Optimizing QuickBooks
For Nonprofit Accounting

Specializing in Nonprofit Accounting
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What You Will Learn About

Where to Start?

Budgets

Reports

Auditing Your QuickBooks
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Starting Point
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Chart of Accounts — Where it Flows To

Chart of Accounts

. Bank
% . Accounts Receivable
@ . Other Current Asset
< . Fixed Asset

. Other Asset
0 . Accounts Payable
(O] .
= . Credit Card
3 . Other Current Liability
cs . ape
= . Long Term Liability

. Equity

. Income

. Expenses

Program

General & Administrative
Fund Development

. Other Income

. Other Expense

> Income Statement

_/

Balance Sheet
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Using Classes and Jobs

Customer List Class List

(Grants / Donors)
e Programs

e Grant Name (date)
e Events

e Fundraising Events
e Departments

e Unrestricted
e Property
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Budgets
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Preparing to Enter a Budget

Prepare your budgets by fiscal year:

Overall organization
Job = Grant or Donor
Class = Program, Event, Department

Tips:
Don’t mix cash and accrual
Weight your months (allocate income and expenses by month)
Put budgets into QuickBooks before getting board approval
Grants may run into partial fiscal years — OK to enter in two fiscal year budgets

Place a zero in any months in a row that has at least one value in a month

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Organizational Budget

Sample We Care Community Foundation - QuickBooks Accountant 2013

P, _
Company Snapshot

Calendar

Documents 3

Lead Center

Charto

Company Information.
pant Accouni

@ ' Advanced Senvice Administration ) @

Enter Bills SetUp Users and Passwords ¥ PayBills Manage
Customer Credit Card Protection Sales
Set Closing Date. Tax ltems &
Service
Planning & Budgeting ¥ Up Budgets
To Do List Set Up Eorecast 1
Reminders Cash Flow Projector m
.L.:" Alerts Manager Use Business Plan Tool Web an
2 Maintenance Alerts [ Wobile Ar
o ate Sales
i Chart of Accounts Cirl+A sceipts
> Make General Journal Entries...
=
Manage Currency >

Enter Vehicle Mileage...

Prepare Letters with Envelopes 3 Recorc

Create New Budget x

Create a New Budget

Begin by specifying the year and type for the new budget.

oe W
2015 =

Choose the budget type

@ Profit and Loss (reflects all activity for the year)

(7 Balance Sheet (reflects ending balance)

Back Einish Cancel
This work is the property of Fohrman & Fohrman Inc and m \ not he r‘lllh icated, |c1'r||'\||1'or~| orsold without nrlr\r wiritten consent
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Organizational Budget (con)

Create New Budget =

) Customer.Job
) Class

Back m Finish Cancel
Create New Budget x

Choose how you want to create a budget

(® Create budget from scratch.

This option lets you manually enter amounts for each account that you want to
track.

7 Create budget from previous years actual data.

This option automatically enters the monthly totals from last year for each
account in this budget.

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold WIthoUT prior Written consent.
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Organizational Budget (con)

Sample We Care Community Foundation - QuickBooks Accountant 2013 - [Set Up Budgets] - x

File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Window Help -

EBudget
-, [[FY2015-Promt &

Create New Budget

ACCOUNT ANNUALTO. | JANTS  {FEBS P MARMS [ APRIS  EMAYIS  (JUNS  (JUL1s  PAUBIS  SEP1S  iOCTIS  iNOVis i DECIS Adju_qt Row Amounts x
|4 - Confributed support “ . .

4010 - Indivibusiness contribution

4020 - Gorporate contributions

4110 - Donated pro senvices - GAAP §tar1 at 15t month -

4120 - Donated other serv- non-GAAP.
4130 - Donated use of facilities

L_: 4140 - Gifts in kind - goods
B 4150 Donated ar, et . . .
5 [ /@ Increase each monthly amount in this row by this dollar 0.0%
P8 2230 Foundationnust grants ~ amount or percentage
= 4520 - Federal grants
4540 - Local government grants.
2iCemedievenyes 7 ~ Decrease each monthly amount in this row by this dallar
5080 - MedicareMedicaid payments /  mount or percentage 0.0%

5180 - Program service fees
5210 - Membership dues - indviduals /
5310 - Interest-savings/short-term inv /
5320 - Dividends & interest-securities
5345 - Rentrelated cost - non-debt /
5350 - Personal property rent
5355 - Personal property rent cost /
5370 - Securities sales - gross / “ Cancel HE“]
5490 - Miscallansous revenue
5800 - Special events /
5810 - Special events - non-gift rev /
L 5820 - Special events - gift revenue
6900 - Assets released fr restrictions /
% ©910- Salisfaction o use restic /
6930 - Time restriction satisfaction
o 7000 - Grant & contract expense / .
o0t g it Copy Across is a shortcut to spread even
| 7200 - Salaries & related expenses /
" | amounts over 12 month period of time or
: Clear Save “ Cancel Help p
from the month that you are in through the

> | last month. You can also use “Alt-P”. Use
as a calculator the “=" to divide total
amount by 12 months, etc.

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Set Up Budgets by Job

Create New Budget x

i Class

® {Create budget from scratch ;

This option lets you manually enter amounts for each account that you want to
track.

(7 Create budget from previous year's actual data.

This option automatically enters the monthly totals from last year for each
accountin this budget.

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Set Up Budgets by Class

Create Mew Budget -
o

Additional Profit and Loss Budget Criteria

" Mo additional criteria
" Customer.Job

Create New Budget -

Choose how you want to create a budget

® iCreate budget from scratch

This option lets you manually enter amounts for each account that you want to
track.

(7 Create budget from previous year's actual data.

This option automatically enters the monthly totals from last year for each
account in this budget.

o en =

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Reports




QuickBooks Report Preferences

From Menu select “Edit” > “Preferences”, then select “Reports & Graphs” along left side

[ 3

& e Cancel

m Calendar [ Prompt me to modify report options before opening a report
) Help
Checking REFPORTS AND GRAPHS GRAFHS OHLY
Diesktop Wiew When a repor aor a graph needs to be ["] Draw graphs in 2D (fasten Default
Finance Charge refreshed: [ Use patterns
o
General O Prampt me to refresh Also See:
. @ Refresh automatically
e =
Irtegrated Applications General

1 Don't refresh
ltems & Inventory - -

Click Help for information about

Jobs & Estimates ;
refreshing a large repaot.

Multiple Currencies
Payments
Payroll & Employees

Reminders

Sales & Customers

Sales Tax
Search
Zend Forms

Service Connection

SfivafScifguihavEd4

Spelling

v

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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QuickBooks Report Preferences (con't)

Payroll & Employees

Reminders

Sales & Customers

Tales Tav

® Mame and Description

% Accounting A My Preferences Company Preferences “
ﬁ Billz SUMMARY REPORTS BASIS REFORTS - SHOW ACCOUNTS BY: Cancel
B caens @ il ® Name only el
Ef crecking ) Ccash ) Description only
" Deskop view ) Mame and Description Default
Finance Charge AGING REFORTS
ﬁ General @ Age from due date STATEMENT OF CASH FLOWS Also See:
&l iteoraten appications 7 Age from transaction date Click here to assign accounts to General
& hems & Invertory sections ofthe Staternent of
Cash Flows:
|~ Jobs & Estimstes REPORTS - SHOW ITEMS BY:
i i Classify Cash...
E Multiple Currencies {--\ Mame anly =
Payments . -
I Diescription anl - .

- Rhomn aniy [ Default fosmoatting for reports

(Y =|

The Summary Reports Basis and Formatting can be modified directly from the

reports as well.

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Selecting QuickBooks Reports

ymrnunity Foundation - Qu

Sample

Eile Edit “iew Lists Favarites Accountant Company Custormers Vendors Employees Banking BEEd0EY Window  Help
-

Eeport Center
Memorized Reports 3
VEN Company Snapshot COMPANY

Search Comp,

You are using a sample

company file Process Multiple Reports
QuickBooks Statement Wiriter
Create a new company file ) ) Chart of
Campany & Financial 3 Accounts

. Custormers & Receivables 3
My Shortcuts Enter Bills cales . Msa:éie %
i i Tax ltems & Get Financin
M Home Jobs, Time & Mileage 3 Sonioes ¥
Wendars & Payables 3
B calendar Employees & Payrall b m
CUST Banking 3
Weh and Calendar
Accountant & Taxes Mahile Apps

»
Budgets & Forecasts 3

o List »
Credl  Industry Specific 3

Contributed Reports » izl %

Craate Custarmn Reports 4 Record Reconcile
W Do Today 12M5/2017 Invoices Deposits

QuickRepart Cirl+2
View Balances @ @

Transaction History
e o Staternent Finante Refunds )
Charges Charges & Credits hiits Eheck
d d Checks Register

BANKING

[%] WHAT'S NEW

EMPLOYEES

§ Turn on Payroll é E% @ % - E &

Accept Credit Cards Print Enter Credit

Payroll Pay Fay Process HF Essentials Checks Card Charges
Order Checks & Supplies Center Employees Liahilities E?rfrtr?g and Insurance

Upgrade to QuickBooks 2014

Finance with Confidence

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Selecting QuickBooks Reports (con't)

Or use the Report Center

— File Edit “iew Lists Favorites Accountant Company Custormers ‘Vendors Employees Banking Reports Window  Help

Standard Memorized Favorites Recent Contributed Search

Q
F N
You are using a sample @ =

company file

G & Fi ial g o
wllAB8  company & Financial

Customers & Receiva. )
Profit & Loss (income statement)

My Shortcuts Sales
e Jobs, Time & Mileage Profit & Loss Standard Profit & Loss Detail Profit & Loss YTD Comparison
Vendors & Payables Prafit & Less Standard Company & Fnancil Prafit B Less Detan Company & Fnancil Prafit & Less 710 Comparison Company & Fnancl
Calendar
Em IO EES& pa “]” Oramary (ncome/Experse _ Trpm  Owis  Mers Owbil  Credd Sslercs
ploy 'y M-v:mm_mmm" — n-ﬁ-an-—lh-— b b, TR st B
. 40500 * Remtursenent Srcome a0 i)
Banking ol ot e » N ot G e E om i ERDOREN BEEOER
50100 - Cost of Goods 2367 Tt Verchandine % T wm s R T
Accountant & Taxes mgm * w " Seka Sccipt ORI Sen, Aln - tam :mm ILTELAL AN LA TEET
Gross Profit 040203 I SelalSmmet 005 W Do e —ha s :;_m SR DB ATam s
Budgets & Forecasts - Rapars R0 ol s E Teh R o o
E4400 * Todls an Machinery Coniaf G ] IR LA LR sad
Total Expence 8500 o S il Gy treseme LTI T R EE T T
List et Ordinary income 1961008 Saka fzmet 04 B dkn 031 ] Crher tremmesExperec:
Qther Incame Expence. Sekes oot 080 Wi, Den _IRTD Ty mu: Py ™ - mos
ther Inceme. oyl R am aa L p— e [T T T T
Contractor 1 Lo St neeme us iy M Jiam ma it o om o lem o
i erer b it ey iresme Cim Cuam Cimae et e MR GELI LLMAG UL
M Do Today 1245/2017 Mfg & Wholesale Het Income. L8.6ELIS et inceme AAE AN A7sd
E View Balances Frofessional Services
. Dates:  This Month-to-date - Dates: This Fiscal Year-to-date - Dates: This Month-to-date -
M Run Favorite Reports Retail
127172017 12M5/2017 1207 12152017
Nonprofit .
OH Ve OH 9@
Run Info Fave Help
Turn on Payroll
Accept Credit Cards
_ ) Profit & Loss Prev Year Comparison Profit & Loss by Job Profit & Loss by Class
Order Checks & Supplies

Upgrade to QuickBooks 2014

Mwwr Cormtruction  Mamodel  TOTAL

Profit & Less Prev Year Compariion Company b Anincil | ‘ Proft & Lese by Job Company b Anincil | ‘ Proft & Les by Class Company b Anincil |

Finance with Confidence
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Selecting QuickBooks Reports (con't)

= FEile Edit Miew Lists Faworites Accountant Company Customers “endors Employees Banking Eeports  Window  Help

x

Standard Memorized Favorites Recent Contributed Search Q
o0
a8

You are using a sample
company file

Create a new company file

Company & Financial

Company & Financial

Profit & Loss (income statement)

Customers & Receiva...

My Shortcuts Sales
) Profit & Loss Standard
» Hor Jobs, Time & Mileage
Home How much money did my company make or lose over a specific period of time?
Vendors & Payahles
Employees & Payrol Q© E U @ | Dpates ThisMonthto-date v 1212017 120152017
Eanking

Profit & Loss Detail

Accountant & Taxes What are the year-to-date transactions (and totals) for each income and expense account, so | can determine what contributed to my company’s

net profit?
T Vendors Eudgets & Forecasts
List -
Q E @ @ | paes ThsFiscalveartodate ~ 112017 121152017
L Contractor 1
Profit & Loss YTD Comparison
M Do Today 12M5/2017 Mfg & Wholesale
How do my income and expenses for a recent period of time compare to the entire fiscal year to date?
B View Balances Professional Services
[ Run Favorite Reports Retail (] -L.i @ 0 |  Dates: This Month-to-date » 121/2017 120152017
Nonprofit Profit & Loss Prev Year Comparison
|s my company making more money now than for the same period a year ago?
Turn on Payroll
e el s © El @ @ | Dpates ThisFiscal vearto-date ~ 112017 121152017
Order Checks & Supplies Profit & Loss by Job
Upgrade to QuickBooks 2014 How much money is my company making or losing on each job?

Finance with Confidence
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Selecting QuickBooks Reports (con't)

— File Edit “iew Lists Favorites Accountant Company Customers Vendars Employees Banking Reports Window Help

Standard Memorized Favorites Recent Contributed Search

You are using a sample
company file

Ci & Fi ial
——— Profit & Loss Standard

Customers & Receiva... . . . -
How much money did my company make or lose over a specific period of time?
My Shortcuts Sales

Jobs, Time & Mileage
Home viesa

Profit & Loss Standard Company & Financial
endors & Payables

Calendar
Employees & Payroll Ordinary Income/Expense
Income
apshots . 40100 * Construction Income
Banking 40500 - Reimbursement Income
Total Income
Customers Accountant & Taxes Cost of Goods Sold
50100 - Cost of Goods Sold
Eudgets & Forecasts 54000 - Job Fxpenses

ik

ik

: Vendors
List

Contractor - Repairs

64800 * Tools and Machinery

Tolal Fxpense

Mfg & Wholesale

oA Net Ordinary Income

. . Other Income/Expense

Professional Services Other Income

- . 20100 - Other Income

Il Run Favorite Reports Retail Total Other T

Net Other Income
Net Income

M Do Today 12152017

E View Balances

Erer 2
Eiii ii

Monprofit
Do More With Quick Books

m§ Turn on Payroll

& Accept Credit Cards

This Month-to-date ~ 12M72017  12M15/2017 ‘ - ' -
Run Fave Help

== Order Checks & Supplies
&= Upgrade to QuickBooks 2014

? Finance with Confidence
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Customizing Reports

Profit 8
Customize Report Bhare Template Memorize Print v E-mail ~ Excel Hide Header Collapse Refresh
by basEMILH-t0-date ~  From 120142017 B To 12M%2017 B Columps  Total only ~ SortBy Default -

hWodify Report: Profit & Loss

Accrual Basis

Display Filters Header/Footer Fants & Mumhers

REFORT DATE RAMGE

-

Display
determines
what will be
shown in the
report
columns

NE=ER This Month-to-date

From the first day of the current month through today

This work is the property of F
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From 120172017 B8 To 12152017 B
REFORT BASIS
& Accrual 1 Cagh This getting determines how this report calculates income and expenses.
COLUMNS
Display columns by Total only = across the top. Sorthy | Default -
@ pscending order 24
Sortin
Add subcolumns for © Descending order 4
| Previous Period | Previous Year [ YearTo-Date [ % of Row [ % of Column
% Change F Change % of ¥ TD
B ; [ % of lhcorme [ % of Egpense
% Change % Change
Advanced... Revert
III rrari & rU:II rarni III\. c|||u Illdy IIUL UC UUPIILCILCLJI, L.IIIJLI IUULCU, Ul )U:\J‘ VVILIIUUL |J| IUI \'A'Al ILLCII LUnSent




Customizing Reports (Filters)

Modify Fepart: Profit & Loss Detail

Display @ HeadenFoater Fonts & Mumbers Filters determines

what will be shown

CHOOSE FILTER CURRENT FILTER CHOICES
|
| FILTER 4 | Account 2 FILTER I SETTO 3 In the display
Account i‘ All incomelexpense accounts - Account All incaomelexpense accou...
EAmnunt Date This Fiscal Year-to-date #1 - SeIeCt_ What
Date Mo you want to filter
Yes
Eltem For detail accounts matching
Memo #2 - Select your
S Al accounts - .
- choices for that
ACCOUNT FILTER
Choose the types of accounts or a specific account from the H#3 = V|eW y()ur
drop-down list. Indicate whether ar not you want split detail . .
to appear in the report iBalance Sheet accounts only). filtered SeleCt|0nS,

remove  Selected
Filters or click
once on it to bring
you back to edit

“ the filtering criteria
Cancel Help

Tell me more...

Revert

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Customizi Ng Reports (Header/Footers)

hodify Feport: Profit & Loss Detail

Dizplay Eilters Header Footer Fonts & Mumbers

SHOW FOOTER INFORMATION

¥ Page Mumhber Page 1 -

|« Extra Footer Line

[+ Printfooter on first page

SHOW HEADER INFORMATION FAGE LayouT

7 ‘Company Mame  We Care Community Foundati.. Alignment

— ; . Standard -
v Report Title Profit & Loss Detail

v Subtitle January 1 through December .. Time Company

332}2 Title

7] Date Prepared 12131101 d Subtitle

[ Tirme Prepared ] o

[+ ReportBasis o

[+ Print header on pages after first page o




Customizing Reports (Fonts & Numbers)

MWodify Report: Profit & Lass Detall

Display Eilters HeaderFooter Fonts & Humbers
FONTS SHOW HEGATIVE NUMEERS
Change Fant Far )
© Normally EXahdFLE
Column Labels . ® |n Parentheses
Row Labels | ) With a Trailing Minus (300.00m
Report Data .
Example [ In Bright Bed
Report Totals
Ccompany Mame SHOW ALL HUMBERS
Repor Title
p [ Divided
Feport Suhtitle
[ Without Cents
Date
= Change Font...
Revert




Budget Reports

ployees Banking BEEEEGEN Window  Help

Eepart Centar

mMemorized Repaorts 3
Fawarite Reports 3
Company Snapshot

Frocess Multiple Reparts
GuickBooks Statement Writer

% Company & Financial

Fav Bills Customers & Receivables

art of
ounts

&

ns &
Wices

3
3
Sales 3
Jabs, Time & Mileage 3
vendors & Pavables 3
Employees & Payroll 3 h
»
»
»
3
3

Banking
1and
Accountant & Taxes

Create Sales
Receipts List

& Forec

Community Foundation - QuickBooks Accountant 2013 - [Home |

COMPANY

eAppS
Budget Overview
Budget vs. Actual

ACCOUNT

=

Get Financing

HAME 4

1010-C

1020
Calendar 1040-F

iE
Industry Specific Frofit & Loss Budget Perfarmance -
% . Contributed Reports | Budgetys. Actual Graph i
Receive Custom Reports , Forecast Cwerview -
Fayments Forecastvs. Actual
QuickReport Cirl+ |'—'] Ord
Transaction Histony
- 0
Transaction Journal é . Upa

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Budget Reports (cont)

Budget Report

This report summarizes your budgeted account halances.

Selectthe budget to use when generating the hudget repor:

F2019 - Profit & Loss by Account

Back m Einish Cancel

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Budget Reports (cont)

Budget Report

Select a report layout far the bhudget report:

count by Month

Example:
Jan Feb har  Apr
Sales Income oI 00N O0ND Oo0m
iz Income oI 00N O0ND Oo0m
Fent Expense oD OO O0D Oo0m
Y N e e i ¥ o Budget Report

Click FINISH to create the report.

This work is the property of Fohrman & Fohrman Incand may not be duplicated, distributed, or sold WIthoUt prior Written consent.
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Budget Reports (cont)

Note on missing budget amounts shown on the report: The amount is
calculated even though the numbers are not there. To correct, go back to set up
budget and insert zeros in these line items.

1¥DE & NEIp qUESTION |A

Ll
] Print... || E-mail | Export... = Hide Header || Expand = Refresh

| From [01/01/2007 [E@] To [01/31/2007 [B] columns [Month ~ | sort By |Default v]

We Care Community Foundation

Profit & Loss Budget vs. Actual
January 2007

@ Jan 07 £ Budget “* %2 of Budget £
Ordinary Income/Expense
Income
4+ Contributed support 300,000.00 §,250.00 293,750.00 4,800.0%
5+ Earned revenues » 70,072.02 4
6900 - Assets released fr restrictions 0.00 25,833.37 (25,833.37) 0.0%
Total Income 370,072.02 32,083.37 337,988.65, 1,153.5%
Expense
7000 » Grant & contract expense 0.00 41883 (418.83) 0.0%
7200 - Salaries & related expenses 23,230.00 12,548.82 10,683.37 185.1%
7500 - Other personnel expenses 0.00 251526 (2,515.28) 0.0%
8100 - Hon-personnel expenses 11022 548188 (5,331.63) 2%
8200 - Dccupancy expenses 3,500.00 233326 1,188.74 150%
8300 + Travel & meetings expenses 38.00 §9.13 (31.13) 55%
8400 - Depreciation & amortization exp 350.00 118.74 233.26 259.8%
8500 - Misc expenses 305.00 83.26 221.74 366.3%
Total Expense 2753322 2352278 4.010.45 117%
Het Ordinary Income 342,538.80 8,550.81 333,978.19 4,001.3%
Other Income/Expense
Other Expense
9800 - Fixed asset purchases 0.00 §,6686.63 (6,666.63) 0.0%
9930 - Program admin allocations 0.00 1,893.87 (1,883.87) 0.0%
Total Other Expense 0.00 8,560.50 8,560.50) 0.0%
HNet Other Income 0.00 8560.50) 8,560.50 0.0%
Het Income 342,538.80 011 342,538.69 *overflow”

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Memorizing Reports

- & X

Search Company or Help |

Reports  Statement Wiiter Upgrade  App Center Acont
Customize Report Share Templage Memorize Print * Email v Excel v Hide Header Collapse Refresh
Dates  Custom WHEDQ B To 123172012 B Columns  Total only ~ SortBy Default -

We Care Community Foundation
Profit & Loss Budget Performance

Accrual Basis January through December 2012
@ Jan - Dec 12 £ Budget @ $ Over Budget £ Jan - Dec 12 £ YTD Budget 3 $ Over Budget +  Annual Budget £
¥ Ordinary IncomeExpense
¥ Expense
¥ 7000 - Grant & contract expense
T040 - Awards & grants - individuals 0.00 250002 250002 0.00 250002 250002 250002

hemaorize Report

[WET=mF rofit & Loss Budget Performance

| Save in Memaorized Report Group: Arcountant -

| Share this report termplate with others

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Memorizing Reports (con't)

You can set up your own Memorized Report Group names and/or edit the
names by going to the Menu: Reports > Memorized Reports > Memorized
Reports List

Sarnple We Care Community Foundation - QuickBooks Accountant 2013 - [Memorized Report List]

REFORT NAME

- Accountant ]
+Chart ofAccounts

«General Journal

+General Ledger
+Income Tax Summary

Notes:

+ Banking

»Chesk el 1 You must create a Group prior to

+Deposit Detail

°Hiesing Ehecks memorizing a report to that name
+ Budget Reports

+Budget Overview - Total

< Budyet Overview by GrantorsiDonors

+Budget Qverview by ProgramiProject i

+Budgetvs Actual by Donorsicrants 2 | do not recommend deleting a

+Budget vs. Actual by ProgramiProjects

+Monthiy/¥TD Budoet Pedformance - Total memorlzed report - rather, ]USt rename
Eatemozeafepor e it as inactive. Past experience has

Mew Graup

Defte Memerzed Report - G0 shown that QB will loose the “template”

Customize Columns

if another memorized report is built off

Re-sort List

Irport Template Of It.

Export Template

Memorized Report ~ Display... Pllnl_ Export...

m E =) L’Eé Iz | > OF B gi°fw.
This wo Proper ﬁ)zf = nd may not pe duplicated, distributed, or sotd wi e
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Exporting Reports

Sample Yve Care Community Foundation - CluickBooks Accountant 2013 - [Profit & Loss Budget Per

= File Edit Wiew Lists Favorites Accountant Company Customers “endors Employees Banking Eeports  Window  Help

- 54 [\ o = e STHT B o =] Py ®

Hame Snapzhots  Customers  Yendors  Employees  Online Banking  Docs Fopone  Statement VWriter Upgrade  App Center Accnt

Customize Report Share Template Memaorize Print « | E-mail -\ Excel | Hide Header Collapse Refresh

Dates  Custom *  From 00012012 B To 1203102012 B Columps  Total only * SortBy Default -

Ye Care Community Foundation

Profit & Loss Budget Performance
Accrual Basis January through December 2012
b Jan - Dec 12 L Budget @ % Over Budget B Jan - Dec 12 L TTl

ommunity Foundation - CluickBooks Accountant

endors Employees Banking Reports  Windaowe

= )

Feportz  Statement Writer  Upgrade  App Cent

* Excel - Hide Header Collapse

Warksheet

Tl

———  Llpdate

wisting Worksheet ——
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Exporting Reports

(Con’t)

send Report to Excel

WHAT WOULD ¥OU LIKE TO DO WITH THIS REFORT?
(@ Create new worksheet \

i new waorkhook

Selectworkbook

Browse...
J

1 Update an existing worksheet Tl Howe itwiorks
1 Replace an existing warksheet

1 Create a comma separated values (.csy) file

=D

You can choose to export it to a new Excel
workbook, or add it to an already created
workbook. Note: if exporting to an existing
workbook, you must save the Excel file after
each report exported before exporting another
sheet

Advanced Excel Optians

QuickBooks Options:
keep the following format aptions from QuickBooks:

I+ Eants (| Bpace between columns;

[+ Colors ¥ Row height
Excel Options:
Turn an the fallowing Excel features:
|+ AutoFit (set column width to display all data)
[« Freeze panes (keep headers and labels visible)
[ Show Gridlines
[+ Auto Qutline (allows collapsing fexpanding)
[ Auto Filtering (allows custom data filtering)
* [ Include QuickBooks Export Guide worksheet with helpful advice
[+ Create hackup warksheet during update
Printing options:
Show report header:
® On printed report only
% On printed report and screen
¥ Repeatrow labels on each page

* Uncheck these options. After doing this one
time, it will default to not include these each

This work is the property of Fohrman & Fohrman Inc and may not be dupﬁ@@dygfsltm%t@ 180 Qthout prior written consent.
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Hiding Header on Reports

Removes this from the view only — the print out will still have the header

Hide Header [) Collapse | |Flefregh |
B | Columns | Total only “ | Sort By | Default b

107 (B To

We Care Community Foundation

Profit & Loss
December 1 - 15, 2007

& Dec1-15 07 <

Ordinary Income/Expense
Income
4« Contributed support
4010  Indivibusiness contribution b (1,000.00) L
Total 4 - Contributed support (1,000.00}%

5+ Earned revenues
5440 - Gross sales - invenotry 1,100.00

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Expand / Collapse Data in Transaction Detail Reports

¢ - T ) B H 14

Snapshotz Customers  wendors  Employees  Online Banking  Docs Reports  Statement Wiiter  Uporsds Aop Center Acont

Customize Report Share Template Memorize Print * E-mail ~ | Excel - Hide Heade Expand Refresh

Dates Custom =  From 000172012 B To 1231202 B Columns TDTEIW = SortBy De

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Expand / Collapse Data in Transaction Detail Reports (con’t)

We Care Community Foundation

Transaction Detail By Account
January through May 2007

% Type % Date + Num =+ Hame & Memo % Class + Dehit + Credit <+ Balance +
8500 - Misc expenses
8520 Insurance - non-employee

» General Journal 0143142007 0103 Unrestricted Jan prepaid expenzes -MULTIPLE- 300.00 300.00 4
General Journal 02/02/2007 0201 = Feb prepaid expenzez -MULTIPLE- 300.00 500.00
Report before you expand General Jeurnal 03312007 0306 1stqtr ingurance allecagon  -MULTIPLE- £00.00 1,200.00
General Journal 03/31/2007 0308 Unres = 1st gir ingurance allocafjon 911 Facilities Co... §00.00 500.00
General Journal 03/31/2007 0303 Unrestricted Iar prepaid expenses -MULTIPLE- 300.00 900.00
General Journal 04/30/2007 0402 Unrestricted Apr prepaid expenses -MULTIPLE- 300.00 1,200.00
General Journal 05/31/2007 050 Unrestricted Iay prepaid expenses -MULTIPLE- 300.00 1,500.00
Total 8520 - Ingurance - non-employes 2,100.00 500.00 1,500.00

We Care Community Foundation

Transaction Detail By Account
January through May 2007

< Type % Date < Hum = Hame < Memo % Class + Debit <+ Credit « Balance «
8500 Misc expenses

8520 Insurance - non-employee

General Journal 01/31/2007 0103 Unrezstricted Jan prepaid expensez 500 M&G:521 G.. 100.00 100.00 4
General Journal 01431/2007 0103 Unreztricted Jan prepaid expenzes 911 Facilities Co... 200.00 300.00
General Journal 02/02/2007 0201 Unrezstricted Feb prepaid expenzes SO0 M&EGE21 G 100.00 400.00
General Journal 02/02/2007 0201 Unrezstricted Feb prepaid expenzes 911 Faciltiez Co... 200.00 500.00
General Journal 03/31/2007 0308 Unrestricted 1gt gtr ingurance allocation 100 Research 93.36 698.36
After you expand . General Journal 03/31/2007 0308 HHS:Resear...  1stgtrinsurance allocatien 100 Research 50.00 748.28
" General Journal 03/31/2007 0308 HHS:Student...  1stgir |n5urancﬁﬁcatiun 200 ED:211 Stud... 23.34 771.70
General Journal 03/31/2007 0308 Phillip Found...  1stgtrinsurance allocatien 200 ED;211 Stud... 121.74 203.44
03/31/2007 0308 Unrestricted 1=t gir ingurance allocation 500 M&G:511 M. 25728 1,150.70
General Journal 007 0308 Unrestricted 1=t gir insurance allocation 500 M&G:521 G.. 584 1,160.54
General Journal 034312007 Unreztricted 1=t gir inzurance allocation 500 M&G:531 M. 16.82 1,176.96
General Journal 034312007 0306 Unreztricted 1=t gir inzurance allocation 700 Fundraizing 2204 1,200.00
General Journal 034312007 0305 Unrezstricted 1zt gir inzurance allocation 511 Facilties Co... 500.00 500.00
General Journal 03/31/2007 0303 Unrestricted Mar prepaid expenzes 500 M&G:521 G... 100.00 700.00
General Journal 03/31/2007 0303 Unreztricted War prepaid expenzes 911 Facilitiez Co... 200.00 500.00
General Journal 04/20/2007 0402 Unrestricted Apr prepaid expenses 500 M&G:E21 G... 100.00 1,000.00
General Journal 04/20/2007 0402 Unrestricted Apr prepaid expenses 911 Facilties Co... 200.00 1,200.00
General Journal 05/31/2007 0501 Unrestricted May prepaid expenses 500 M&G:521 G.. 100.00 1,300.00
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Expand / Collapse Data on Reports With Sub Accounts

mmunity Foundation -

File Edit “iew Lists Favaorites Accountant Company Customers Vendors Employees Banking Reports Window  Help

H

tatement Wiiter  Upgrade  App Center

ustomize Report Share Template Memorize Print + E-mail (v Excel - Hide Headr

P —
tes  Custom *  From 0170172012 B To 120312012 BH Colurnns  Total only ~ Sortby Defa

] Export... | | Hide Header || Collapse = Refresh

12007 |8] 7o | 12/15/2007 [B] Columns [Tatal anly v | sort By [Default v|

T —————— Data is now collapsed. Select
Profit & Loss “Expand” to toggle back to

January 1 through December 15, 2007

i tectsor - original version.

7000 - Grant & contract expense

7040 - Awards & grants - individuals £.000.00
Total 7000 - Grant & contract expense £,000.00
Hide Head§ Expand ! Refresh
7200 - Salaries & related expenses —] I‘ g ] I‘ — ]
7210 - Officers & directors salaries 59,648.20 @ To | 12f15/2007 oe | Total only hd |Sort By |Default hd
7220 - Salaries & wages - other 138,611.89 . .
7230 - Pension plan contributions 5,500.00 We Care Community Foundation
7240 - Employee benefits - not pension 31,738.22
7250 - Payroll taxes 17,930.00 Proﬁt & LOSS
Total 7200 - Salaries & related expenses 255,530.00 Ja"uaw 1 thrnugh December 15, 2007

7500 - Other personnel expenses +.Jan1-Dec 15,07 «

7510 : Fundraising fees 2,500.00 Expense
7520 - Accounting fees 5,000.00 7000 - Grant & contract expense 5,000.00
7540 - Professional fees - other 25,000.00 7200 - Salaries & related expenses 255,530.00
7580 + Donated i - GAAP §,200.00
onated pro semcf“ 7500 - Other personnel expenses 38,700.00
7580 + Donated other service - nonGAAP 0.00
Total 7500 : Other personnel expenses 38,700.00 8100 - Hon-personnel expenses BT 11E.E2
8200 - Occupancy expenses 55,556.81
8100 + Hon-personnel expenses 8300 - Travel & meetings expenses 4 5358.00
8110 Supplies 43,256.00 8400 - Depreciation & amortization exp 3,850.00
8130 + Telephone & telecommunications 822.00 .
P S ) 8500 - Misc expenses 8,400.00
8140 : Postage, shipping, delivery 475 82 i c
8170 - Printing & copying 7.562.00 8800 - Business expenses 15000
- Books, subscriptions, reference 35,000.00 Total Expense 456 841.63
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Report Graphs

From the list of reports, there are some that are labeled as graphs. Alternative
way to produce graphs based on reports is to export the report to Excel and

build your own graph based on the data.

Quicklnsight: Income and Expense Graph

Dates... By Account || By Customer [ By Class lext Group

_[Print... J_[Refresh

[ Tvpe 2 help question v How Do I? ‘?‘

Income and Expense by Month

January 1 through December 15, 2007

$in 1,000%
500

400
300
200

100

Jano7 Mar 07 Apr 07 May 07 Juna?

Expense Summary
January 1 through December 15, 2007

Show on Pie Chart: Expense

Aug 07 Sep 07 Octd7 MNow 07 Dec 1-15,07

W 7200 - Sala & related enses %55.93
M 3100 - Non 19.07

8200 - Oco 12.16
W 7500 * Oth 8.47
W 3500 - Mis; 1.40
M 7000 - Grant & texpy 1.09

8300 - Travel & ms 05 EXPENSES 0.99
M 3400 - Depreciation & amortization exp 0.84
M 3600 - Business expenses 0.03

Total §430,841.63

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Auditing Your QuickBooks
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Auditing For Posting Errors — Balance Sheet

What to look for in the balance sheet accounts:

Use the Chart of Accounts in QuickBooks and click on each GL account that has
a balance in it. Double click on the account to open the register. From the
register, review the following:

« Bank accounts — sort register by cleared status. Are there any
uncleared items that should be cleared by now, especially deposits?

» Accounts receivable — run an “Open Invoices” report and verify that the open
items are correct.

* Prepaid expenses — are the entries correct?

* Fixed assets — any additions that should be expensed? If depreciation is
booked monthly, was there a monthly entry?

« Accounts payable — run an “Unpaid Bills” report and verify that the open items
are correct.

» Credit cards — sort register by cleared status. Are there any uncleared items that should be
cleared by now? Does it reconcile to the credit card statement?

+ Other liability accounts — are the correct entries entered for the month?

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Auditing For Posting Errors — P&L

What to look for in the Profit & Loss Budget Performance report:

Look at each GL account line amount versus budget for the month,
does it look correct. For instance, if a telephone budget of $200 have
an actual expense of $4257?

Double click on the total of each GL account line. Look at the items to
verify that they belong there by looking at the source nhame, memo,
class, etc. If using classes and jobs, does each entry have one?

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Verify Grant Allocations

What to look for in the P&L by Job report (Grant/Restricted Donations):

Run a P&L by Job report and look for the column on the far right that says “No
Name”. These are entries that have not been allocated to a grant/restricted
donation or a job named “Unrestricted”.

|Reports | Online Services  Window Help

Report Center [ 1 E ” -
Memorized Reports » t Class [Item List Enter Bills
Company Snapshot
Process Multiple Reports
QuickBooks Staterment Writer

‘ Company & Financial » Profit & Loss Standard
Customers & Receivables 2 Profit & Loss Detail
Sales [ Profit & Loss YTD Comparison
lobs, Time & Mileage [ Profit & Loss Prev Year Comparison
Vendors & Payables r Profit & Loss by Job _
Employees & Payroll [ Profit & Loss by Class
Banking [ Profit & Loss Unclassified

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Verify Grant Allocations

Run a Budget vs Actual report and filter by Job and set date range. Compare
the allocated expenses to the budgeted expenses. Make any necessary
adjustments to improper allocations

I Reports | Online Services  Window Help
Report Center A B = G I re——
Memorized Reports » Class Item List Enter Bills T
Company Snapshot u
Process Multiple Reports
QuickBooks Statement Writer

Company & Financia | 3

Customers & Re bl 3

Sale 3

Jobs, Time & Mileage 3

Vendors & Payables 3 Budget ¢ § Over Budget « % of Budget = Mar 16

Employees & Payroll 3 |i|

Banking 3

Accountant 8 Taxes 4 0.00
— Budgets & Forecasts 3 Budget Overview 0.00

List 3 Budget vs. Actual %

Industry Specific 3 Profit & Loss Budget Performance 0.00

Contributed Reports » Eutelps e lalbianh 333

R . N Foreca st Overview 0.00

Forecast vs. Actual 0.00

QuickReport Ctrl+Q 0.00

Transactien History ﬁﬁﬁ

Transactien Journal 0.00

If using deferred income, did the earned portion of the deferred funds get moved
to income to offset the month’s expenses incurred?

This work is the property of Fohrman & Fohrman Inc and may not be duplicated, distributed, or sold without prior written consent.
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Verify Grant Allocations (con't)

amounts.

Select the budget to use when generating the budget report:

This report shows how well you are meeting your budget. For each type
of account, the report compares your budgeted amounts to your actual

|szu

After creating your report, go
into the Customize Report and
set filter to the specific
grant/restricted donation name.
You can then memorize this
report for future use.

Select a report layout for the budget report:

;'—\ccc-unt by Manth - |

Example:

Jan Feh

Mar

Apr

Sales Income OO0 00D OO0 O0m
Wiz Income OO0 00D OO0 O0m
Rert Expense OO0 OO0 OO0 O0m

Y N e it ¥
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Verify Program/Event Allocations

What to look for in the P&L by Class report (Program/Events, etc.):

Run a P&L by Job report and look for the column on the far right that says
“Unclassified”. These are entries that have not been allocated to a program or
class or “Unrestricted/General, etc”. Make the appropriate class allocation to
any transaction that appears in this column.

eports | Online Services Window  Help

Report Center B 1 g - E—
Mernorized Reports y t Class ItemList Enter Bills search Co
Company Snapshot

Process Multiple Reports
QuickBooks Staterment Writer

- Coempany & Financial J Profit & Loss Standard
Customers & Receivables » Profit & Loss Detail
Sales J Profit & Loss YTD Compariscn
lobs, Time & Mileage L Profit & Loss Prev Year Compariscn
WVendors & Payables L Profit & Loss by Job _
Employees & Payroll [ Profit & Loss by Class
Banking [ Profit & Loss Unclassified
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Verify Program/Event Allocations (con’t)

Run a Budget vs Actual report and filter by Job and set date range. Compare
the allocated expenses to the budgeted expenses. Make any necessary
adjustments to improper allocations.

Reports | Online Services  Window  Help

Report Center . 3 g = I ——
Memarized Reports . Class  Itemn List Enter Bills .
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Company & Financial 4
Customers & Receivables 4
Sales 3
Jobs, Time & Mileage 4
VYendors & Payables 4 TOTAL
Ermployees & Payroll 4
Banking 4
Accountant & Taxes 4 23,500.00
- Budgets & Forecasts » Budget Overview
List 4 Budget vs. Actual _
Industry Specific 4 Profit & Loss Budget Performance
Contributed Reports 3 Budget vs. Actual Graph
Frr o Gos 5 Forecast Overview
Forecast vs. Actual
QuickReport Ctrl+Q
Transaction History
Transaction Journal 20,000.00
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Correcting Entries

Before making any changes, first be sure that your books are “Closed” for the past fiscal year.
From the Menu, go to “Company” > “Set Closing Date”

Preferences

B iccouting A My Preferences Company Preferences
% Billz
E Calendar ¥ Require accounts
E2 checking ¥ Show lowest subaccaunt only
ﬂ Desktop View

CLASS
Finance Charge N

# Use clags tracking for transactions
ﬁ General

¥ Promptto assign classes

zl Irtegrsted Applications
& tems & Inventory
5 tons & Estinetes 2 Automatically assign general journal entry number
& Mutiple Currencies [+ Wiarn when posting a transaction to Retained Earnings
E Paryments DATE WaRNINGS
B Payroll & Employees — ) . a0 ’

l» WWarn if transactions are dayis) in the past
% Reminders

iftransactions are a0 dayis)i
|||| Reports & Graphs i)
n Sales & Customers CLOSING DATE
ﬁ Sales Tax Diate through which books are cloged: {not set)
p Search
Set DatePassword
a Send Forms
% Service Connection
E Speling
v

Cancel

Help

Default

Also See:
General

Fayroll and
Employees

You should select last fiscal
years ending date so that
you do not change anything
that has already be reported
to outside sources (grantors,
auditors, CPA’s). You can
select a password to
override if you choose.

After the closing date is set,
you may make any changes
needed. Be aware that
changes can/will affect any
reports that were previously
generated. Once changes
are made, it is a good idea
to recreate or refresh a
report to see that changes
are reflected correctly.
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FOHRMAN@%OHRMAN

INCORPORATED

Specializing in Nonprofit Accounting

\_ j

Charles De Cuir

[ Charles @ Fohrman.com ® Fohrman.com @ (949) 458-0836 J
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