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Gisele Doucet



CPD Process

In order to receive CPD credit
- Be sure to sign in or scan your badge for this session

- You must stay in the session for the duration of the training
- This session is eligible for 1 hour of CPD

- CPD certificates are emailed directly to you within 4 weeks of the conference date to the
same email address you used to register
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About today’s speaker

Platinum-level Advanced Certified ProAdvisor

0-2 3-10 11-24 25+
OR OR AND
QBO Core QBO Advanced QBO Core

Certified Certified Certified

Member of the Intuit Trainer/Writer Network

Intuit Trainer for over 5 years

Gisele Doucet
CEQ, The Art of Accounting
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Write Off Bad Debt

Sales Tax Adjustment

Daily Sales Summary

Trouble shooting Bank Reconciliation
Use Bank Rules

Build an ecosystem
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How to book and manage Deposits
from Clients “Retainers”?




Retainer

RETAINERS & DEPOSITS

Your clients may need to track retainers and deposits. To create a retainer or deposit for your
clients there are 2 steps to setup.

1. Create an account to track the Retainer or Customer Deposit.
a. Goto Chart of Accounts

b. Create a liability account called Customer Deposits (or name of your choice).

Account
Category Type *Name
Other Current Liabilities v Customer Deposit

* Detail Type
Current Liabilities

Current Tax Liabilty
Current portion of employee benefits obligations

. it g b Description
Current pertion of obligations under finance leases
Insurance Payable
Interest payables
Line of Credat Currency

Loan Payable

CAD Canadian Dallar »
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Retainer
2. Setup a service called Deposits. Link the service item to the Customer Deposits account.

Product/Sarvice information

e Senice Change iype

Cuntamer Dagotnd

Sales irformanon
o |1 3¢l thia product/service to my cantomens.

Sales price/rate \ nzoms acczust
0o

Cusseres Depan .

3. Viewthe Customer Deposits on an account report.
a. Run aBalance Sheet
b. Click on the Customer Deposits account.
c. Filter the report by the customer to view the report by customer.

Green Tree Landscapes
TRANSACTION REFORT
Al Datea
oars TRARKALTION Ted . atu LX) NEMODECRPTON ALCOWY sur LNOUNY Anlanch
v Cowomer Dapost
1203307 ke 1044 Na Argea Pk Cuatzrmer Do . Arcosrta RBecsiabie A, 3100000 80000
0122017 vaice m Na ADC Company Lad NW P Cuntorrmr Dag. . Accosres Recokabie (A, 5 500000 4,000 00
MHPINT  woke 1%0 N ARC Company Lnd NwW P Custorrms Do, Accosres Recowatio A $5080 00 A.500 00
ey ot np oy — bgreien
TOTAL § 100000

@ Gliickbooks.

CONNECT

8 @DoucetGisele #QBConnect



Retainer

4. Apply the deposit or retainer.
a. Afterthe work or services are complete, your client will create a sales transaction as
per usual.
b. After adding the services or items have been added, you'll add the Customer
Deposit/Retainer ltem.
c. Enter the amount of the deposit to be applied as a negative. This will apply the
amount to the transactions and affect the balance in the customer deposits account

o . o
& Involce no, 7763 & O X
L e R I Ralsbed tarw
ook loger SRR p—
P - 310 300 00
ol e » .
0 g s T, eiae B R oo e
ek Logw Nt 12 . Aelate? ST S a3
o oy [— P o s
e
Arourts s
MOCACT YT L] € ™ ™ L AN - .
- - £ 10002 20 N
Cassorme % RA00  Ows of oo
PreTS. - of b JOPpE—— Sebnatal 9,000.20
Wy vy sstmbe MY (DA TI% e 12,080.00 18090

@ Guiickbooks.
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Reporting on Retainers

Reconcile your Retainer Account (Client Deposit)
« 0 opening balance

« 0 ending balance

Create a custom report — General Leger on the Retainer
(Client Deposit Account)

« Filter on “uncleared” transactions

Create a custom report — General Leger on the Retainer
(Client Deposit Account)

« This provides your sub-ledger details to support balance sheet
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How to book and manage bad
debt write offs?




Bad Debt

WRITE OFF BAD DEBT

Clients may need to write off bad debt from customers. QBO includes a feature in the Accountant
Toolbox called Write Off Invoices. It is recommended that you do NOT use this feature. It is not
currently designed to handle the sales tax portion of bad debt.

Step 1: Turn off the Automatically apply credits features in QBO

1. Click the Gear lcon and then click Advanced.
2. Click Automation.

3. Clearthe checkmark from Automatically apply credits.

Automation | Pre-fill forms with previously entered content (2

| Automatically apply credits (9
/ j Automatically invoice unbilled activity (%)

z Copy estimates to invoices

2 2 2 ¢

Copy pending and accepted estimates v

G

| Automatically apply bill payments (&)

cos D

@ Gliickbooks.
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Bad Debt

Step 2:
1. Create an account to track bad debt.
2. Goto Chart of Accounts.
3. Create an expense account called Bad Debt expense.

Account

Coregory Type *Nome
Expurass . Bod Detnt

* Detail Type Number

Description

Is sub-acceunt

Use Bad deit to track debt you have

written off,

Default Tax Code

Step 3:
1. Create anitem (service) linked to the Bad Debt Expense.

2. Click the Gear icon > Products and Services.
3. Create a service item linked to Bad Debt Expense.

Product/Service iInformation

Neme®

Had Date Orege

SKU L

Comegory

Sales icformation
&1 aell thia productuerves to my curcmees

Sules p-n.‘."\ Income sccount

eo Bad Dt -

nchnive of tar

Step 4:

1. Create a Credit memo for the outstanding amounts for the bad debts.

2. Use the Bad debt service item created in step 3.

Step 5:

Apply the credit against the outstanding invoices on the Receive Payments window.

{*» Receive Payment

Outstanding Transactions

o -

Cradity

L

i
g
z
%
§

um cary

QT

O R

Ao by

s2avvie
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Sales Tax Adjustments




Sales Tax Adjustments

At time you may have to adgust sales tax for your clients. Specifically adjusting the GST/HST
Payable account. It's recommended that you make the adjustment on the File Sales Tax window.
To make an adjustment:

1 Click Taxes.

2. Click Sales Tax.

3 Click Prepare Retum.
4. Click Adjust.

Fropare GSTHSST return

Mg pas e Pt o [ (R

$24,121.51

5. Make the adjustment as needed and then click Save.

Adjust GST/HST

Adjustment date

2017.06 30

Tax rate *

HST ON (13%)

Tax lne
Sales tax account
GST/HST Payable

Adjustment account
GSTMST Pavabk

Adjustmant amount *

14 55

Memao

NOTE: you don't have to file the return. You're only using this window to make the adjustment.
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Sales Tax Adjustments

NOTE: You can now use the Journal Entry window to adjust sales tax. Choose the line from the Tax
Return under the Sales Tax menu.

£ Journdd Entry no 835020 b4

-iw.-
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Daily Sales Summary




Daily Sales Summary

1.Create POS or Cash daily sales report

2.Create Sales ltems (link to revenue accounts)

3.Create a Customer called Daily Sales

4. Create a Sales Receipt

5.Save the template (Make recurring)

6.Balance the sales receipt to the total sales and payments from
the POS report

/.Payment methods (Visa, Mastercard, Debit, Cash)

8.1f you choose to use a clearing account, be sure to clear it as a
write off)

9.Set up transfers or see the magic happen in the bank feed

ECT
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Daily Sales Summary

Product/Service information (S Sales Recoipt no.0ct 2018 Sales @ rap X
AMOUNT
' - i ] $0.00
é Service Change type ik
Billing address Sales Recoipt date Sales Receipt no.
Name*
Payment method Reference no. Deposit to
Food Sales . 50 TD Bank - 0305 | »
z
# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  SALES TAX
SKU ?
\J
o |
Category
v
Sales information
7‘ | sell this product/service to my customers.
7.
Sales price/rate Income account
Service/Fee Income| v
| |Inclusive of tax A e ) [ Closesioes Sobtotal $.26,564.62
2 Message displayed on sales receipt HST(ON) @13% 64 0.01
Tax Total $0.00
H v

@ Guiickbooks.
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Trouble Shooting Bank Reconciliation




Trouble Shooting Bank Reconciliation

Client files often require troubleshooting and problem solving. There are common problems that often
require troubleshooting help.

Bank RECONCILIATION

There are several reconciliation problems that clients cause. They are often caused by editing, deleting
or making any other changes to reconciled transactions. A common problem is when the beginning
balance does not match the previous month’s ending balance.

To troubleshoot this type of problem, use reports and built in tools to discover the problems.

1. Bank Reconcile Window — is where clients make changes to reconciled transactions. QBO records
any changes in the Change column on the account reconciliation window.

Reconciliation History & Reports

Statement Ending Date  Reconciled On ~ Ending Balance Changes Auto Adjustment

275.00 ‘

10-23-2015 36,149.84

N

Click the link to review the change.

Click the transaction.

4. Edit the transaction to recreate the original transaction if it as simple as an edited transaction.
QuickBooks highlights the change needed.

w

w

Click the link to review the change.

Click the transaction.

Edit the transaction to recreate the original transaction if it as simple as an edited transaction.
QuickBooks highlights the change needed.

L

Changed Transactions = RBC Chequing, Statement Ending 01-31-2014
I hey were reconciled
e window and adit them (except deleed transacions)

Changed Tranzactions Retres.j
Date Type No. Name OrigAmt  Curr Amt  Change Amt Change
01-15-20.. Cheque Insurance Expers 30500 12000 AmountChanged +275.00

Remaining Changes 275.00
Reconclliaton Report Close
infurt
@ quickbooks.
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Trouble Shooting Bank Reconciliation

If a client deletes a transaction, you'll be able to see that it was deleted in the change column (see
below). A deleted transaction CANNOT be opened. To correct the error, recreate the transaction and

re-reconcile for the transaction to correct the beginning balance.

¥
N
Changed Tranzactions - RBC Chegquing, Statement Ending 01-31-2014
Thase ransacons wara changad after they were reconclied
Click on them 10 open them in a ssparate window and =dit them (except deletad ransactions
Changed Transactions Refresh
Date Type No, Name Orig Amt  Curr Amt | Change Amt Change
01-15-20... Cheque Insurance Experts 395.00 0.00 | Deleted +305.00
Remaining Changes. 395.00
~ecancihaton Report Close

It’s easy to undo and re-do bank reconciliations

This ensures the Change Column is always clean

@ Guiickbooks.
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Use Bank Rules!




Banking Rules to reduce or eliminate data entry

Rule

When a transaction meets  al

e'

» of these conditions

In I t
All bank accounts v e

Automate the banking feed:

« Create Rules to assign Payee,
Category, Class, Memo, and even

“““ & Splits for expenses

Set one or more of the following * Use .a.Single Criteria Or mUItipIe

e conditions

i 0o « Use Automatically add to books for

[som routine transfers and expenses

oy - You don't have to touch them at all!

@aiiﬁ'kbooksz
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Special features
QuickBooks Online features automate bookkeeping processes

Unlimited Bank Recurring Sync from your
Feeds with Transactions mobile device
Rules
@ Gliickbooks.
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Build an Ecosystem




Workflow benefits

Integrated document management

. FATHCOM
Automation features

- Bank Rules
« Recurring Transactions

Ecosystem of Apps

TTTTTT
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Technical benefits

= B . i0Sk
. | 'L'.'J“UJ ..
True Cloud-based Access from Multiple Operating
Application Multiple Devices Systems
Always up to Date Real-time 128 Bit Encryption

Multi-user Access Continuous Backup

28
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Next Steps




What should you do now?

Talk to your fellow ProAdvisor to help you!

AN s
« Automate as many routine workflows as you can to reduce Ve %%, SRS\
data entry...and human error! = ’
— Set up BANK RULES! |
* Pick one thing today you will work on in your practice
« Explore third-party apps to solve your pain points
@aTﬂ'lckbooks

> R SES N
AW A\ %
P St Q 9 e aff
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Questions?

#QBConnect | WiFi: Connect2018



Rate this session in the mobile app
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. Select Sessions

Wl ATRT = 9:39 PM @ v 28% .
© Frckbooks.
CONNECT
Networking
My Profile
Activity Feed

Agenda at a Glance

Sessions

Personal Program

Speakers

Floor Plans

Exhibitors

Notes

2. Select Title

08:00 AM - 09:00 AM

9:39 PM

Sessions

Dec-04-2018

Registration and Breakfast

09:00 AM - 10:00 AM

Welcome and Keynote

10:00 AM - 11:00 AM
Break & Exhibits

11:00 AM - 12:00 PM

@ v 28% .

Accountant Small Group Discussion: Cloud Workflo...

11:00 AM - 12:00 PM

Digital Advertising 101

Jyll Saskin Gales

11:00 AM - 12:00 PM

Intuit Developer Keynote

11:00 AM - 12:00 PM
Leadership Lessons
Brady Wilson

11:00 AM - 12:00 PM

Leveraging Content to Grow Your Business

Bram Warshafsky

11:00 AM - 12:00 PM

Using QuickBooks Online for Your Small Business

Gisele Doucet

3. Add Rating

Wl AT&T = 9:39 PM @ 9 26% @
£ Detail

Digital Advertising 101

Dec-04-2018 11:00 AM - 12:00 PM

Best for All Audiences

In this session, you'll learn how to design, build and
optimize a digital campaign using Google Ads and Google
Analytics.

Jyll Saskin Gales
you didn't rate yet
Add -> Personal Program

Add To Calendar 3

@ Guiickbooks.
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Material Download
Session slides can be found on the QuickBooks Connect agenda page

Breakout Sessions

1) Find the session on the agenda

Digital Advertising 101 +

2) Select + for more Informatlon Leveraging Content to Grow Your Business +

Leadership Lessons +

3) Download PDF Of SIIdeS Using QuickBooks Online for Your Small Business +

. Warrior Approach to Productivity e session repeats +
https://can.quickbooksconnect.com/agenda/

Accountant Small Group Discussion: Cloud Workflows +

Intuit Developer Keynote e session repeats +

@ Gliickbooks.

#QBConnect CO RN ECT
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