Customer:Job List. Once the customer
has been added the export can be redone.

Once the necessary corrections have been made to the failed transaction go back into
CM/MZ and rerun the export for the transactions that did not make their way into QB.
Then import into QB.

***]t is necessary to place checkmarks next to each journal entry that did not import so
that the export will include a previously exported item.

Why do | have new Bank accounts showing up in QB?

If, when setting up your Chart of Accounts in CM/MZ, you do not put them in as an exact match, or if you forget
to assign an account to a fee item, QB will create a new account on the Account List and assign it as a ‘Bank’
type. It is a good idea to keep an eye on the QB Chart of Accounts for instances of this each time you do an
import. If a new ‘Bank’ account is created it is necessary to correct the journal entries as well as the Account
name in CM/MZ.

In QB go to Lists->Chart of Accounts to look for any new Bank accounts

W Support-Michelle Schave - QuickBooks Pro 2011

File Edit \fl-’ Lists | Favorites Company Customers Vendors Employees Bar
] =Y Chart of Accounts Ctrl+A &

Home Search Ttem List L r Employee Cer
Fixed Asset Item List 1) Chart of Accounts [ = R[]
Jpen Windows Lo (6 @ Name £ Type » Balance Total Attach
———— stest Bank 0.00
Sales Tax Code List «+Checking Bark. 0.00
+Deferred Revenue Cash Test Acco Bark 172.33
Class List < [account missing Bark 1,500.00
oid=0] Bank 1,500.00
+1-0U-MSU FCU Checking Bank 0.00
Other Names List +100230.00 Bark 11,578.33
102001.00 Bank 15,383.05
Customer & Vendor Profile Lists 3 :mzuuAA B:Dk 30561
Templat +405001,00 Bank 3,245.00
emplates +Deferred Membership Dues Bank. 15,593.18
+Deferred Revenue Test Account Bark 430,00
Memorized Transaction List Ctrl+T <Dues Bark. 1,175.00
+Membership Receivable Bank 500.00
L +Write-Off Expense Bank 2,452.70
Add/Edit Multiple List Entries +Young Professionals Income Bank 206.95
11000 - Accounts Receivable Accounts Receivable 46,132.54
+12000 . Undepasited Funds Other Current Asset 1,600.05
224000 - Payrol Liabilities Other Current Liability 0.00

If any new Bank accounts are showing you will first need to figure out what the account name should be
and make the correction in CM/MZ.

In the top example, ‘test’ should actually be a sub-account of my Dues Renewal account as
shown here. The proper setup in CM/MZ should have been Membership Dues:Dues
Renewal:Test, but it was simly created as test. Once this is corrected in CM/MZ it will be ok

going forward.

»%peqal bvents Income
+4000 * Membership Dues
+New Membership Dues
+Re-instated Membership
< Renewal Membership
#4005 * Dues Renewal
2+4005-1 * TEST
+66000 - Payroll Expenses
+90000 - Estimates

Sales Tax Payable

Other Current Liability

Income
Income
Income
Income
Income
Income
Income
Expense
hon-Posting

Default Sales Tax Account

Special Events Income

Income

test

Accounts Payable

Trade Expense Expense
Write-Off Expense Expense
Young Professionals Income Income

[ BN ENE ENE) BN N

In the bottom example, ‘[account missing’ and ‘id=0]" means that the fee item that had been
used on the transaction was not assigned to an account. To correct this go to Setup->Billing-
>Fee Items List in CM/MZ, select the fee item and assign an income account. Once this is

corrected in CM/MZ it will be ok going forward.



NOTE: Any fee items that display ‘Income’ under the account column should be

corrected. This is an indicator of a mi

ssing account.

Membership
$0.00
NOMNDUES CASH |Non-Dues B Drici DuesRe-instated 7 Members| |x
Edit Pricin Membership
Non-Member $000
"
EVENT CF‘:‘ E;e?sttratiuns Edit Pricin Registration for non members Income 0 Events| |x
Non-Member Golf $100.00
EVENT CASH ;(;urigt{;;ieunrt‘ Edit Pricin Non-Member Golf Tournament Registration Golf Tournament 0 Events| [x
number fest for $0.00 ;
DUES CASH _057 Edit Pricing Income 0 Members| |x

Once the corrections have been made in CM/MZ, to prevent this from happening in the future,

go back to the QB Chart of Accounts. Right-cl
QuickReport. The report will show all of the j

ick on the bad ‘Bank’ account and select
ournal entries that used this bad account.

Edit View Lists Favorites Company Customers Vendors Employees Banking Reports

Y g %

ne Search

‘ Company Snapshot Custemer Center Vender Center Employee Center

Online Banking

Online Services  Window

E

= ]
rl

Doc Center Repo

x
1) Chart of Accounts

| 4 Mame £ Type =
~ T
0| s Checking Find... Bank
«Deferred Re ~ Bank
+ [account mi L Bank
<id=0] Bank
+1-0UM5U New Bank
+100230.00 ) Bank
+102001.00 Edit Account Bank
+102008A Bank
i Delete Account e
+Deferred M| Bank
+Deferred R Make Account Inactive Bank
+Dues Bank
o Customize Columns... L
Wirite-Off E : Bank
+Young Prof¢ Write Checks Bank
+11000 - Acq Accounts Receivable
212000, Und Laslems Other Current Asset
224000 - Pay Enter Credit Card Charges Other Current Liability
25500 - Sall Other Current Liability
30000 - Opl Transfer Funds Equity
SS2GLR=Y Make General Journal Entries... Bt
oEvent Incor| 1Income
<+Annual O Reconcile Income
o Galf Tourna Income
= Special Evel Use Register Income
24000 * Mem Income
+New Mey Attach Income
+Re-nsta| Income
+Renewal QuickReport: test Ad Income
<4005 * DU REmEar Income
<4005-1 - TEST Income
+66000 * Payroll Expenses Expense
+30000 - Estimates Non-Posting
] Account QuickReport = EER(<=
Modify Report... | [ Memorize... || Print... | E-mail » || Export... | [ HideHeader | [ Refresh |
Dates  FTNII ~ | From (=] 1o SortBy | Default -
9:38 AM Support-Michelle Schave
s Account QuickReport
Accrual Basis All Transactions
- Type s Date o Num o Hame +_ Memo ¢ Split o Amount _+ _ Balance ¢
test
GeneralJournal  11112/2015 19039 1 Revenue Recogn.. 2015 Membe.. 11000 - Acco... -445.00 -445.00 4
Total test -445.00 -445.00
TOTAL -445.00 445.00

Double-click on the entry to open the accoun
as selected, but verify that the entry number

t register (the transaction will be the one displaying
is the one you are needing to modify), then

double-click on that entry to open the Make General Journal Entries window.

s# 1 Revenue Recognition Member - Accounts Receivable

ECH xS

&5 Print... ‘ & Edit Transaction QuickReport
oSBT Revenue Recognition Member | >
Date MNumber Item Qty Rate Amt Chrg Amt Paid Balance
Type Description Class Billed Date Due Date

11/12/2015 19038 1,200.00 2,400.00 =
GEMJRML || 1 Revenue Recognition M

11/12/2015 19039 1,200.00 3,600.00
GEMIRML |[1Revenue Recognition M

11/12/2015 15033 [ I 1,200.00 4,800.00 |
GENJRNL T gevenue Recognition M]

11/12/2015 ”

[ 14ine [T Show open balance Ending balance 4,800.00

Sortby |Date, Type, Number... +




Locate the line item of the journal entry that has the bad account and select it so that
the dropdown option displays

m Make General Journal Entries

& Previous [ Mext [ Save &3 Print.. ‘ Ry History ‘ | 1l Attach
Date  11/12/2015 @] EntryMo. | 19039
Account Dehit Credit Memao Name Bil... Class
11000 * Acco... 1,200.00 1Revenue Recognition Member 1Revenue R... =
T - ! ip Annual In 1 U K -
Event Incom... k 500,00 |Annual Dinner 1RevenueR...
Golf Tournam... 500.00 |Golf Tournament 1RevenueR...
4000 - Memb. .. 245.00 Eundle Discount 1RevenueR...
| Save & Close | [ Save &New ] | Revert |

From the dropdown menu choose the account that it should have gone into and then click Save

& Close.

m Make General Journal Entries

@ previous [ Mext [ Save & Print... ‘ By History || I Attach

Date  11/12/2015[E] EntryMo. | 13039
Account Debit Credit Memo Name Bil... Class
11000 * Acco... 1,200.00 1 Revenue Recognition Member 1Revenue R. -

000 « Memb -

Select ‘Yes’

Write-Off Expense Bank - 1Revenue R.
‘Young Professionals Income Bank
11000 * Accounts Receivable Accounts Receivable LRavenuz k...
12000 . Undeposited Funds Other Current Asset 1RevenueR...
24000 - Payroll Liabilities Other Current Liability
25500 - Sales Tax Payable Other Current Liability
30000 - Opening Balance Equity Equity
32000 - Retained Earnings Equity
Event Income Income
Annual Dinner Income
Golf Tournament Income
Special Events Income Income
4000 - Membership Dues Income
Mew Membership Dues Income
Re-instated Membership Income
Renewal Membership Income -
4005 - DuesRenewal
aclose | [ save alew Revert
66000 * Payroll Expenses Expense Sl ——— m
90000 * Estimates MNon-Posting 1 ]

‘fou have changed the transaction. Do you want to record your changes?

|19

| Cancel

Close open windows to get you back to the Account QuickReport, and once that report
no longer has any transactions on it close that as well to get back to the Chart of

Accounts

Tt Account QuickReport

Accrual Basis

@ Type @

Date

o Num =

( Mocify Report... | [ Memorize... [ Print... || E-mai v | Export... | [ Hide Header | [ Refiesh |

Dates | All ~ | From To [E] sort By | Default =
9:44 AM Support-Michelle Schave
MATHE

Account QuickReport

All Transactions

Name o

Memo @ Split @ Amount @

Balance

b TOTAL

0.00 4




Right-click on the account that you have just cleaned up and choose Delete Account

vpport-Wichlle Schave - QuickBooks ro 20111
Edit View Llists Favorites Company Customers Vendors Employees Banking Reports Online Services Window Help

2§ & @ & @ @

>me Search | Company Snapshot Customer Center Vendor Center Employee Center | Online Banking

B

Doc Center Report Center

App Center Upgrade Add

£ Type = Balance Total Attach
. T N S R B
Find... Bank 0.00
Bank 173.39
Refresh Bank ~1,500.00
Bank -1,500.00
MNew Bank 0.00
Bank 11,978.33|
Edit Account = 1538305
Delete Account - Bartk. 05.61)
Bank 3,245.00
Make Account Inactive Er g 18
Customize Columns... Bank -1,175.00
Bank ~500.00
+Write-Oj . Bank 2,452.70
sYoung P Write Checks Bank ~206,35]
+11000 - Make Deposits Accounts Receivable 46,132.54]
+12000 Other Current Asset 1,600.05
24000 - Enter Credit Card Charges Other Current Liabllty 0.00
+25500 - Other Current Liability 48.13
30000 - Transfer Funds oty 0.00
=.52000% Make General Journal Entries... ]
SEvent Income
< Annu Reconcile Income
+Golf Toul ) Income
+Specal Use Register Income
+4000 Income
sNew —— Income
oRe-n . Income
) QuickReport: test e
+4005 Income
+4005-1 - TEST Income:
66000 - Payrol Expenses Expense
+90000 - Estimates Non-Posting

Select ‘OK’

@ Are you sure you want to delete this account?

EZEK:“\S

How do | apply a payment journal entry to an invoice journal entry?

Go to Customers->Customer Center

ichelle e - Pro 20

[support-

le Edit View Lists Favorites Compz ustomers | Employ Bankil Rep Online Servit
a Q Customer Center o i Ctrl+)
Home Search | Company Snapshot  Custol

Create Estimates

sen Windows Create Invoices Ctrl+1
Create Batch Invoices

Enter Sales Receipts

Enter Statement Charges
Create Statements...

Assess Finance Charges

Receive Payments

Create Credit Memos/Refunds

Add Credit Card Processing
Add Electronic Check Processing
Link Payment Service to Company File

Enter Time

Ttemn List
Change Item Prices



Locate and select the Customer that the transactions are tied to then select New Transactions->Receive
Payments

wpport-Michelle Schave - QuickBooks Pro 2011

Edit View Lists Favorites Company Customers Vendors Employees Banking Reports  Online Services  Windc

‘“4.‘ & @ & & @

ome Search | Company Snapshot Customner Center Vendor Center Employee Center | Online Banking

B4
Doc Center Re

=

& Customer Center: Michelle's Bakeryl23 (All Transactions)

n Winds

&y MNew Customer & Job 'f-\l; New Transactions » g, Print » ﬂ Excel » "5 Word » [!
e

Customers & Jobs Trang Estimates

Invoices Ctrl+I . -
View | Active Customers - Sales Receipts e's Bakery... "f
Find [ Statement Charges Al E
Mame Balani Receive Payments k!
+Lasseter Plumbing Co.... Credit Memos/Refunds
+Miami Shores Holisitic ... SITO0
+Miami Shores Presbyte... 531.00 Price
+Miami Shores Property... 100.00
+Michelle's Bakery 0.00 (otes

¢Michelle's Place ~500.00 Show | Al Transa... = | Filter By Al

-

+Michelle's Redesign, LLC 10.84
Type MNum Date
+Michelle Johnson 1,000.00 Lz -
General Journal 15035 11f12f2
+Micronet -100.00 3
General Journal 4566 11122
+MA 0.00
General Journal [id #404] 06/04/z
+MNick's Tree Farm 1,000.00
s 4 n

Select the open transaction that needs to have a credit applied and then click ‘Discounts & Credits’

NOTE: It is very important that the correct open entry is selected when applying a credit. If the wrong entry is
selected it will affect the financial statements

s Receive Payments E@

& Previous [ Next £ Print v| 8 History v| ) Attach

ey emnay Customer Payment

Received From | i y
e T M | Michele's Bakery123 = | Customer Balance 395.00
Amount 0.00 Date 11/12/2015 |E
Add eCheck processing 12/

Pmt. Method - Reference #
Memo Where does this payment go?
Card No. Exp. Date /
D Process payment when saving l Find & Customer /Invoice... J
J Date MNumber Orig. Amt. Amt, Due Payment |

01/13/2015
03/25/2015

16233
16352

200.00
20.00
100.00

0.00 +

100.00

Totals 395.00 395.00 0.00
This customer has credits available. To apply credits dick Amounts for Selected Invoices
Discount & Credits...
Available Credits Amount Due 0.00
805.00 Auto Apply Payment | Applied 0.00

Dlscount&Cred\tsii‘ " Discount and Credits 0.00
& Applied




Choose the credit (if not automatically selected) that you wish to apply to the open transaction and then click
‘Done’

= hopy Gt ——— o=
General Journal
Customer:Job  Michelle's Bakery 123

Number 16401 Amount Due 100.00
Date 06,/04/2015 Discount Used o.00
Original Amt. 100,00 Credits Used 10000

Balance Due 0.00

Credits

Available Credits

J Date CreditMo.  Credit Amt. Amt. To Use Credit Balance
01212015 | Visa*8080 15.00 0.00 15.00 | ~
01/21/2015 9777 25.00 0.00 25.00
2015 | [id #404] | 100.00 100.00 | 0.00
4566 500.00 0.00 500,00 -
Totals 805.00 100.00 705.00 |

Of all the credits issued to this customer, only unused credits
applicable to this specific invoice are displayed above. el

Previously Applied Credits

J Date CreditMo.  Credit Amt. Amt. To Use Credit Balance

Totals 0.00 0,00 000 |

Lo e [ v ]

Once you are back at the Payment screen, if there are no other transactions that need to be handled, click ‘Save
& Close’

su Receive Payments

=N e

& Previous [ Next &3 Print v| & Histary v| Il Attach

Gl ALais Customer Payment
Received From | Michelle's Bakery123 + | Customer Balance 395.00
Amount 0.00 Date 11/12/2015
Pmt, Method - Reference #
Memo Where does this payment go?
Card Mo, Exp. Date /
[] Process payment when saving Find a Customer /Invoice. .. ]
J Date Number Orig. Amt. Amt. Due Credits ~ Payment |
01/13/2015 |16283 200.00 200.00 0.00 0.00 ~

100.00 100,00 100,00

| Totals 395.00 395.00 100.00 0.00
This customer has credits available. To apply credits dick Amounts for Selected Invoices
Discount & Credits...
Available Credits Amount Due 0.00
o Auto Apply Payment | Applied 0.00

Discount and Credits 0.00
A Applied

Save & Close "‘ Save & New ” Clear

L5




