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Tips and Tricks

To close all open windows in 
QuickBooks quickly, go to the 
Windows menu, and Close all.

Use the history button within 
Invoices, bills and checks to see 
the related payments and 
credits.

Use the Reminders View on the 
Company Navigator to keep up 
on cash you need to collect 
and bills that are due.  Turn on 
Reminders in Edit, Preferences, 
Reminders, click "Show reminders 
when opening a company file"

IN LISTS

To sort any column in a LIST such 
as the customer list, vendor list, 
account list, item list, etc., click 
the gray column heading at the 
top of the list.  Your list will 
instantly be resorted to 
whichever heading you want to 
see.

   This newsletter is intended to educate QuickBooks users.  I will 
update all subscribers with news from Intuit.  I am hoping for a 
monthly issue, time and content permitting.  An archive will be 
added to my web site at www.absolutebusinesssolutions.us .

   Cash Basis Reporting in QuickBooks
by Cheryl Wehofer, Absolute Business Solutions

The cash basis method of reporting recognizes income when a 
payment is received and expenses when a payment is made.  The 
accrual basis method recognizes the income and expense when 
the product ships or a service is rendered, regardless of when the 
cash changes hands.

To see which method you are using in QuickBooks, go to 
Edit>Preferences>Reports.  Check with your accountant for their 
recommendation on the reporting method you use.  The software 
can easily be switched back and forth.

Take caution when booking certain transactions using QuickBooks 
financial software inaccurate sales reporting will occur.  One 
transaction that will result in inaccurate reporting is when a 
payment is received on a customer account, but not applied to a 
specific invoice.  Another example is when a credit memo is issued 
and not applied to an original invoice.  Credits on account must be 
applied to the related invoices to recognize the sale as income in a 
cash basis company.

If the sales tax is paid on a cash basis, it will also be inaccurate if a 
payment or credit memo is not applied within the customer 
account.  The invoice is not considered paid, and will not appear in 
the sales tax liability report. 

To insure your sales/income are recording properly in your sales 
and tax liability reports, run an open invoices report to identify any 
unapplied credits or payments.  Apply the credits through the 
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Ctrl + N to create a new list item 
or name

Ctrl + E to edit an existing list item 
or name

Ctrl + D will delete if there is no 
activity or it will make inactive 
with activity

Click Ctrl + Q on any item or 
name list to open a QuickReport

Receive Payments process.  Enter the customer name and date of 
the credit.  Do not enter an amount in the top of the form, since you 
are not making an actual deposit.  Highlight the invoice you are 
clearing, click the Set Credits button and save.  Clear all credits 
this way and rerun the open invoices report to be sure they are all 
clear.

Now proceed with your period end Sales, Profit and Loss and Sales 
Tax Liability Reports.

For more information on QuickBooks software, credit and 
collections or training and support, call Cheryl Wehofer at Absolute 
Business Solutions, Inc. in Hoffman Estates, IL, 847-781-0000.

Business Service Resources

   Folisi Samz & Company
Accounting and Tax Planning
John Lackinger, CPA
847-843-8770

CheckMate
Payroll & H/R Services
Joyce Catozza
312-782-7878

LaSalle Bank ABN AMRO
Banking & Commercial Lending
Maria Alvarado, VP
847-605-0100

Concierge For You
Personal Assistant Specialist
Kathy Heppner
847-705-3355

All listings come with a personal recommendation from Absolute 
Business Solutions, Inc.

Send Email

 Web Site

phone: 847-781-0000

Absolute Business Solutions, Incorporated . P. O. Box 957406 . Hoffman Estates, IL 60195-7406

Unsubscribe please type unsubscribe in the subject line

Email Privacy Policy

We have created this email privacy policy to demonstrate our firm commitment to your privacy and the 
protection of your information.

Why did you receive an email from us?

If you received a mailing from us, (a) your email address is either listed with us as someone who has 
expressly shared this address for the purpose of receiving information in the future ("opt-in"), or (b) you 
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have registered or purchased or otherwise have an existing relationship with us. We respect your time 
and attention by controlling the frequency of our mailings.

How we protect your privacy

We use security measures to protect against the loss, misuse and alteration of data used by our system.

Sharing and Usage

We will never share, sell, or rent individual personal information with anyone without your advance 
permission or unless ordered by a court of law. Information submitted to us is only available to 
employees managing this information for purposes of contacting you or sending you emails based on 
your request for information and to contracted service providers for purposes of providing services 
relating to our communications with you.

How can you stop receiving email from us?

To cease receiving email from us, or to change your expressed interests.  Click Reply to Unsubscribe and 
type "unsubscribe" in the subject line, and add any additional comments.

If you have received unwanted, unsolicited email sent via this system or purporting to be sent via this 
system, please forward a copy of that email with your comments to cheryl@absolutebusinesssolutions.us 
for review.

Privacy Policy Changes

This policy was created on March 25, 2004.
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