CLIENT DATA REVIEW

This appendix is provided for accounting professionals using QuickBooks
Accountant 2013 or QuickBooks Enterprise Solutions Accountant

13.0. Client Data Review is a tool available with these editions of the
QuickBooks software.

Reviewing client'’s files can be a time-consuming process. Accounting
professionals can save time working with their clients’ files using these
features of Client Data Review:

Reclassify hundreds of transactions all at once

Write-off multiple open customer invoice balances at once
Fix incorrectly recorded sales tax payments

Quickly troubleshoot inventory issues

Identify changes clients made to the lists in QuickBooks
Troubleshoot beginning balance changes from year-to-year

Apply open vendor and customer credits in batch to with charges/
invoices

Clear up balances left in the Undeposited Funds account

After working with the Client Data Review tools you will never want to
review a client’s file the “old fashioned way” again!
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A

Introduction: Features and Benefits

Available with QuickBooks Accountant 2013 is the Client Data Review (CDR) feature, shown in Figure
A.1. Accessing CDR tools and features is easier than ever with the customizable Accountant’s Center.
CDR is a collection of tools and reports used primarily by accounting professionals to streamline the
many tasks involved in reviewing, troubleshooting, and correcting a client’s QuickBooks data.
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The CDR feature is not available for use with QuickBooks

Professional Bookkeeper, QuickBooks Online, or QuickBooks for

Mac.

With QuickBooks Accountant software, all the features of CDR
will work with a QuickBooks Accountant’s Copy of your cli-
ent’s file. See Chapter 16, “Sharing QuickBooks Data with Your

Accountant.”

U note

Figure A.1
Client Data
Review (CDR)
is helpful

for finding
and fixing
your client’s
QuickBooks
data entry
errors.

QuickBooks offers a version of

its software titled QuickBooks
Professional Bookkeeper 2013.
This software solution does not

include the Client Data Review fea-
ture discussed in this appendix.

CDR can be used when working with a client’s Accountant’s
Copy file type (.QBX file extension), but some feature limitations
apply. Refer to Chapter 16 for more details on the benefits of working with this file type.
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Typically, a best practice workflow using CDR tools is as follows:

1. Review with the client open Accounts Receivable, Accounts Payable, and other balances for
which the client has current information.

2. Review your client’s data file using the CDR-specific tasks and reports.
3. Make data corrections using CDR tools and set a QuickBooks closing date.

4. If completing a formal review, Mark Review Complete, letting CDR “store” your period reviewed
balances. (The client cannot change these reviewed balances!)

5. Save as PDF details of the review. w tip

CDR features can be used when
QuickBooks is in multiuser mode.
This means other users in the
listing those transactions that were added or modified. QuickBooks file can continue
with their daily tasks while the
accounting professional uses the
CDR tools or features to review or
make changes to the client’s file.

6. Print the details from the Client Data Review dialog box. Save
the details as a PDF. You can also print an Audit Trail of Review,

7. Begin your next review and let QuickBooks detail for you any
and all changes to balances, transactions, and lists since your
last completed review!

However, only one user can access
Client Data Review at a time.

Your steps might differ slightly if you are working in a client’s
Accountant’s Copy file type. For more information on sharing data
with your accountant using the Accountant’s Copy, see Chapter 16.

There are specific tasks and reports that are available only

with CDR. These tasks are indicated with the CDR icon. For example, see the icon next to the
Troubleshoot Prior Account Balances task, as shown in Figure A.1. Other tasks listed without the
icon indicate a feature or report that is available within and outside of the CDR functionality.

CDR offers robust tracking of the changes your client makes to the data between your reviews. CDR
also offers the following:

B Powerful time-saving tools for finding and fixing client entry errors: Reclassify Transactions,
Write-Off Invoices, Fix Incorrectly Recorded Sales Tax, Inventory Troubleshooting, Identify
Changes to Lists, Troubleshoot Beginning Balance Differences, Match Unapplied Vendor and
Customer Credits, and Clear Up Undeposited Funds.

B Troubleshooting beginning balances “saves” the previously reviewed debit and credit balances;
the tool then compares this stored balance to the same prior-dated balances in QuickBooks as of
today. Your previously reviewed and stored QuickBooks balances cannot be modified by the client!

B QuickBooks suggests an adjusting journal entry to make so your prior period reviewed balances
agree with the current QuickBooks data for that period. You remain in control, deciding if you
want to modify the detail in the journal entry.

B Identify what chart of accounts balances differ and the amount of the difference when compared
to your prior period of reviewed financials.

B Track changes to the items lists, such as additions, name changes, and even tracking accounts or
list items that were merged.
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Track changes made to list items, accounts assigned, or for payroll items when a change to a
payroll tax rate is made.

B While working with CDR activities, if you have the Open Windows dialog box displayed, you can
move efficiently between activities in QuickBooks and the CDR activities. For more information
about navigating QuickBooks, see Chapter 2, “Getting Around QuickBooks.”

B Conveniently work on CDR in QuickBooks and modify or add transactions as normal with an
immediate refresh of the data in your review.

B Access the CDR while working in a client's Accountant’s Copy file-sharing format. All CDR tools
and features work with an Accountant’s Copy. There are other restrictions when working with an
Accountant’s Copy, and these are detailed in Chapter 16.

If you are an accounting professional and want to work most efficiently with your client’s file, use
QuickBooks Accountant 2013 or QuickBooks Enterprise Solutions Accountant 13.0.

4. . .
W tip
As an accounting professional, would you like to “try” CDR even if you don’t have the Accountant’s edition of

QuickBooks? Have your client create a User Log In for you in the client’s file and assign the External Accountant user
type. For more information, see “Creating an External Accountant User Type,” p. 591.

When you log in to the client’s Pro or Premier 2013 or Enterprise 13.0 data file as an External Accountant user, you will
have access to the Accountant Center (which either opens automatically or you can access it from the Company menu).
Although this Accountant Center is not customizable, you do have limited access to some of the features found only in
QuickBooks Accountant software and selected CDR tools, including the following:

B Create a Working Trial Balance

B Reclassify Transactions

B Fix Unapplied Payments and Credits
B Write Off Invoices

In addition, your Accountant Center provides easy access to other common QuickBooks tasks, memorized reports, rec-
onciliation details, and updates especially for the accounting professional.

Accessing Client Data Review Tools and Features

With QuickBooks Accountant 2013, accounting professionals can access common CDR tools and fea-
tures in the software multiple ways, including the following:

B Accountant Center—Customize to include the tools you use most with your client’s files.

B Accountant Menu—Use individual CDR tools and features without starting a review, or launch a
formal dated review.

Before you use CDR, determine whether you need to do a formal review or just efficiently work on
troubleshooting and fixing client data entry errors.



Customizing the Accountant Center 663

If your client has engaged you simply to clean up data entry errors, you might not need to open a

review to complete these CDR-specific tasks:

B Reclassify Transactions

B Fix Unapplied Customer and Vendor Credits

B Clear Up Undeposited Funds Account

B Write Off Invoices

B Fix Incorrectly Recorded Sales Tax

B Compare Balance Sheet and Inventory Valuation
B Troubleshoot Inventory

B Find Incorrectly Paid Payroll Liabilities

However, if part of your engagement with the client includes using

@ tip
You can use many of the CDR
tools without opening a dated
review. The date range that will
default when using CDR tools is
your last fiscal year. However,
with most of the tools you can
change the date range manually
if needed.

the following CDR tools (detailed later in this chapter); you will need to Start Review formally using

CDR:
B Troubleshoot Prior Account Balances

B Review List Changes

If your client sends you an Accountant’s Copy file with data, you
will be able to access the features available with CDR. The benefit
of using the Accountant’s Copy file is that your client can continue
day-to-day operations while you make changes to the data. The file
is then sent back to the client to import your changes.

Chapter 16 discusses the benefits of using the Accountant’'s Copy
file, a preferred data-sharing method if you need to use the CDR
while your client continues day-to-day work in the file.

If your client sends you a QuickBooks 2013 backup file (.QBB
extension) or portable company file (.QBM file extension), both of
these files when restored will enable you to use the CDR, but your
changes will not be able to be merged into the client’s data file.

Customizing the Accountant Center

U note

New for QuickBooks 2013, if
you are using the QuickBooks
Accountant software and your
client is using a version of the
QuickBooks 2013 for Windows,
you can send your adjusting
journal entries by email for your
client to import. For more infor-
mation, see “Other Methods of
Sharing Data,” p. 603.

For the accounting professional, a great benefit of using the Accountant versions of QuickBooks
2013 or Enterprise 13.0 is the Accountant Center, as displayed in Figure A.2. The Accountant Center
offers easy access to Client Data Review tools and other accountant features.

The Accountant Center can also be accessed from a client's 2013 Pro or Premier (non-accountant)
and Enterprise 13.0 file when you, the accounting professional, log in to the file as an External

Accountant user.
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Client Data Review
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] Center to
include those
tools and fea-
tures you use
most when
working with
your client’s
data.

By default, a preference is set to have the Accountant Center
open automatically. The Accountant Center can also be accessed
from the Accountant menu. In a non-accountant edition of
QuickBooks, you can log in as the External Accountant user type
and access the Accountant Center from the Company menu.
When you log in to the file this way, you will have some of the
Accountant Center features available, but not all.

The Accountant Center also provides easy access to Memorized
Report Groups. You can learn about working with reporting in
QuickBooks in Chapter 14, “Reporting in QuickBooks.”

For accounting professionals, create your own memorized report
group and access it from the Accountant Center when working
with each client’s file.

@ tip
You need to customize the
Accountant Center only once, and
your customized view will display
with each unique client file opened
with your Professional Bookkeeper
or Accountant 2013 software.
However, a shortcut won’t appear
on the Accountant Center if the
feature it points to is not enabled
in a particular client’s file.

The Reconciliation panel includes timely information about your client’s last reconciliation date—
reconciled balance and current balance for all bank and credit card type accounts. Click Refresh to
reflect recent changes to the client’s data. More information about working with banking activities
is included in Chapter 13, “Working with Bank and Credit Card Accounts.”

The Accountant’s Update section helps accounting professionals stay informed with important
alerts, practice development tips, and links to training opportunities.

If you are using QuickBooks Accountant 2013 or Enterprise Accountant 13.0, practice customizing
the Accountant Center with these instructions:
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Customize the Accountant Center
Open the Accountant Center from the Accountant menu to customize the Tools section:
1. From the menu bar, select Accountant, Accountant Center.

2. Click the Customize link in the Tools panel of the Accountant Center. The Customize Your
List of Tools dialog box displays. See Figure A.3.

Customize Your List of Tools

Ayailable Tools to Add Chosen Tools to Add
Time / Enter Single Activity = Make General Journal Entries...
Pay Employees Add > Working Trial Balance
Scheduled Payroll < Remove
Unscheduled Payroll Set Closing Date...
Termination Check QuickBooks File Manager
View Pay Stubs Online... Move Up Reclassify Transactions
Move Down Fix Unapplied Customer Paymen...
Add or Edit Payroll Schedules 1 Write Off Invoices
Edit'Void Paychecks Fix Incorrectly Recorded Sales Tax
Employee Forms Client Data Review
Ad v
o« |mc=mm

Figure A3
Customize the Accountant Center to include those tools you use most often.

3. From the Available Tools to Add list, select an action you want to add to the Chosen Tools
to Add section and click the Add> button.

4. Rearrange the order of the selected tools by selecting one in the Chosen Tools to Add list
and then clicking the Move Up or Move Down button.

5. (Optional) To remove a tool, click the tool in the Chosen Tools to Add and then click the
<Remove button.

6. Click OK to close the Customize Your List of Tools dialog box and your changes will now be
displayed in your very own Accountant Center.

Customizing the Client Data Review Center

You can customize the list of displayed clean-up tasks in CDR. However, the changes you make
affect only the QuickBooks file currently opened. Additionally, some CDR tasks will display only if
the related feature in QuickBooks is enabled (Sales Tax, for example).

To gain access to the customizing feature, launch the CDR feature. To do so, follow these steps:
1. From the menu bar, select Accountant, Client Data Review, Client Data Review. You can also

launch CDR from the QuickBooks icon bar if you are using QuickBooks Accountant 2013 or
Enterprise Solutions Accountant 13.0.
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2. If this is your first review for this client, the Client Data Review—Start Review dialog box dis-
plays, as shown in Figure A.4. From this dialog box, accept the default Review Date Range
shown, or select a date range from the following options in the drop-down list:

B Tast Fiscal Year (your default fiscal year is defined in the QuickBooks Company, Company
Information menu)

B Last Fiscal Quarter

B Last Month

B Custom (you choose the From and To dates)

Client Data Review - Modify Review Figure A.l].
The Client Data Review tool streamlines your client file cleanup tasks. To begin, specify the date range and basis for When ou
Client Data the review. y

Review choose todo a

REVIEV DATE RANGE .
QuickBooks formal review,

Aomgsltgg; Dat LastFi | Ye From the first day through the last day of 1ast fiscal year.
Dates |LastFiscal Year -

3 you select the

Chli Erom [01/01/2016 B To 12/3112016 & date range

and basis.
REVIEW BASIS
ﬂ i 8o

Modify Review Cancel Help

3. Select the appropriate Review Basis—Accrual or Cash. This
basis defaults from the Reports & Graphs preference setting in w tip

the QuickBooks file. If you find you need to change
your default reporting basis, you
can do so on the Reports and
Graphs tab of the Preferences dia-
5. Click Start Review, and the Client Data Review tasks display log box (select Edit, Preferences

as previously shown in Figure A.1. from the menu bar). You will need
to be logged in as the Admin

or External Accountant user in
single-user mode to change the

Modifying the Review Date and Basis slobal preference for reporting

The basis shown in the CDR defaulted from the QuickBooks data basis.
file preferences when the CDR was first launched, or the basis

was manually selected on the Client Data Review—Start Review

or Modify Review dialog box.

4. (Optional) Click to select to have Task Notes from previous
reviews follow to the new review.

After beginning a review, if you need to change either the review period or basis, click the Modify
Review link in the CDR, top center, to be returned to the dialog box (refer to Figure A.1).
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Customize Cleanup Tasks

You might have some clients who do not need a review of some of the task groups in their QuickBooks
data. For example, you are working in a client’s file that does not have to track or pay sales tax.

With CDR, you can remove those tasks that are not needed for the specifically open client file. The
changes made in one client’s file will not be made to another client’s file CDR tasks.

With Client Data Review open, follow these steps to remove the sales tax task group (or any of the
other tasks) from the CDR:

1. Click the Customize Cleanup Tasks link in the center of the CDR dialog box (refr to Figure A.1).

2. The Client Data Review—Customize dialog box displays as shown in Figure A.5.

Figure A.S Client Data Review - Customize
Remove CDR tasks from being displayed Check all Categories or Tasks you wish to see in the Client Data Review
in this currently selected client file.

CATEGORIES/TASK

lsccount Balances

Troubleshoot Prior Account Balances
Reclassify Transactions
Open Working Trial Balance
Review List Changes
Chart of Accounts
ltems
Fixed Asset ltems
Payroll tems
Review ltem Setup
Customers
Vendors
Change Other Name Types
|Accounts Receivable
Fix Unapplied Customer Payments and Credits
Clear Up Undeposited Funds Account
Review AR Aging Summary Report

Write Off Invoices

R NS Y s

3. Place your mouse pointer on any list item and click once to

£ , .
unselect that specific task or group of tasks. Clicking again will w ti p
reselect the list item. If the desired Categories/Task is

not displayed in the Client Data

4. Click the Restore Defaults button to return to the original settings. . o
Review —Customize dialog box,

5. Click Help to open the help topic specific for CDR. it is because for the currently
opened QuickBooks file that fea-
6. Click Save Changes or Cancel if you do not want to make the ture is not currently enabled.
changes.

You have successfully changed the lists of tasks that displays for this client’s data file only.
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A
Minimize or Expand Task Groups
You might not want to remove a task completely, but minimize it instead:

Figure A.6 shows the task group before being minimized. Figure A.7 shows the same group after being
minimized. The Hide and Show Task state for each task group on the CDR is company file-dependent.
The changes you make in one company file will not be made in other QuickBooks client files.

ACCOUNT BALANCES ~ Figure A.6
R . P View before minimizing the Review List
€ Troubleshoot Prior Account Balances Im ﬂ Ch anges task.
@ Redassify Transactions IWI ﬂ
Open Working Trial Balance Im ﬂ
REWVIEW LIST CHANGES ~
CLEANUP TASKS STATUS TASK NOTES
€@ Chart of Accounts IWI ﬂ
@ Iltems IWI ﬂ
@ Fixed Asset Ttems Im
@ Payroll Items Im ﬂ
Review Item Setup [Notstarted -] 0
Customers Im ﬂ
Vendors IW[ ﬂ
Change Other Name Types Im ﬂ
ACCOUNT BALANCES A——Click to collapse Figure A.7
CLEANUP TASKS STATUS TASK NOTES View after minimiz-
@ Troubleshoot Prior Account Balances Im ﬂ |ng the Review List
@ Redassify Transactons [Complewd = a Changes task.
Open Working Trial Balance IWESS;I ﬂ
REVIEW LIST CHANGES v——Click to expand
ACCOUNTS RECENMABLE -~
CLEANUP TASKS STATUS TASK NOTES
@ FixUnapplied Customer Payments and Credits Not Started -

@ Clear Up Undeposited Funds Account Mot Started -

Review AR Aging Summary Repart Mot Started d

143!

@ Write Off Invoices NotStarted -
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Assigning Status and Notes to Review Tasks

To help in managing the review of a client’s file, you have an associated status you can optionally
assign to each task. This feature is useful for your own reference or if several accounting profession-
als are reviewing the same file.

To assign a new status or change an existing status, click the Status drop-down list and choose from
one of the available choices:

B Not Started (this is the default status assigned to all tasks when a review is started)

B In Progress

B Completed

B Not Applicable

(Optional) You can record a note about a particular task. Click the task note icon to the right of a

task; see Figure A.8. The Task Notes dialog box will display, and you can document specific review
notes for that task. These notes are included in the CDR notes when Save as PDF is selected.

Figure A.8 Task Notes

Conveniently store specific task notes as you
review the file.

s, |11/15/1& Client purchased a new Dell Server, H
request purchase documents.

When you return to a CDR in progress, or if you share the review with other accounting profession-
als at your firm, each individual can see the progress of a particular task in review.

After customizing the CDR to show or hide specific task groups, you should take one more precaution.

Before beginning the review and making changes to a client’s file, make sure you are logged in as an
External Accountant type user. This ensures that your changes can be tracked separately from those
made by the client and also gives you complete access to the Admin activities available in the CDR.
For more information, read the “Creating an External Accountant User” section later in this chapter.

To see the currently logged-in user, look to the top-right corner of the CDR. CDR identifies the user-
name and whether the user is an External Accountant, as displayed in Figure A.1.

You are now ready to begin the review process. The following sections provide more details about
the unique features and results you can expect when reviewing and correcting your client’s data file
using this innovative feature. You will never want to do a review the “old fashioned” way again!
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A
Account Balances

Although you do not have to do the review task groups in any particular order, I do recommend you
begin with the Account Balances task group. A reliable client data file review depends on accurate
balance sheet reporting, which includes financial numbers from prior periods.

If a closing date was not set previously, or if the user was granted access to adding, modifying, or
deleting prior year transactions, your ending balances that QuickBooks reports now might be differ-
ent from those you used to prepare financials or tax return documents. Setting a closing date and
password can help control changes to prior period transactions. More information about setting a
closing date can be found in Chapter 16.

< Troubleshoot Prior Account Balances

The first task included in Account Balances review, Troubleshoot Prior Account Balances, displays
the trial balance in debit and credit format, as shown in Figure A.9.

Troubleshoot Prior Account Balances - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016) Figure A.9
Use
Prior Review Period: From  |01/01/2015 [ | To |12/31/2015 [# Bagis |(Cash ~ View Changed Transactions View List Changes
b Troubleshoot
Differences shown below may be due to changed transactions, list changes that affected accounts, or unentered transactions. How this works P . A
rior Account
Tips for entering balances Balances in Accountant's Records Balances in Client's File Difference
Account | Debit | Credit | Debit | Credit | Debit | Credit Balances to
n
ASSETS
| correct any
10100 - Checking 2434203 25,542.03 1,200.00
10300 - Savings 15,600.00 15,600.00 ChangeS to
- 500.00 H H
10400 - Petty Cash 500.00 prlor perlod
11000 - Accounts Receivable 289135 2,891.35
12000 - Undeposited Funds balances efr'
12100 - Inventory Asset 17,903.00 17,903.00 ciently.
12800 - Employee Advances 770.00 770.00
13100 - Pre-paid Insurance 4,050.00 4,050.00
13400 - Retainage Receivable 1,796.72 1,796.72
15000 - Furniture and Equipment 22,826.00 22,826.00
15100 - Vehicles 78,936.91 78,936.91
15200 - Buildings and Improvements 325,000.00 325,000.00
15300 - Construction Equipment 15,300.00 15,300.00
16900 - Land 90,000.00 90,000.00 -
TOTAL 628,918.06 628,918.06 628,918.06 628,918.06 1,200.00 1,200.00
Only show accounts with different balances View Suggested Adjustments

The Troubleshoot Account Balances tool displays these columns:
B Accounts—Grouped by account type:

B Assets

B Liabilities

B Equity
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B Income

B Cost of Goods Sold
B Expenses

B Other Income

B QOther Expense

B Balances in Accountant’s Records—Debit and credit columns, these amounts are fixed as of
the previous review by the accounting professional. They do not change even when a customer
makes a change to a transaction in the review period.

B Balances in Client’s File—Debit and credit columns, these amounts are the currently calculated
balances in the client’s file for the reported review period.

B Difference—Debit and credit columns, any amounts displayed in these columns represent differ-
ences between the Balances in Accountant’s Records and the Balances in Client’s File.

The primary purpose of this task is to provide a window where QuickBooks can compare the prior
year's ending balances (as you used to prepare financials, tax returns, or monthly and quarterly
reviews) with what QuickBooks currently shows for that same prior date range.

Your work will be complete in this window when there are no amounts left in the difference col-
umns—indicating that the Balances in Accountant’s Records agree with the Balances in Client’s File
for that same prior period date.

Entering Balances in Accountant’s Records

If this is your first time using CDR with your client’s data, you will need to enter the Balances in
Accountant’s Records columns in debit and credit spreadsheet format. You have two options for
completing this task:

B Select Yes to the message that displays when you begin your first CDR of this file. CDR will
now copy the columns of data from the Balances in Client’s File to the Balances in Accountant’s
Records columns. Simply change any of the values copied to agree with your prior financials. If
you select No to this message, a Copy Balances button is available on the top left for you to click
to complete the task automatically.

B Or, manually enter the amounts in the Balances in Accountant’s Records columns to agree with
your last reported financials or filed tax return.

This is the only time you will be required to enter the balances. For future reviews, QuickBooks will
populate the Balances in Accountant’s Records columns with the reviewed balances as recorded
when you selected the Mark Review as Complete at the bottom-right of the CDR center.

The Troubleshoot Prior Account Balances task compares these prior balances to the current bal-
ances QuickBooks has for each account for the same prior date range. QuickBooks is determining
for you which accounts have a discrepancy from the last review! Spend less time on clean-up tasks
with CDR.
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Any reported balance differences might have been less likely to
occur if a closing date and password had been entered in your cli- w tip
ent’s data file. When working with the
In Figure A.9 a difference is shown for the account Checking (and Troubleshoot Prior Account
there is also a difference for the account Rent, not shown). The Balances task, if a chart of
next section will detail how these CDR-dependent tasks will help account was marked as inactive
you locate these differences. in QuickBooks but has a balance
in the account as of the date
range in the review, the CDR will
H H . . .
View Changed Transactions include that account listing.
If this is your first time using the CDR for a client’'s data file,
QuickBooks will not be able to detail the specific changed trans-
actions in the Differences columns. However, after you choose Mark Review as Complete for the first
CDR, QuickBooks begins tracking specific changed transactions from that time forward.
To determine what transactions dated on or before your last completed review date have been
modified, double-click any amount displayed in the Differences column. A transaction listing report
is displayed as shown in Figure A.10. The report identifies for you the specific transactions dated on
or before the end of the last review period that have been added, modified, or deleted.
If you double-clicked a difference amount on a specific line, the resulting report is filtered for trans-
810 AM

Rock Castle Construction - Account: 10100 - Checking
Transactions on/before 12/31/2015 - Changed on/after 01/01/2016
No list changes affect this account.
Date @

1211517

Last modified by + State ¢ Name @ Account @ Split s

Debit + Credit «

Laura (External Accountant) Deleted

Admin Priar 1Zmzms 63800 - Rent

10100 - Checking

Reyes Properties 10100 - Checking

Reyes Properties 63300 - Rent

0.00

1,200.00
1,200.00

Figure A.10

Using CDR can help you easily identify changes to transactions that affect the beginning balances.

actions modified after your last review. You can limit what you
see on the report by selecting the Customize Report button on
the displayed report. You can filter for Entered/Last Modified
dates to see only those transactions that were changed after you
finished your review.

This one feature alone is why accountants should use QuickBooks
Accountant 2013. Think of all the time you will save on future
reviews of your client’s data!

D tip
Select the Only Show Accounts
with Different Balances
checkbox if you want to view
fewer rows of detail in the
Troubleshoot Prior Account
Balances task in CDR.
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When QuickBooks detects any difference between the Balances in Accountant’s Records and the
Balances in Client's file, CDR suggests an adjusting journal entry for you to review.

To have QuickBooks assist in the preparation of this adjusting journal entry, follow these steps:

1. If differences are detected, click the View Suggested Adjustments button. QuickBooks opens
the Make General Journal Entries dialog box marked as an adjusting entry and dated as of the
last date of the period under review (see Figure A.11). If your debits and credits are equal in the
Review Last Balances columns, this journal entry should also have debits equal to credits for any
differences that were detected.

Make General Journal Entries

Main Reports

paE 12312015 E entRy no. | 1001 & AD

ACCOUNT DEBIT CREDIT MEMD AME

10100 - Checking 1,200.00 Troubleshoot Balances Adjustment-As of 12/31/2015
63900 - Rent 1,200.00 Troubleshoot Balances Adjustment - As of 12/31/2015

Totals 1,200.00 1,200.00

Figure A.11

QuickBooks prepares an adjusting journal entry to agree with your reviewed balances for the prior period.

2. If you are working in an Accountant’s Copy file, you might also
get a notice that any changes made to shaded fields in the jour-
nal entry will transfer back to the client. Click OK to close this
message.

3. Click OK to close the message about automatically numbering
your journal entries.

4. Click Save & Close to close the Make General Journal Entries
dialog box.

5. Click View Suggested Reversing Entries if after these adjust-
ments are made you need to reverse them; it is useful if the
client corrected the error in a future accounting period. Or, click
the Don't Reverse button to close the Reversing Entries dialog
box.

6. Click the X in the top-right corner to close the Troubleshoot
Prior Account Balances dialog box.

The Troubleshoot Prior Account Balances task is complete when
there are no amounts in the Differences column. (Optional) Enter
a task note for the Troubleshooting Prior Account Balances task to
document your work or note other necessary actions.

U note

You will not be able to save the
journal entry unless the totals of
the debits and credits are equal.

A caution
If you selected View Suggested
Adjustments and you had adjust-
ments to an Accounts Receivable
and Accounts Payable account,
you will receive a warning mes-
sage that you cannot adjust
accounts receivable and accounts
payable in the same journal entry.
Instructions are given to remove
one of the lines and the corre-
sponding balancing line and enter
it in a separate journal entry.
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When the Mark Review Complete button is selected on the CDR dialog box, CDR will take the
Balances in Client’s File columns and transfer them to the Balances in Accountant’s Records col-
umns in the Troubleshoot Prior Account Balances dialog box. The Balances in Accountant’s Records
amounts will not change when clients add, modify, or delete transactions dated in your completed
review period.

@ Reclassify Transactions

How often have you reviewed your client’s QuickBooks data to see multiple transactions posted to
the incorrect general ledger account? As an accountant, you will probably not want to spend the
time needed to correct each individual transaction. A preferred method might be to create a journal
entry transaction, which in effect “reclassifies” the amount out of the incorrect account and into the
correct account.

With CDR in QuickBooks Accountant 2013 or Enterprise Solutions Accountant 13.0, you can use the
Reclassify Transactions feature. You access this tool from the Accountant Center, Accountant menu,
or from an opened review using CDR.

From the Accounts panel on the left side of the Reclassify Transactions dialog box, you can do the
following:

B Accept or change the defaulted date range. These dates con- w tip

When you select Include

trol the transactions that will display for reclassifying.

B Accept or change the defaulted basis. This basis defaults from Inactive Names from the Name
the setting found on the Company Information dialog box drop-down list in the Reclassify
(select Company, Company Information from the menu bar). Transactions task, you will not

affect the transactions displayed.

Instead, the list now includes
& Loss, or Balance Sheet accounts. any inactive list items for you to

B From the View drop-down list, choose to view Expense, Profit

select from.
After selecting a chart of account listing on the left in the

. . ) If you select an inactive name
Accounts panel, you can filter the transactions displayed on the

from the list, you will get a mes-
sage from QuickBooks asking

if you would like to use it once,
make it active, or cancel.

right in the Transactions panel with these options:

B From the Name drop-down list, leave the default of All,
which is all active list items. Or select a specific list item from

Customers, Employees, Vendor, or Other Names list. More information about work-
ing with lists can be found in
B From the Show Transactions drop-down list, the default of Chapter 4, “Understanding
Non-Item-Based (can be reclassified) is selected. Other options QuickBooks Lists.”

include Item-Based (can change only the class) or All to show
all transactions.

After reviewing the detailed transactions, you might find that a certain vendor had all transactions
assigned to the wrong expense account. For example, in Figure A.12 vendor Cal Gas & Electric had
the transactions assigned to the Utilities:Water expense account. This was a mistake made on each
of the checks all year. The proper account should have been the Utilities: Gas and Electric expense
account.
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Figure A.12 Reclassify Transactions - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016)
Use the Accounts Transactions How this works
. From 01012016 |t 12312016 @
Recla55|fy . Name  Cal Gas & Electic ~ Showtransactions |Non-item-Based (can be reclassified) -~
. Basis ) Accrual @ Cash -
Transactions Accounts: Show @ SelectedAccount 3 All [ Include Journal Entries
. View | Expense Accounts - = I - )
dialog box ; @ - MEwo | cuass  AccounT a .
ANE s AMOUNT 7 013112016 | cHk |18 |Cal Gas & Eleclric |Acct#.. 85100 - Utilities:651.. 12367
to correct 760900 - DepreciationE... | Expense 4443501 ~| 7027282016 cHk (127  Cal Gas &Eleclic Acct#.. 65100 - Utilities:651.. 125.89
the account 2400 - I Lisiaee F— [7 033112016 | CHK 139 Cal Gas & Electric |Acct# 65100 - Utilities 651 389.20
52110~ DisabliiyIns... | Expense 50000 | | 7 043012016 cHk 140 CalGas &Elechic Acct# 55100 - Utilities:654 12003
aSSIgHEd to 52120 - Uiabilfty Insur._ | Expense 500208 | | 7085312016 | cHK 160 Cal Gas &Electric Acct# 65100 - Utilties:654 128.03
. : [7 06/30/2016 | cHK 170  Cal Gas &Electic Acct# 65100 - Utilities:651 13502
multlple trans- 62130 - Work Comp Expense 3,300.00 ! e
52400 - Interest Expen... | Expense : [ 073102016 | cHk 179 Cal Gas &Eleclic Acct# 55100 - Utilities 651 128.03
actions. $2420 - Loan Interest | Expense 470548 [708/31/2016 | cHK (195  Cal Gas &Elechic Acci#. 65100 - Utilities:651.. 118.03
53600 - Professional F.. | Expense [709/30/2016 | cHKk 207  Cal Gas &Eleclic |Acct#.. 85100 - Utilities:651.. 112.95
63610 - Accounting Bonee 25000 | @ 10312016 cHk 217 CalGas &Elecric Acct#. 85100 - Utilities:651.. 160.39
$4200 - Repairs Expense 7 1130/2016 | cHK 227 Cal Gas & Elediic |Acct#... 85100 - Utilities:651.. 166.34
84220 - ComputerR.. | Expense 71400 | [F/12B12076 CHk 238 [CalCas &Eleclic Acdi.. 65100 - Utilities:651.. 13295
64230 - Equipment R... | Expense 1,800.00 -
64800 - Tools and Mac... | Expense 1,457.91 Total Selected 1,841.43
65100 - Utilities Expense
Select All Deselect All
65110 - Gas and Ele.. Expense 532.00
65120 - Telephone Expense 1,503.00
. . ks P i IFmaIIselemedUansadmns change & Accountto 65100 - Utilities:65110 - Gas .. = I
Currently viewing —~ 65130 water Expense 233443 |
Class to - Reclassify

Prior to using CDR, accounting professionals would have created a journal entry reducing expenses
recorded to the Utilities:Water account and increasing expenses for Utilities:Gas and Electric account.
With this CDR feature, reclassifying the transactions is made easy by following these steps:

1. With the Reclassify Transactions dialog box displayed as shown in Figure A.12, select a date
range for which you want to review and possibly reclassify transactions.

2. Accept the default Basis or change if needed.
3. From the View drop-down list, select the account types you want to review for reclassification.

4. With a chart of accounts item selected in the Accounts panel on the left, you will see displayed to
the right transactions assigned to that account for the selected date range and basis.

5. (Optional) From the Name drop-down list, select a specific ven-
dor, customer, employee, or other name for which you want to .
Doy v 4 caution

filter the displayed transactions. Only non-item-based transac-

6. The Show Transactions drop-down list will default to display tions can be reclassified with the
only those transactions you can reclassify with this feature. CDR tool. If you want.to edit the
(Optional) Select to show Item-Based transactions. For item- R Bl G e el

. . . transactions, d to edit
based transactions, you can reclassify only the Class assigned. ran' ac. I?n y.ou m'ee o€ ,I R
the individual item in the original
Or select All to see both.

transaction. For more information

7. (Optional) Select the Include Journal Entries checkbox. about working with QuickBooks
items, refer to Chapter 4.
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8.

10.

11.

12.

13.

14.

Client Data Review

In step 5, if you selected a specific name from the drop-down list, you might want to select in the
Accounts: Show All. CDR will display all transactions for the Name selected for All accounts (not
just the account selected on the left).

. As you make changes to the filters in Reclassify Transactions, the displayed transactions refresh

automatically.
(Optional) Choose Select All or Deselect All when choosing which transactions to reclassify.

For all selected transactions, select the proper general ledger account from the Account To drop-
down list and optionally assign a new Class if desired.

Review your selections and click the Reclassify button. The window will refresh, displaying the
changes made to the transactions.

Continue reviewing all the accounts until your review is complete.

Press the Esc key on your keyboard or click the X on the top right of the Reclassify Transactions
dialog box when you are ready to close.

Open Working Trial Balance

The Working Trial Balance is a tool that has been available for years and is included with the
Professional Bookkeeper, Accountant, and Enterprise Solutions Accountant versions of QuickBooks.

The Working Trial Balance, as shown in Figure A.13, displays the following details:

Account

Beginning Balance

Transactions (for the selected date range)
Adjustments (total of adjusting journal entries)
Ending Balance

Workpaper Reference (where you can record specific notes)

The Working Trial Balance provides a window to manage changes to a client’s ending balances.
You normally use this tool after you have matched the prior year balances in the Troubleshoot Prior
Account Balances task with your records and you need to review and correct the next accounting
period.

Click the Make Adjustments button to create an adjusting journal entry and watch the net impact
to your client’s Net Income with each saved journal entry change. When you are finished, click the
Print button to prepare a report of your work.



Figure A.13
Use the
Working Trial
Balance to
make and
review adjust-
ments to the
client’s file in
preparation for
tax filings.

Review List Changes
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Working Trial Balance == (2]

Selected Period | Last Fiscal Year ~ | From 01/01/2016 [@ To 12/31/2016 [ Basis Cash  ~
A - i TRANSACTIONS ! ADJUSTMENTS ORKPAPER REFERENCE

10100 - Checking 24,342.03 12,468.13 36,810.16 |Needto reconcile, print, file i
10300 - Savings 15,600.00 281.03 15,881.03 Reconciled & filed

10400 - Petty Cash 500.00 500.00

11000 - Accounts Receivab... 2,891.35 -2,833.03 58.32

12000 - Undeposited Funds 18,252.08 18,252.08

12100 - Inventory Asset 17,903.00 -5,135.96 12,767.04

12800 - Employee Advances 770.00 770.00

13100 - Pre-paid Insurance 4,050.00 893.02 4,943.02

13400 - Retainage Recelv 1,796.72 179672

15000 - Furniture and Equi... 22,826.00 22,826.00 QuickBooks Fixed Asset Manager

15100 - Vehicles 78,936.91 78,936.91 |QuickBooks Fixed Asset Manager

15200 - Buildings and Imp.. 325,000.00 325,000.00 QuickBooks Fixed Asset Manager

15300 - Construction EqUiL... 15,300.00 15,300.00

16900 - Land 90,000.00 90,000.00 |QuickBooks Fixed AssetManager

17000 - Accumulated Depr... -65,908.69 -44,43591 ~110,344.60 |QuickBooks Fixed Asset Manager

18700 - Security Deposits 1,720.00 1,720.00 =
Totals 0.00 0.00 0.00 0.00

Netincome 47,987.50

"] Only show accounts with transaction activity

| Make djustments.. |

Print...

Review List Changes

The Review List Changes feature is available only with your QuickBooks Professional Bookkeeper
and Accountant software and is available only when you launch a review using the Client Data
Review feature. The type of changes tracked are specific to each task, as detailed in the next several
sections. Remember, if a task has the CDR icon in front of it, it indicates that the task can only be
accessed using CDR. If any other tasks are listed, they link to the respective menu in QuickBooks for

that activity.

& Chart of Accounts

Reviewing the chart of accounts, correcting setup errors, making an account inactive, and merging
like accounts were covered in detail in Chapter 4. When a CDR is marked as Completed, these list
changes are also marked with an “R” for reviewed so that in future reviews, you can conveniently
hide those changes.

Click the Chart of Accounts task in the Review List Changes task group. QuickBooks displays the
Review List Changes dialog box as shown in Figure A.14.

The Chart of Accounts tab on the Review List Changes dialog box tracks the following types of

changes:
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Review List Changes F|gure A.14
Chart of Accounts ltems FixedAsset ltems Payroll ltems Ea5|ly trad(
H )
After reviewing, click Mark All as Reviewed to hide reviewed items. To redisplay them, check Include Reviewed ltems. How this warks yOUr Cllent S
(View Chart of Accounts) Changes to
Added the chart of
REVIEWED | ACCOUNT NAME ACCOUNT TYPE
Money Market Bank accounts.
Changed —> —>Details of Repairs
RE ACCOUNT NAME ACCOUNT TYPE DATATHAT CHANGED | ORIGINAL VALUE  NEW VALUE
Repairs Expense AccountName Repairs Repairs & Maintenance *
v
Deleted
REVIEWED | AC 1E ACCOUNT TYPE
Taxes:Property Expense
Merged
REVIEWED | ORIGINAL ACCOUNT NAME DESTINATION ACCOUNT NAME ACCOUNT TYPE
Miscellaneous Expense Miscellaneous Expense
| Include Reviewed tems Mark All as Reviewed

B Added—Account Name and Account Type

B Changed—Marked Inactive, Name or Account Number changed, Account Type changed,
Parent:Subaccount relationship changed, or Tax-Line Mapping changed

B Deleted—Account Name and Account Type

B Merged—Original Account Name, Destination Account Name, and Account Type

For changes your client has made, which you want to indicate as “Reviewed,” click the Mark All as
Reviewed button. Changes you make to the lists while logged in as the new External Accountant
user are automatically marked as reviewed.

The tabs at the top enable easy access to the remaining tracked list changes. Press the Escape key
on your keyboard or click the X on the top right of the Review List Changes dialog box when you
have completed this task.

=

& Items
Chapter 4 details methods to find and troubleshoot item setup errors. This feature tracks changes
made to items. When the review is completed, an “R” is placed next to each line item change to
indicate it has been reviewed. In future Client Data Reviews, you can conveniently hide these previ-
ously reviewed changes.

Click the Items task in the Review List Changes task group. QuickBooks displays the Review List
Changes dialog box, as shown in Figure A.15.
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Flgure A.15 Review List Changes
Items affeCt' Chart of Accounts Items Fixed Asset ltems Payroll tems
Ing aCCOUnt|ng After reviewing, click Mark All as Reviewed to hide reviewed items. To redisplay them, check Include Reviewed ltems. How this works
and reviewing (View Item List) (Review ltem Setup)
changes to puied
. REVIEWED | ITEM NAME i ITEM TYPE
these will help Wood Door With Glass Inventory Part
in a client’s
file review.
Changed > —>Details of
REVIEWED | |TEM NAME i ITEM TYPE DATA THAT CH NEW VALUE
Concrete Slab Senice i COGS/Expense Account 0100 - Cost of Goods Sold i
Floor Plans Sernice
v v
Deleted
REVIEWED | ITEM NAME i ITEM TYPE
BOM Group
Merged
REVIEWED | ORIGINAL ITEM NAME DESTINATION ITEM NAME i ITEM TYPE
Retainage 2 Retainage 1 Other Charge
[T Include Reviewed ltems Mark All as Reviewed

The Items tab on the Review List Changes dialog box tracks the following:

B Added—Item Name and Item Type

B Changed—Displays the data that Changed with Original Value and New Value
B Deleted—Item Name and Item Type

B Merged—Original Item Name, Destination Item Name, and Item Type

When the Mark All as Reviewed button is selected, the CDR feature will place an “R” in the
Reviewed column for each item list change your client made. Changes you make to the list while
logged in as the External Accountant user are automatically marked as reviewed.

Tabs at the top enable easy access to the remaining tracked list changes. Press the Esc key on your
keyboard or click the X on the top right of the Review List Changes dialog box when you have com-
pleted this task.

& Fixed Asset Items

The business owner using QuickBooks can create a Fixed Asset item type from the Fixed Asset Item
List (select Lists, Fixed Asset Item List from the menu bar). Then when a purchase is made for the



680 Client Data Review

asset, the respective Fixed Asset item can be recorded on a purchase order, or on the Items tab of
the Enter Bills dialog box or the Write Checks dialog box. This tab tracks changes made to the list of
fixed assets.

Click the Fixed Asset Items task in the Review List Changes task group. QuickBooks displays the
Review List Changes dialog box, as shown in Figure A.16.

Review List Changes Figure A.16
Chart of Accounts items Fixed Asset items Bayroll Items EaS|ly track
ARter reviewing, click Mark All as Reviewed to hide reviewed items. To redisplay them, check Include Reviewsd ltsms. How this works additions,
(View Fixed Asset ltem List) 1
deletions, and
Added
changes to the
REVIEWED | FIXEDASSET ITEM NAME | FIKEDASSET ITEM TYPE . -
Dell Server FixedAsset Cl|ent S leed
Assets.
Changed —> —>Detailsof  Desks-5
REVIEWED | FIXEDASSET ITEM NAME | FIXEDASSET [TEM TYPE DATA THAT CHANGED ORIGINAL VALUE | NEW VALUE
Desks-b Fixed Asset Purchase Cost ’Z,‘IUU 00 2,800.00 i
v
FIXED ASSET ITEM NAME | FIXEDASSET ITEM TYPE
Utility Truck - 1 Fixed Asset
[} Include Reviewed ltems Mark All as Reviewed

The Fixed Asset Items tab on the Review List Changes dialog box tracks the following fixed assets:
B Added—Fixed Asset Item Name and Fixed Asset Item Type
B Changed—Displays the data that Changed with Original Value and New Value

B Deleted—Fixed Asset Item Name and Fixed Asset Item Type

When the Mark All as Reviewed button is selected, the Client Data Review will place an “R” in the
Reviewed column for each fixed asset item list change your client made. If you are logged in to the
file as an External Accountant user type, as you make list changes, they are automatically marked
as Reviewed.

Tabs along the top of the Review List Changes dialog box enable easy access to the remaining
tracked list changes. Press the Esc key on your keyboard or click the X on the top right of the
Review List Changes dialog box when you have completed this task.

@ Payroll Items

Reviewing the purpose of Payroll Items was covered in detail in Chapter 11, “Setting Up Payroll.”
Details were also provided in Chapter 12, “Managing Payroll” to correct payroll setup errors. This
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feature tracks changes made to payroll items. When the review is completed, an “R" is placed next
to each payroll item change to indicate that it has been reviewed. In future client data reviews, you
can conveniently hide these.

This task will display only in a file that has the payroll preference enabled.

Click the Payroll Items task in the Review List Changes task group. QuickBooks displays the Review
List Changes dialog box, as shown in Figure A.17.

Figure A.17
See the Chart of Accounts ltems Fixed Assetltems Payroll tems
Changes the After reviewing, click Mark All as Reviewed to hide reviewed items. To redisplay them, check Include Reviewed ltems How this works
Client made to (View Payroll ltem List)
payroll items ke
th hout REVIEWED | PAYROLL ITEM NAME PAYROLL ITEM TYPE
roughou Cell Phone Personal Charge Deduction
the year.
Changed — —>Details of Health Insurance
REVIEWED | PAYROLL ITEM NAME FAYROLL ITEM TYFE DATATHAT CHANGED  : CRIGINAL VALUE i NEW VALUE
Health Insurance Deduction Limit Amount 11,200.00 11,400.00 ¥
v
Deleted
REVIEWED | PAYROLL ITEM NAME i PAYROLL ITEM TYPE
Wileage Reimb. Addition
Merged
REVIEWED | ORIGINAL PAYROLL ITEM NAME DESTINATION PAYROLL ITEM NAME i PAYROLL [TEM TYFE
[T Include Reviewed ltems Mark All as Reviewed

The Payroll Items tab on the Review List Changes dialog box tracks the following payroll items:
B Added—Payroll Item Name and Payroll Item Type

B Changed—Displays the data that Changed with Original Value and New Value

B Deleted—Payroll Item Name and Payroll Item Type

B Merged—Original Payroll Item Name, Destination Payroll Item Name, and Payroll Item Type

When you click the Mark All as Reviewed button, CDR will place an “R” in the Reviewed column
for each item list change your client made. If you are logged in to the file as an External Accountant
user type, as you make list changes, they are automatically marked as Reviewed.

Tabs at the top enable easy access to the remaining tracked list changes. Press the Escape key on
your keyboard or click the X on the top right to close the Review list Changes dialog box when you
have completed this task.
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Review Item Setup

Click the Review Item Setup in the Review List Changes task group. The Add/Edit Multiple List
Entries dialog box displays.

From this dialog box, you can make changes to selected item types. More detail about working with
the Add/Edit Multiple List Entries feature was included in Chapters 4 and 5.

Customers
In Figure A.18, note that the Customers task in the Review List Changes pane does not have a
Client Data Review icon in front of the name, indicating that CDR is linking you back to the original
Customer Center.

Tasks with an icon are only available with CDR Figure A.18
Tasks without the CDR icon provide quick
REVIEW LIST CHANGES ~ . .
access to the same menu in QuickBooks.
CLEAMNUF TASKS STATUS TASK NOTES
@ Chart of Accounts IComplebed - I ﬂ
@ Items [completed -] (]
@ Fixed Asset Items [completed -]
@ Payroll Items INot Started I ﬂ
Review Item Setup [Notstarted -] o
Customers [Notstarted -] 0
Vendors [notstarted -] (|
Change Other Mame Types INot Started - I ﬂ

Refer to Chapter 9, “Setting Up Customers,” for more details on how to use the Customer Center to
gather information and easily find specific transactions.

Vendors

The Vendors task in the Review List Changes task group also does not have a CDR icon in front of
the name, indicating that CDR is linking you back to the original Vendor Center.

Refer to Chapter 7, “Setting Up Vendors,"” for more details on how to use the Vendor Center to
gather information and easily find specific transactions.

Change Other Name Types
QuickBooks includes another names list that is useful when you are paying a supplier or service
provider one time and you are not required to provide a 1099-MISC Income document at the end of
the year.
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This list is titled Other Names List. If you previously added a name to this list and later need to
change the list name to a vendor or even a customer record, click this task link and make the change
as desired.

The change is not reversible, so care should be taken with this task.

Accounts Receivable

Reviewing open Accounts Receivable with your client is an important part of a successful review
of a client'’s file. When errors exist in accounts receivable, the balance sheet and income statement
accounts could be misstated.

A complete review of Accounts Receivable, including the proper process to use in QuickBooks for
potentially avoiding the corrections detailed in this section, can be found in Chapter 9, “Setting Up
Customers” and Chapter 10, “Managing Customers.”

The tasks listed in the Accounts Receivable task group of the CDR will help you easily correct client
mistakes made when the client recorded a customer payment or completed a deposit but did not
properly complete the transaction.

Recent versions of QuickBooks help discourage this error with messaging that warns the user not
to use a Make Deposits transaction to record a customer payment. When recording a customer pay-
ment without assigning the payment to an open invoice, QuickBooks will provide a message that a
credit will be left in the customer’s account.

You might want to review the AR Aging Summary report first and then begin the process of using
the CDR tools. Properly reviewing your client’s data will help you make the most informed decisions
about the corrections that might be needed.

@ Fix Unapplied Customer Payments and Credits

If your client entered a customer payment, but did not apply the payment to an invoice, this tool will
help simplify the task of assigning the unapplied payment to the proper invoice.

Review the Open Invoices report (select Reports, Customers & Receivables, Open Invoices from the
menu bar) before beginning to make corrections. This is especially important if you have more than
one Accounts Receivable account in your chart of accounts.

To fix unapplied payments and credits, follow these steps:

1. If you are completing these changes as part of a dated review; from the menu bar, select
Accountant, Client Data Review and launch Client Data Review. You will then launch the Fix
Unapplied Customer Payments and Credits task in the Accounts Receivable group.

2. If you are not completing these changes as part of a dated review; from the menu bar, select
Accountant, Client Data Review and launch the Fix Unapplied Customer Payments and Credits
task.

3. If you have more than one Accounts Receivable account, review the details for each by selecting
the appropriate Accounts.
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4. Select any of the customers on the list, as shown in Figure A.19. With a customer selected on the
left, the Invoices and Charges tab will display any unapplied payments and credits (left side) and

open invoices (right side) for that specific customer.

Fix Unapplied Customer Payments and Credits - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016)

Allard, Robert:Remodel

Figure A.19
How this works ASSign unap-
plied customer

Customers Vendors Invoices & Charges
NAME Accounts Receivable | 11000 - Accounts Receivable - payments or
o Abescromble, KristyFam, First, select paymentsicredits. Then, select invoicesicharges and click Apply. credits to an
o Allard, RobertRemaodel . . . .
B i TveE DATE TOTALA.. | AMTAV.. | AMTT. & i TvPE DATE TOTALA.. | BALDUE open customer
[ [PuTi1234 [12115/2017 | 1451000 1451000 1451.]*  [[EZ][ v/ 1058 [02/122017 | 14510.00 14510.00]" . )
.......... invoice.
5. On the Invoices and Charges tab, place a checkmark next to
the payment or credit on the left pane and place a checkmark 4 Cca ution

next to the associated open invoice on the right pane to which
you want to apply the payment.

6. If you would like to apply only part of the credit or payment,
enter the partial amount in the Amt to Apply column.

7. Click the Apply button to assign the payments or credits
selected on the left to the selected open invoices on the right.
The items are then grayed out to indicate that you have
already assigned them.

8. (Optional) Click the Auto Apply All button to apply all the
unapplied payments and credits to the invoices on the right.

9. Click Save to begin working on another customer record or
Save & Close to complete the task.

Recent editions of QuickBooks make recording unapplied credits
and payments less likely to occur because of the many warnings
that are provided when the transactions are entered.

@ Clear Up Undeposited Funds Account

Have you ever worked with a client’s data file that had an incor-
rect undeposited funds balance? Did your client create a separate
deposit transaction without assigning the receive payment to the
deposit?

Cash basis reporting taxpayers
should proceed with caution
when using this tool. In cash
basis reporting, the date of the
Receive Payments transaction is
the date that revenue is recorded.
If a customer payment was dated
in the prior filed tax year and was
not applied to the customer’s
open invoice, the income from
the invoice would not have been
included in cash basis reporting.

When you use CDR to assign the
payment to the open invoice,
QuickBooks will report the rev-
enue associated with that invoice
as of the date of the customer
payment.

This correction will change prior
period financials. The CDR does
not recognize the controls associ-
ated with setting a closing date.
Additionally, QuickBooks does
not provide any warnings that you
are modifying a transaction dated
on or before the closing date.
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The undeposited funds account is a current asset type on the Balance Sheet. It's like using a safe

to store checks prior to taking them to the bank. Customer payments are recorded in QuickBooks,
increasing the amount in Undeposited Funds on the Balance Sheet. Later the checks are gathered and
added to a single deposit ticket taken to the bank account (more details are provided in Chapter 9).

The Clear Up Undeposited Funds Account task can help you assign those undeposited funds to the
deposit transaction that was created incorrectly.

Recent releases of QuickBooks make this error less likely to occur with the many warnings that are
provided when the transactions are entered.

It is important to know that this feature will work when any of the following conditions apply:

B Receive Payments transaction was recorded and assigned to the Undeposited Funds account
without including the payment in a Make Deposits transaction.

B Make Deposits transaction was recorded, the Received From column included the Customer or
Customer:Job name, and the Account From column has an account assigned, which is typically
an income account. See Figure A.20.

Figure A.20 = Make Deposits - ox
Example Of a @ Previous B Next E Save ﬂg Print v| ] Payments Em History a Journal

Attach

customer pay-
ment recorded

DepositTo | 10100- Chec.. = Date 12M5/2016 [ Memo Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

improperly

on the Make 'RECEIVED FROM | | FROM ACCOUNT | MEMO: CHK.. | PM.. |C..{AMOUNT
DepOSitS dia- Abercrombie, Kristy.Family Room 40100 - Construction Income 40110 - Design Income 17.94 i
log box.

B If the Make Deposits transaction did not include a name in the Received From column, CDR will
report that deposit transaction in the Clear Up Undeposited Funds Account CDR task assigned to
a customer named “No Name in Deposit.”

To clear up the Undeposited Funds account, follow these steps:

1. If you are completing these changes as part of a dated review; from the menu bar, select
Accountant, Client Data Review and launch Client Data Review. You will then select the Clear
Up Undeposited Funds task in the Accounts Receivable group.

2. If you are not completing these changes as part of a dated review; from the menu bar, select
Accountant, Client Data Review, Clear Up Undeposited Funds task.

3. The Show Deposits From field defaults to the review period selected when you started a client
data review, or if you did not start a formal review, the dates default to your last fiscal year. If
needed, change the selected dates and click Refresh to display the changes.

4. The Payers pane on the left displays any customers with transactions meeting the criteria listed
previously. With a customer selected, review the payment transaction types on the right.
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b. With a customer selected, place a checkmark next to the DEP transaction and also to the PMT
transaction on the right with which you want to associate the payment, as shown in Figure A.21.

Clear Up Undeposited Funds Account - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016)

Abercrombie, Kristy:Family Room How this works

Payers Show deposits from  04/04/2016 & to 1213112016 B Refresh

HAME TYFE First, select a deposit. Then, select payments and click Apply.

Abercrombie, Kri...[Cust B : TrPe | DaTE TOTAL AMOUNT | REMAINING & TvPe DATE NAME TOTALA
A [ Bl e A

Overead et [ [oep 1211512016 217.94 0.00[* [ [PuT /58706 12115/2016 [Abercrombie, .. 217.94

Figure A.21
Associate the customer payment in Clear Up Undeposited Funds Account to the incorrectly recorded Make
Deposits transaction.

an ..
6. Click the Apply button to assign. The list items are grayed out, “ tl p
indicating they have been applied to each other. Do you need to return to the
original transaction in QuickBooks
7. Click Save to begin correcting records for the next customer or during your review? Simply double-
click Save & Close to complete the task. click the selected transaction.

You are now ready to move on with your review or continue with
additional clean up tasks. I recommend reviewing the AR Summary Report first to get a general idea
of the types of corrections you might need to make with the remaining accounts receivable CDR tasks.

Reviewing the AR Aging Summary Report

Check the AR Aging Summary Report before fixing transactions. An individual transaction can be
deceiving if you don't see its relationship with other related transactions.

When you select the Review AR Aging Summary Report link, QuickBooks opens the same titled report.

What exactly are you looking for on the aging report? You might be looking for customer credits that
are aged and have not been applied to current open customer invoices. Or, perhaps as explained in
Chapter 10, you might want to remove an open balance from a customer'’s invoice.

I suggest you use the Open Invoices report instead of the Aging reports. The Open Invoices report
shows the transactions listed separately instead of in summary form. The Open Invoices Report is not
part of the CDR tool set. It is, however, a regularly used QuickBooks report. Because the Open Invoices
Report shows the current A/R status, if you are reviewing it for a previous date, you will need to mod-
ify the report to show the open balances as of that prior date. To do this, follow these steps:

1. From menu bar, select Reports, Customers & Receivables, Open Invoices. This report includes
all open invoices, credits, and payments for your customers as of today’s computer system date.

2. Review the report with today’s date first. This will help you identify what corrections you might
want to make using the tasks defined in this section. Reviewing it with today’s date will also
show if the correction you might have needed on a previous date has already been entered.
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3. If you are reviewing for some date in the past, you can adjust
the report to that date by clicking Customize Report at the top-
left corner of the report window.

. From the Display tab, click the Advanced button. In the Open
Balance/Aging pane of the Advanced Options dialog box, change
the selection to the Report Date option (see Figure A.22). This
modification to the report enables you to see each customer’s bal-
ance detail (see Figure A.23) as of a date in the past.

A caution
If you do not modify this report as
instructed here, QuickBooks will
display the date you selected on
the report, but will also reduce
the balances owed for payments
made after the report date.

Figure A.22

Modify Repe

The Open Invoices Display Filters Header/Footer Fonts & Numbers
report, when modi-
REPORT DATE RANGE
fied, can be compared
to the totals on your Dates (foday ~  Togayoniy
Balance Sheet report From 1215/2017 B To 121512017 [
for some time in the
COLUMNS
past. "
(left margin) ] Sortby  Default
Trans # @ Ascending order INCLUDE OPEN BALANCE / AGING
Sortin X
SType Descending order o Al ) Current (faster)
Entered/Last Modified @ Report Date
Last modified by
JDate
@ Cancel Help
Sum
Adj
JPO.# Puta check mark nextto each column
that you wantto appearin the report.
i Advanced... Revert
Figure A.23 9:45 AM Rock Castle Construction
The Open 1215017 Open Invoices
Invoices report As of December 15, 2017
o @ Type @ Date ¢ Hum ¢ P.O.#% ¢ Terms ¢ DueDate ¢ Class < Aging « Open Balance »
easily shows emadel I —
unpaid bal- Payment 12M52017 1234 -14,510.00
Invoice 091272017 1038 Net 15 09/27/2017  Remodel 79 14,510.00
ances and any Total Remode| 0.00
unapplied cus-
. Total Allard, Robert o.oo
tomer credits or
Burch, Jason
payments' Room Addition
Invoice 1252017 1083 Met 30 12/25/2017  Mew Co.. 1,005.00
Total Room Addition 1,005.00
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& Write Off Invoices

Often, as accounting professionals, we need to adjust our client's Accounts Receivable balances.
Perhaps there were several small unpaid finance charge invoices, or over the year our client’s cus-
tomers paid their invoices short of what was due.

Creating a customer credit memo and assigning the credit memo to the original open invoice was
time-consuming for the accounting professional. Often a journal entry was created, correcting the
accounts receivable balance on the Balance Sheet but leaving the QuickBooks user with extra line
details in the A/R Aging Summary or Detail reports.

The Write Off Invoices feature shown in Figure A.24 is one convenient window where you can write
off balances, review the suggested transaction, and print the details for your customer.

i
W tip
Earlier in this chapter, | recommended that you review the AR Aging Summary report before using the Accounts Receivable

CDR tools. However, even if you do not review the report, the Write Off Invoices dialog box will show the word “CREDITS” in
the Avail Credit/Pmt column if the customer with the open invoice balance also has unapplied credits.

Click the CREDITS link to open the Fix Unapplied Customer Payments and Credits dialog box. Here you can apply the payment
to the open invoice as instructed previously.

It might be more appropriate to assign the available credit rather than to write off the open balance.

Write Off Invoices - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016) Figure A.24
Using CDR’s
Set criteria for invoices and other charges to consider for batch write off. How this works .
Write Off
Age Custom ~ | Balance Due less than 500.00 .
_ Invoices
ToDate | 12/31/2017 [ | Transaction Type All Charges - Refresh
makes
Select invoices to write off: removing
B § pate « AGE NUM TYPE | CUSTOMER:-JOB CLASS AVAIL CREDITY... | ORIGAMT BAL DUE . open A/R
F 121112017 4 FCB [NV Cook, Brian:Kitchen Remodel 5.95 5.95
F |1212/2017 31093 [NV Lew Plumbing - C:Storage Expansion Remodel 220.00 220.00 uncoueCtEd
balances
easy!
=
Total Selected: 22595
Select All Deselect All
Wikke: OF Bom Bad Debtw Sales Tax ~ WrteOfDate 12312017 B
Class Overhead - Preview & Write Off...
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To write off invoices, follow these steps:

1.

10.

11.

12.

13.

14.

. , -
If Client Data Review isn't already open, select Accountant, “ tl p
Accountant Center from the menu bar. If the customer’s invoice being
written off included sales tax,
. Select the Write Off Invoices task in the Accounts Receivable make sure the item selected for
task group. the write-off is a taxable item.
. . . This ensures that the sales tax
. If presented with the warning that one or more customers in

payable account also shows the
credit, which is important when
sales tax is paid on Accrual basis.

the list have available credits, click OK to close the message.
Be sure to do a thorough review of your client’s Open Invoices
reports as previously recommended.

. From the Age drop-down list, select between showing receiv-

ables aged over 120 days, aged over 180 days, Review Period, or a custom date.

. (Optional) Enter an amount in the Balances Due Less Than box to limit the transactions that are

displayed, which is particularly useful when writing off small balances only.

. Select a To Date.

. From the Transaction Type drop-down list, select All Charges, Invoices, Finance Charges, or

Statement Charges.

. Click Refresh if changing the filters.

. Place a checkmark next to each transaction for which you want to write off the open balance.

(Optional) Click the Select All button or Deselect All button at the bottom of the screen to sim-
plify the process.

From the drop-down lists, select the Write-Off Item and Write-Off Date. (Optional) Select a
Class.

Click the Preview & Write-Off button. CDR displays the Confirm Write-Off dialog box, as shown
in Figure A.25.

Click Write Off when you are done reviewing the invoices, or click Cancel.

CDR returns you to the Write Off Invoices dialog box. Press the Esc key on your keyboard to view
the Write-Off Completed details.

Click Save as PDF to print for your records.

QuickBooks creates a Credit Memo transaction using the item and date you selected at the time you
created the write-off and applies this credit to the original invoice.

You are now finished with the Accounts Receivable tasks. There are many QuickBooks preferences
that will guide your clients as they manage undeposited funds and accounts receivable transactions.
Review Chapters 9 and 10 for more details and other Accounts Receivable troubleshooting suggestions.
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Confirm Write-Off o x Figure A.25
Confirm Invoices to Write Off You Stay in control
of the write-off,

Company: Rock Castle Construction conﬁrming the

Date: 12/15/2017, 10:57 AM

User: Laura (External Accountant) balances to be
2 transaction(s) totaling 225.95 wil be written off on 12/31/2017. removed.
FC6 12/11/2017 v Cook, Brian:Kitchen Remodel 5.95 5.95
1093 12/12/2017 ity Lew Plumbing - C:5torage Remodel 220.00 220.00

Expansion
Write Off I Cancel
A caution

A complete review of Accounts Payable, including the proper pro-
cess to use in QuickBooks, which potentially avoids the correc-
tions detailed in this section, can be found in Chapters 7 and 8.

The tasks listed in the Accounts Payable section of the CDR fea-
ture can help you easily correct client mistakes made when the
client has created a vendor credit or bill payment and did not
assign it to the open vendor bill.

The Review Unpaid Bills Report is listed last in the Accounts
Payable task group. I recommend reviewing this report as well as
other reports prior to making corrections with the CDR. Properly
reviewing your data will help you make the most informed deci-
sion on the corrections that might be needed.

Item receipts do not display in
the CDR tools, but these transac-
tion types are included in your
client’s open accounts payable
balances. Review the Unpaid
Vendor Bills report (select
Reports, Vendors & Payables
from the menu bar) for any aged
item receipts.

Chapter 6 offers more specific
details for correcting aged item
receipts.

@ Fix Unapplied Vendor Payments and Credits

Chapter 7, “Setting Up Vendors,” detailed the proper accounts payable process, which is to use the
Pay Bills dialog box to pay vendor bills. Some QuickBooks users might have used the Enter Bills
transaction type and later paid that vendor bill using the Write Checks transaction instead of prop-

erly using the Pay Bills dialog box.

To fix unapplied vendor payments and credits, follow these steps:



. If you are completing these changes as part of a dated review,
from the menu bar select Accountant, Client Data Review and
launch Client Data Review. You then select the Fix Unapplied
Vendor Payments and Credits task in the Accounts Payable
group.

. If you are not completing these changes as part of a dated
review, from the menu bar select Accountant, Client Data
Review and launch the Fix Unapplied Vendor Payments and
Credits task.

. The Vendors tab on the top left and the Bills tab on the right are
selected by default. Select any of the vendors on the list to the
left. The Bills pane displays all unapplied vendor credits for the
vendor selected on the left. On the right of the Bills pane, any
open vendor bills for that specifically selected vendor display.

. Place a checkmark next to the credit on the left and the open
vendor bill on the right to which you want to apply the payment
(see Figure A.26).
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A caution
If any of the checks listed in the
left side of the Bills detail have
an asterisk(*) in front of the
word CHK, this indicates that
the expense is marked as bill-
able to the customer. CDR warns
you that when you assign the
check to an open vendor bill,
the expense will no longer be
marked as billable.

More details about working with
billable expenses are included
in Chapter 9, in the section titled
“Time and Expense Invoicing.”

How this works

Figure A.26 Fix Unapplied Vendor Payments and Credits - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016)
Using CDR C.U. Electric

to aSSlgn a Customers Vendors Bills

Check written - Accounts Payable 20000 - Accounts Payable

toa VendOI’ as C.U. Electric First, select payments/credits.

Cal Gas & Electric

Then, select bills and click Apply.

payment of an prE— & : TvFE DATE TOTAL AM AMT AV, AMT TOA. E TYPE j;TE 77 T:T;Lt‘.l'; EL DUE
al Telephone [F cux [1zns@or 75000 75000] 7s000]* 7 [piL 11302017 50000 500,00 *
open vendor Daigle Lighting [Flaw 12n2e017 250,00 250.00

Hamlin Metal

bill saves time!

5. Click the Apply button to assign that specific vendor credit transaction with that specific vendor
bill. The items selected will be grayed out, indicating that you have assigned them properly.

6. You must click Save to begin correcting transactions for another vendor or click Save and Close to

complete the task.

Evaluate and Correct 1099 Account Mapping

Setting up your vendors for proper 1099 status is important. However, be assured that if after
reviewing this information you determine the original setup was incorrect, any changes made here

will correct prior- and future-dated reports and forms.

When you select the link in the Accounts Payable task group for Evaluate and Correct 1099

Mapping, the Preferences dialog box for 1099s is displayed.
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In the preference setting for Tax:1099, you can click the Yes button to select the Do You File option
to let QuickBooks know you will be providing 1099 forms to your vendors at the end of the year. A
new QuickBooks file will default with the preference set to Yes for filing 1099-MISC forms.

If this is your first time setting up 1099s in your file, click the link next to If You're Ready to
Prepare... and the QuickBooks 1099 Wizard displays as shown in Figure A.27.

To prepare and file your 1099-MISC/1096 forms

Q00000

Select your 1099 vendors

Select vendors to receive 1099-MISC forms.

Verify vendor information
Review and edit information for selected vendors.

Map your accounts
Choose which payments to report in each box on Form 1099-MISC.

Review vendor payments

Select debit, gift card and PayPal transactions to exclude from 1099-MISC forms.

Confirm 1099-MISC entries

Review the amounts to be reported on each vendor's Form 1099-MISC.

Choose a filing method

- Print 10995 and 1096 on preprinted forms to file by mail.

- E-file 1099s electronically with the IRS using the Intuit 1099 E-File
Service. You can also print copies on plain paper.

@ Learn more about these options

1099

Figure A.27
Easily setup
and process
year-end forms
with the 1099
Wizard.

More detailed information about setting up your 1099s in QuickBooks is included in Chapter 7.

Reviewing the Unpaid Bills Report

One of the first tasks you should do with your client is review the Unpaid Bills Report, primarily
because the client will know best if the bills that are open are still due and payable to the vendor.

What exactly are you looking for on the aging report? You might be looking for vendor credits
that are aged and have not been applied to current open vendor bills. Or, as Chapter 7 “Setting

Up Vendors,” and Chapter 8 “Managing Vendors” documented, you might see several aged item

receipts for vendors you know your client has paid.

Use the information collected from this report to help determine the corrections that should be made
with the tasks listed in the Accounts Payable task group of the CDR.
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Sales Tax

This CDR feature not only identifies errors with using the incorrect payment transaction, but also
fixes the transaction automatically for you!

More information about properly setting up and using sales tax is included in Chapter 9, “Setting Up
Customers.”
Before beginning the tasks listed in this section, you should review the client’s settings (prefer-

ences) for sales tax, as shown in Figure A.28. Additionally, the Sales Tax task group will not display
in the CDR if the Sales Tax feature has not been enabled.

Figure A.28 Preferences
Review Sales Tax Accounting A My Preferences Company Preferences
preferences before % Bils Do you charge sales tax? O No
making any correc- B colendar SETUP SALES TAX ITEM
tions. B2 checking Add a sales tax item for each county, district, parish, etc. where you
qg Deskiop View collect sales tax. ~ Show Examples
5 . Your most common sales tax item
Finance Charge .
Add sales tax item... San Tomas -
@ General
:‘ Integrated Applications.
& tems & Inventory ASSIGN SALES TAX CODES
% Jobs & Estimates Sales tax codes determine ifthe items you sell are taxable or non-taxable.
% Multiple Currencies Taxable item code Tax ~  Mon-taxable item code Non -
E Payments _ . _—
[« Identify taxable amounts as "T" for "Taxable”™ when printing
Ef, Payroll & Employees
@} Reminders WHEN DO YOU OWE SALES TAX? WHEN DO YOU PAY SALES TAX?
i Reports & Graphs ® Maonthl
n @ As of invoice date (Accrual Basis) r\ anivy
j Sales & Customers Quarterl
) Upon receipt of payment (Cash Basis) - ¥
Sales Tax © Annually
b Search
EJ sendForms

After reviewing and correcting your client’s sales tax preference settings, you are prepared to begin
the following CDR tasks.

@ Fix Incorrectly Recorded Sales Tax

QuickBooks uses a special Pay Sales Tax dialog box (as shown in Figure A.29) to record the sales tax
liability payments properly. When payments are made using other transaction types, such as Write
Checks, Pay Bills, or Make General Journal Entries, the Pay Sales Tax dialog box might not reflect
the payments accurately.

The Fix Incorrectly Recorded Sales Tax task will help you identify and correct the transaction when a
client paid the sales tax liability outside of the Pay Sales Tax dialog box. Figure A.30 shows the negative
line entry that will be included in the Pay Sales Tax dialog box when a Write Checks transaction was
created, assigned to the sales tax payable liability account, and payable to the sales tax vendor. Properly
recorded sales tax payments will have a transaction type of TAXPMT in the checkbook register.
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A

Pay Sales Tax x
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Figure A.29

Pay From Account Check Date Show sales tax due through ~ Starting Check No. Create properly paid sales tax
10100 - Checking - 1215/2017 B 11302017 HE To Print using the Pay Sales Tax d|a[og
Pt ITEM i VENDOR i AMT. DUE i AMT. PAID box.
v San Domingo State Board of Equalization 54210 54210 *
» SanTomas State Board of Equalization 1,087.17 1,087.1T|
\ /
Totals 1,629.27 1,629.27
Clear Selections Adjust Ending Bank Balance 46,437.04
¥ To be printed “ Cancel Help

When sales tax is paid using a non-sales tax payment transaction type  Figure A.30

The Pay Sales Tax
dialog box when

Pay From Account Check Date Show sales tax due through Starting Check MNo. an improperly
10100 - Checking - 12(1512017 B 13012017 B 520 d d [
recorded sales
P ITE ENDOR AMT. DUE AMT PAID
San Domingo State Board of Equalization 54210 000 * tax payment was
San Tomas State Board of Equalization 108717 0.00 made.
State Board of Equalization -1,629.27 — 0.00
v
Totals 0.00 0.00
Pay All Tax Adjust Ending Bank Balance 45,437.04
To be printed “ Cancel Help
What exactly is this tool fixing? The tool will identify and fix non-
sales-tax payable type transactions used to pay sales tax liability A Caution

using Void and Replace functionality.

The tool will identify any Write Checks transactions where the
payee is the same as an assigned payee for any sales tax item.

This tool will not identify any vendor bills, vendor bill payment
checks, or journal entries recording payment for the Sales Tax
Liability.

If this is your first incorrectly recorded sales tax transaction fix,
you might want to change the “to” date to include today’'s date.
This ensures you are seeing all sales tax payable transactions
that were improperly recorded using the wrong transaction in
QuickBooks.

This might be a good time to review
with your client the vendor names
associated with different types of
tax payments. Some states might
have the same vendor name for
multiple agency tax payments.

Suggest that your client use a
unique vendor name for each
different type of tax being paid.
This will avoid CDR possibly cor-
recting a non-sales-tax type of
payment made to vendor.
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To fix incorrectly recorded sales tax, follow these steps:

1. If you are completing these changes as part of a dated review, A Ca Utlon
from the menu bar select Accountant, Client Data Review and If your client has multiple lines
launch Client Data Review. You then select the Fix Incorrectly recorded on sales tax payable

checks, such as including an

Recorded Sales Tax task in the Sales Tax group.
additional fee for late payment

2. If you are not completing these changes as part of a dated penalty or other adjustment
review, from the menu bar select Accountant, Client Data lines, you might want to use the
Review and launch the Fix Incorrectly Recorded Sales Tax task link for making a manual Sales

as shown in Figure A.31. Tax Adjustment.

The Fix Incorrectly Recorded

3. Double-click any transaction to see the originally created N T e ———

non-sales-tax payment transaction to make sure it should be of the incorrect transaction
changed to a Sales Tax Payment. Make note of the check num- belong in the Sales Tax Payable
ber or check date. account.

4. Place a checkmark in each transaction to be fixed. (Optional)
Use the Select All button or Deselect All button to streamline
the process.

Figure A.31 Fix Incorrectly Recorded Sales Tax - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016)

AUtomatlca“y Dates from 0n7izo17 ) to 121312017 ] Refresh How this works
find and fix

. Payments made with regular checks rather than Sales Tax Checks in the Sales Tax funclions:

IncorreCtly B Tvee DATE NUM NAME MEMO AMOUNT
recorded sales =S 12150 |51 | State Board of Equalization 1,620.27 |*

tax payment
transactions.

5. Click Void & Replace (not shown in Figure A.31). CDR then cre-
ates a new Sales Tax Payment transaction and voids the original w ti
Write Checks transaction or Make General Journal Entries trans-

) With the Void and Replace
action.

functionality included in the Fix
6. Click Proceed to the Fix Sales Tax message that displays to con- Incorrectly Recorded Sales Tax

tinue with the change, or click Cancel to return to the CDR tool. to?l: youare ass.ured that if your
original transaction was marked

7. Click OK to close the message indicating that the transaction(s) as cleared in a bank reconcilia-
have been fixed. tion, the newly created Sales Tax
Payment transaction will also be
8. Click the X in the top-right corner to return to the CDR Center. marked as cleared.

9. Return to your checkbook register (icon on the Home page) and
look for the check number or date (or both) to view the original
transaction voided and the new transaction created as a Sales Tax Payment type.
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Adjust Sales Tax Payable

If the Fix Incorrectly Recorded Sales Tax tool was not used to correct the client’s sales tax records,
you might instead want to use this manual Adjust Sales Tax Payable link.

In addition to reviewing fixing transactions, I recommend you review the Sales Tax Liability reports
and your Balance Sheet balance for Sales Tax Payable before and after making corrections to your
sales tax payable balances in QuickBooks.

When comparing these reports and the Pay Sales Tax dialog box, make sure each report is using the
same Accrual or Cash Basis and is prepared with the same reporting date. More information on working
with the sales tax payable reports in QuickBooks can be found in Chapter 10, “Managing Customers.”

Compare the following reports to each other for sales tax payable balances:
B Balance Sheet—Sales Tax Payable balance. From the menu bar, select Reports, Company &

Financial, Balance Sheet Standard. (Optional) Click the Modify button to change the report basis
and date.

B Sales Tax Liability Report—Sales Tax Payable as of <date> column total. From the menu bar,
select Vendors, Sales Tax, Sales Tax Liability.

B Pay Sales Tax—Amt. Due column total. From the menu bar, select Vendors, Sales Tax, Pay Sales
Tax.

The end result of a properly made sales tax correcting entry or adjustment is that the totals listed in
the previously mentioned reports agree with each other.

To adjust sales tax payable, follow these steps:

1. If you are completing these changes as part of a dated review, from the menu bar select
Accountant, Client Data Review and launch Client Data Review. You then select the Adjust
Sales Tax Payable task in the Sales Tax group.

2. If you are not completing these changes as part of a dated review, from the menu bar select
Vendors, Sales Tax, Adjust Sales Tax Due.

3. The Sales Tax Adjustment dialog displays as shown in Figure A.32.

Sales Tax Adjustment x

AdjustmentDate 12152017
Entry Mo 1002 Class Overhead -
Sales Tax Vendor State Board of Equalization -
AdjustmentAccount 40540 - Sales Tax Disounts -
ADJUSTMENT

7 Increase Sales Tax By

® Reduce Sales Tax By Amgunt | 12.50

Memo Sales TaxAdjustment

Figure A.32

Use the Sales Tax Adjustment dialog box to adjust

QuickBooks Sales Tax Payable properly.
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4. Select the Adjustment Date.
5. Type in an Entry No if desired.
6. Select your Sales Tax Vendor from the drop-down list.

7. Select the Adjustment Account from the drop-down list. As an accounting professional, you
should recommend the proper account type to your customer to use for these adjustments.

8. In the Adjustment pane, select the Increase Sales Tax By or Decrease the Sales Tax By option
button. Enter an amount for the adjustment.

9. Enter a Memo or select the default memo.

10. Click OK to save the transaction.

QuickBooks will create a Make General Journal Entries transaction with a decrease (debit) or
increase (credit) to Sales Tax Payable account with the resulting debit or credit in the account that
was selected in step 7.

The adjustments created remain unapplied in the Pay Sales Tax dialog box until you assign them to
your next Sales Tax Payment.

Manage Sales Tax

Click the Manage Sales Tax task to properly set up and work with Sales Tax in your QuickBooks
data file. Manage Sales Tax is also available from a shortcut on the Home page. For more informa-
tion, see Chapters 9 and 10.

Pay Sales Tax

Click the Pay Sales Tax task to pay your sales tax properly in QuickBooks. For more information, see
Chapter 9.

Sales Tax Preferences

Click the Sales Tax Preferences task to define sales-tax-specific preferences affecting your
QuickBooks data file. For more information, see Chapter 9.

Inventory

For the accounting professional, this is commonly one area of QuickBooks that is the least understood.
Often when working with a client’s file with inventory tracking, I will see a journal entry used to adjust
inventory. Although this does make the adjustment to the inventory account balance on the Balance
Sheet report, it does not reflect the adjustment in the Inventory Valuation Summary or Detail report.

Why is it that a journal entry shouldn't be used to adjust inventory? Consider that the inventory value
on a balance sheet is the quantity of an item multiplied by a cost. When you create a journal entry, you
can enter an amount for the adjustment, but you cannot associate it with an actual inventory item.

The following sections detail several inventory troubleshooting tools.
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A
Review Inventory Setup

Chapter 6, “Managing Inventory,” discusses several topics about the proper processes needed when
your clients track inventory in their business.

When you click the Review Inventory Setup link in the CDR Inventory pane, the Add/Edit Multiple
List Entries dialog box opens. From here, you can easily add or edit individual or multiple inventory
or non-inventory items on the inventory list, as well as other lists.

The Review Inventory Setup is not a CDR-dependent task, but the link in the CDR center makes it
easy to correct your client’s inventory items.

& Compare Balance Sheet and Inventory Valuation

This Compare Balance Sheet and Inventory Valuation CDR task is an inventory troubleshooting tool
that will help you “diagnose” transaction errors involving the inventory asset account. In Chapter
6, you were introduced to the importance of comparing your client’s Inventory Asset on the Balance
Sheet report to the asset total on the Inventory Valuation Summary report.

When transactions are recorded to the inventory asset account without assigning an inventory item
(such as a Make General Journal Entries transaction, or on the Expenses tab of a Write Checks
transaction or an Enter Bills transaction by assigning the inventory asset account), the Inventory
Valuation Summary report will no longer match the value of the Inventory Asset on the Balance
Sheet report.

Another result of improperly recording inventory transactions is the potential for a misstatement
of the value of the Cost of Goods Sold, or the cost of the inventory sold to a customer, which would
affect job costing reports.

To compare the balance sheet and inventory valuation, follow these steps:
1. From the menu bar, select Accountant, Client Data Review and launch Client Data Review.
2. In the Inventory group, select the Compare Balance Sheet and Inventory Valuation task.

3. The CDR tool displays the Inventory Asset account balance from the Balance Sheet for the
selected As Of date. (Optional) Click the Balance Sheet link to review the report.

4. The CDR tool displays the total asset value from the Inventory Valuation Summary report for the
selected As Of date. (Optional) Click the Inventory Valuation Summary link to review the report.

5. A warning message is displayed (see Figure A.33) if there is a difference between the asset
value reported on the two reports.

6. (Optional) Click the Transactions Using Inventory Asset Account But Not Inventory Items link,
and the report in Figure A.34 displays. The report displays transactions that affect the Inventory
Asset balance on the Balance Sheet, but are not properly affecting an inventory item.

7. (Optional) Click Review Inventory Setup to open Add/Edit Multiple List Entries.
8. (Optional) Click New Item to create a new inventory item.

9. (Optional) Click Adjust Inventory Quantity/Value on Hand to properly adjust inventory.
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A
Figure A.33 There should be no difference listed if the proper type of transaction was used to adjust inventory
Compare
Balance Sheet 13 Compare Balance Sheet and Inventory Valuation -Oox
and Inventory Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016)

Valuation is
h There is a discrepancy between the Balance Sheet's inventory account and the Inventory Valuation Summary.
useful when zJA This may be caused by non-inventory transactions that affect inventory accounts, or by incorrect setup of items’
accounts.

troubleshooting How this works
inventory asset

discrepancies. ol O refrest
Balance Sheet inventory asset account: 11,732.04
Inventory Valuation Summary  total: 12,767.04
— Difference: -1,035.00

To find problems Transactions using inventory asset account but not inventory items
Review Inventory Setup

New ltem

Otheruseful links:  AdjustInventory Quantity/\Value on Hand

Itemn List
i .. Transactions using Inventory Asset Account but not Inventory ltems
Figure A
CDR makes Customize Report Share Template Memorize | Print | E-mail * Excel v Hide Header Refresh
it easy to Dates | Custom ~ From B To 12312016 [ Total By Total only ~ SortBy Default -
locate trans- 10:21 AM Rock Castle Construction
actions that 121507 Transactions using Inventory Asset Account but not Inventory ltems
ff t Cash Basis As of December 31, 2016

are afrec Ing @ Type L3 Date o Num = Memo L3 Account @ Split +  Debit + Credit =
the Inventory

General Journal  12/31/2016 1005 To agree with count 12100 - Inventory Asset 50100 - Cost of Goods Sold 1,035.00
Asset but Total 0.00 _1,03500
not using the
proper trans- |
action type. General Journals should not be used to adjust inventory balances

10. (Optional) Click Item List to modify an item.

11. To close, press the Esc key on your keyboard or click the X in the top-right corner when finished.

If you find these types of errors in your accounting for inventory, you instead should create an inven-
tory adjustment to replace them with. QuickBooks will continue to report a difference between the
reports if Journal Entries are recorded to the Inventory Asset account.
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@ Troubleshoot Inventory

Chapter 6 provides useful content on troubleshooting issues surrounding inventory. One of the issues
discussed in that chapter is the effect on the company’s financials when inventory goes negative.

Negative inventory is caused when QuickBooks has recorded a higher quantity of inventory sold
than is available to sell. This process might seem acceptable for some clients if they are waiting

for back-ordered product but want to collect the payment from the customer in advance. Chapter 5,
“Setting Up Inventory,” details better methods for handling back orders and other issues, which can
result in negative inventory values and the misstated financials that can result.

Also, Chapter 6 explained that if an inventory item is marked as “inactive” the resulting inventory
value will not appear on the Inventory Valuation Summary report. If a client truly has inventory in
stock but is not selling it, the Inventory Valuation Summary report would be misstated.

With the Troubleshoot Inventory feature (see Figure A.35) in QuickBooks Accountant, many of the
reports and processes that had to be reviewed for diagnosing inventory valuation errors can be
replaced by the new Troubleshoot Inventory CDR task. In fact, this tool is so valuable in detecting
errors such as negative inventory and finding inactive items with a quantity on hand (to name just a
couple), as accounting professionals we should encourage our clients to upgrade to QuickBooks 2013.

Troubleshoot Inventory - Review Period: Last Fiscal Year (01/01/2016 - 12/31/2016) Figure A.35
Show ltems | Filtered By ~ | Display items that meet any of the checked conditions. Bought/sold & negative quantity dates: How this works Easlly |den'
Qty Bought/Built =0 % Markup less than % 01/01/2016 E| To 12312016 & tify inventory
Qty Sold/Used =0 Inactive items with Qty on Hand Refresh Columns to Displa H
R with a nega-
NAME DESCRIFTION TYPE COST | AVG COST ! SALESF.. ! % MAR} BEG QTY | BOUGHT.. | SOLD/WU ADJ END QTY NEG QT tiVe quantity
| Wood DoorExterior | Exterior wood door |InvPart | 590.39 105.00 120.00 14.29 3 3 24 0 -18 _{B Yas 5 ’

and help your
clients better
manage their
inventory
processes.

Make Selected ltems Inactive Adjust Inventory QuantityValue on Hand & Alertif there's negative inventory
@ as of "to” date

0 anytime in date range

All users in QuickBooks Premier 2013 and QuickBooks Enterprise Solutions 13.0 have access to the
Inventory Center, which offers the ability to list any items that have negative inventory.

To review your client’s inventory using the Troubleshoot Inventory CDR task, follow these steps:
1. If you are completing these changes as part of a dated review, from the menu bar select

Accountant, Client Data Review and launch Client Data Review. Then, in the Inventory group,
select the Troubleshoot Inventory task.



10.

11.

Inventory 701

. If you are not completing these changes as part of a dated review, from the menu bar select

Accountant, Client Data Review and launch the Troubleshoot Inventory task.

. From the Show Items drop-down list, select Filtered By, All, or All Active. This helps to display

specific data for your review of your client’s inventory.

. Place a checkmark in any combination or all of the following:

B Qty Bought/Built = 0

B Qty Sold/Used =0

B Negative Quantity

B Inactive Items with Qty on Hand

B % Markup less than <enter the %>

. The default date range is the same as the selected Review Period. (Optional) You can change the

dates.

. Click Refresh if you are changing the filters or dates to show current data.
. (Optional) Click Columns to Display to modify the content that is displayed.

. Inventory items that match your selected filter criteria are displayed. The column End Qty dis-

plays the number of units in stock as of the To date selected. Next to the End Qty column, a
green circle symbol displays if there is no negative inventory. A yellow caution symbol displays if
inventory items have a negative inventory quantity.

. Select the option for Alert If There's Negative Inventory As Of The “To” Date or Any Time in

Date Range.

(Optional) Place a checkmark in the box in front of any inventory item and then click the Make
Selected Items Inactive button to mark the inventory item as inactive.

(Optional) Click the Adjust Inventory Quantity/Value on Hand to adjust the ending inventory bal-
ances to the client’s physical inventory counted totals. More information is provided in the next
section.

If your review using the CDR tools and features has identified inventory errors, you should read
Chapter 6, which has sections on troubleshooting inventory in QuickBooks.

Adjust Inventory Quantity/Value on Hand

Before you perform this task, you need to know what the actual ending quantity and value for each

inventory item is currently. This is determined by completing a physical inventory count. Without

this important step, you might make an adjustment that is not supported by the actual count.

To create a list used by the warehouse personnel to count inventory, select Vendors, Inventory
Activities, Physical Inventory Worksheet from the menu bar.
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Quantity Inventory Adjustment
The most common type of inventory adjustment is the Quantity Inventory Adjustment.

The Adjust Quantity/Value on Hand is not a CDR tool, but is accessible from the Vendors, Inventory
Activities menu or from an opened Client Data Review. (Optional) If you use this feature often, you
can also add this to your Accountant Center.

More details about properly using the Quantity Inventory Adjustment transaction can be found in
Chapter 6.

The next section discusses a different type of inventory adjustment called a Value Adjustment.

Value Inventory Adjustment

When deciding whether to use a Quantity on Hand or Value Adjustment only, be sure of the net
result you want to obtain. A value adjustment will not change the quantity on hand, but it will
assign a new average cost by dividing the units in inventory by the new value.

Timing is important when doing a valuation adjustment. Value adjustments, if appropriate, should
be carefully considered for their impact on the company’s resulting financials.

The Value Inventory Adjustment is a less-common type of inventory adjustment. The Adjust Quantity/
Value on Hand is not a CDR tool, but is accessible from the Vendors, Inventory Activities menu or from
an opened CDR. (Optional) If you use this feature often, you can add this to your Accountant Center.

Payroll

To have QuickBooks automatically calculate payroll, you or your client will need to purchase a pay-
roll subscription from Intuit. When payroll is not prepared properly, many of the QuickBooks payroll
transactions and calculations will not work correctly or at all.

W) For more detailed information on the payroll subscriptions offered as well as details of the
proper payroll process, see Chapter 11 “Setting Up Payroll.”

The CDR tasks for payroll will help you find payroll errors and set defaults in your client’s file, which
will help to avoid future mistakes.

. , .

W tip
Your ability as the accountant to make changes in a client’s payroll setup as well as adjust payroll transactions is only
possible when

B You are working in a client’s working data file (QBW file extension). You cannot make changes to payroll transactions
when working in an Accountant’s Copy file copy.

B You are working onsite or remotely logged in to the client’s file (via the Internet) and your client has a current paid
payroll subscription. The payroll features available will be limited by the payroll subscription the client owns.

B You are working with the client’s file at your place of business and you have a paid payroll subscription from Intuit.
Accounting professionals providing payroll services for their clients will benefit from using the QuickBooks Enhanced
Payroll for Accountants subscription. See Chapter 11 for more details.
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@ Find Incorrectly Paid Payroll Liabilities

Details about the proper methods to prepare payroll and how to pay the accrued liabilities are
provided in Chapter 11. Some QuickBooks users might choose to use the Write Checks transaction
when preparing their payroll liability payments. Incorrectly prepared payments will adjust the bal-
ance sheet balances, but will not be reflected accurately in the Payroll Center. However, over the
past several years, payroll liability payment errors are less likely to occur because of improved error
messaging that encourages the QuickBooks user to prepare these liability payments properly.

This CDR task delivers another timesaving tool—helping the accounting professional easily and
quickly find payroll liability payments that were recorded incorrectly.

When you select the menu or link in CDR to Find Incorrectly Paid Payroll Liabilities (Payroll group),
QuickBooks prepares a report titled Payroll Liabilities Paid by Regular Check. See Figure A.36,
which displays the results in true debit and credit format for each item found. This report will find a
Write Checks transaction that was payable to a payroll item vendor.

Figure A.36 Payroll Liabilities Paid by Regular Check
This CDR Customize Report | Share Template | Memorize | Print | E-mail |» |Excel| v | | Hide Header | | Refresn
report will find | paes LastFiscal vear ~ | From 01012018 E To 12312016 B SortBy Default -
incorrectl E
R y 10:27 AM Rock Castle Construction
paid payroll s Payroll Liabilities Paid by Regular Check
llablllty pay- January through December 2016
ment transac_ + Type ¢ Date ¢ Hum + Memo * Account @ Clr» Split + _ Debit #  Credit  +
State Fund
tion types. Check 01/15/2016 105 Worker's Compen. 10100 - Checking » 24080 - Worker's. 1,214.31
Check 011572016 105 Payment for Ope... 24080 - Worker's Compensation 10100 - Checking 121431

Use the details from this report to determine to which account your client has recorded these payroll
liability payments. Did the client record them to the payroll liabilities account or select an expense
account by mistake? More details about troubleshooting payroll can be found in Chapter 12.

After you determine what account the original entries were posted to, you can complete a Payroll
Liability Adjustment by following these steps:

1. From the menu bar, select Employees, Payroll Taxes and Liabilities, Adjust Payroll Liabilities
to open the Liability Adjustment dialog box shown in Figure A.37.

2. Enter the Date and Effective Date. Both should be dated in the quarter you want to effect the
change.

3. Select Company for the adjustment. You would not select Employee here because the amounts cal-
culated and paid were correct, just the type of transaction used to make the payment is incorrect.

4. Assign a Class if your business tracks different profit centers.
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=2 Liability Adjustment -0 %
HNext Adjustment
Prev Adjustment

Date 12/31/2016 Ed Effective Date 12/31/2016 [

Adjustmentis for:
© Employee - Class -

Cancel

(® Company

Taxes and Liabilities

ITEM NAME ! AMOUNT ¢ MEMO

Workers Compensat... -1,214.31 |to remove liab paid by check I Accounts Affected...

Figure A.37

Correct payroll
liabilities paid incor-
rectly with a Liability
Adjustment.

5. Click the Accounts Affected button. When determining which option button to select in the

Affect Accounts? dialog box, take these suggestions into consideration:

B Do Not Affect Accounts—Select whether the original transaction was assigned to the correct

payroll liability account on the balance sheet.

B Affect Liability and Expense Accounts—Select whether the original transaction was
assigned to the expense account that is assigned to the payroll item used.

B Select Affect Liability and Expense Accounts—Select whether the original transaction was
assigned to any other account other than those stated above. You will want to review your
financials after making this adjustment and might need to create an adjusting journal entry to

correct the balance in the account that was originally used.

6. Click OK.

7. QuickBooks might open another dialog box with the default account that is going to be affected.
You can specify the account used on the original tax payment transaction being corrected.

8. Click OK to save the transaction.

9. Review the balances in the affected accounts to make sure the adjusting transactions have been

entered correctly.

You can check this and other details of your client’s payroll setup by completing the Run Payroll

Checkup as discussed in Chapter 11.

Review Payroll Liabilities

Conveniently, from within CDR you have access to the Employee Center: Payroll Center. From the
displayed dialog box, you can view multiple month calendars; your upcoming scheduled payroll
processing dates; due dates and amounts for paying your payroll liabilities in a timely fashion; and
even links to processing the quarterly and annual forms for federal filings and most state filings.

W) 7o learn more about using the Payroll Center, read Chapter 11.
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Review Employee Default Settings

QuickBooks CDR provides easy access to another feature that has been well hidden! Reviewing
employee defaults will help your client process payroll with fewer mistakes, making future payroll
reviews less time consuming.

W) You can learn more about setting these employee defaults in Chapter 11.

Enter After-the-Fact Payroll

No longer is entering after-the-fact payroll time consuming! From within CDR, the accounting pro-
fessional has access to this important feature. You or your client must have an active payroll sub-
scription. If you or your client does not have an active payroll subscription, the After-the-Fact Payroll
task will not display in the Payroll task group. Keep this in mind if you are working at the client’s
site or are remotely logged in to the client's data file.

Payroll entered through the After-the-Fact Payroll processing will also be included in all the federal
and state forms QuickBooks payroll subscriptions prepare.

Bank Reconciliation

There are many ways to troubleshoot bank reconciliation issues with your client’s data. With
QuickBooks Accountant 2013 you have access to the Accountant Center (see Figure A.2), which dis-
plays timely information about your client’s bank and credit card reconciliations.

W) Learn more about completing and troubleshooting your client’s bank reconciliations in Chapter 13.

Reconcile Accounts

You can use the Reconcile Accounts link in the Bank Reconciliation task group of the CDR feature to
troubleshoot or complete your client’s monthly bank reconciliation. If you are working with a client’s
Accountant’s Copy file, you will be able to reconcile the bank account and these reconciliations will
be incorporated into your client’s data.

W) More details about this topic can be found in Chapter 16, “Sharing QuickBooks Data with Your
Accountant.”

In my years of working with clients’ QuickBooks files, the bank reconciliation is the task I most fre-
quently see not completed at all or not done correctly, yet it is one of the most important tasks when
you want to look at trusted financials. The CDR feature helps you, the accountant, work with your
client’s data file when reviewing or completing the bank reconciliation.

Locate Discrepancies in Bank Reconciliation

After reviewing the client's previous bank reconciliations, you might determine that the begin-
ning balance, which was once correct, is no longer correct. Perhaps your client modified, voided, or
deleted a previously cleared transaction.
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The Locate Discrepancies in Bank Reconciliation report will help you to easily find these. The report

is added to the CDR, Bank Reconciliation group:

1. From the menu bar, select Accountant, Client Data Review and launch the Client Data Review

feature.

2. In the Bank Reconciliation group, select the Locate Discrepancies in Bank Reconciliation task.

3. The Previous Reconciliation Discrepancy report displays. For each transaction on this report, you
see the modified date, reconciled amount, type of change (amount added or deleted), and the
financial effect of the change (see Figure A.38) grouped by bank statement date.

10:33 AM Rock Castle Construction

12187 Previous Reconciliation Discrepancy Report
10100 - Checking
Type < Date __ < Entered/Last Modified « Num o Name

o Reconciled Amount « _Type of Change _ + Effect of Change ©

Statement Date: 11/30i2017
Check 10312017 12152017 10:33.08 435
Total 10/31/2007

Dianne's Auto Shop -212.00 Uncleared

212.00
212.00

Figure A.38

View details of previously cleared transactions that have been modified or deleted.

You can add the username to the report details to help in identifying who made the change to the

transaction:

1. From the displayed Previous Reconciliation Discrepancy report, click Customize Report.

2. On the Display tab, place a checkmark on Last Modified By in the Columns box.

3. Click OK.

After reviewing the Previous Reconciliation Discrepancy report,
you can prepare the Voided/Deleted report to help determine
how to correct the transaction(s). To prepare this report, from the
menu bar select Reports, Accountant & Taxes, Voided/Deleted
Transactions Summary (or Detail).

The Voided/Deleted report will not track discrepancies caused
by changing the bank account associated with a transaction or
changing a transaction amount. However, now the Client Data
Review, Review List Changes task will track changes made from
adding, deleting, or even merging charts of accounts and other
list items in QuickBooks.

A caution
Troubleshoot your begin-
ning balance differences with
the Previous Reconciliation
Discrepancy report before com-
pleting the next month’s recon-
ciliation. Doing so is important
because QuickBooks removes
all details from the discrepancy
report when you complete a
new reconciliation. This is due
to QuickBooks determining that
you have solved the issue or you
would not have completed the
next month’s bank reconciliation.
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Reviewing Missing Checks

need to enter

The Missing Checks report is useful when reviewing the accuracy of your client’s bank account
data. This report can help you determine whether any check transactions are missing or duplicated.

The Review Missing Checks link is conveniently included in the Bank Reconciliation cleanup tasks.
In the Specify Account dialog box, select the appropriate bank account from the drop-down list.

The resulting Missing Checks report shows all transactions that are withdrawals from (that is, cred-
its to) the bank account and that have a reference number. Transaction types include check, bill pay-
ment, sales tax payment, liability payment, paycheck, and general journal entry type transactions,
presented in order by their reference number (see Figure A.39).

Figure A.39 10:36 AM Rock Castle Construction
The Missing 121517 Missing Checks
Checks report All Transactions
@ Type L3 Date < Num & Name £ Memo L3 Account @ Split @ Amount ®

can help you Check 04/30/2016 150 Bayshore Water Monthly Wat.. 10100 - Checking 65130 - Water 2400
determine Check 04/302016 151 Cal Telephone FlatAatsPh.. 10100 - Checking ~ -SPLIT- -80.00

Check 04/30/2016 152 Bankof Anycity Pt 4 10100 - Checking ~ -SPLIT- 2710.90
Whether yOU =2 Duplicate document numbers =*

Check 05012016 152 Vu Contracting 10100 - Checking -SPLIT- -7,500.00
== Missing numbers here =

any missing Bill Pmt -Check 05/13/2016 154 East Bayshore Au..  Monthly Truc... 10100 - Checking 20000 - Acco.. -53297
. Check 05/15/2016 1535 Patton Hardware S... 10100 - Checking 64800 - Tools.. -950.23
transactions Check 05/5/2016 156 QuickBooks Maste: 10100 - Checking 20500 - Quic -1,400.00
before yOU Sales Tax Paym. 05/15/2016 157 State Board of Equ ABCD 11-23. 10100 - Checking 25500 - Sales. -318.02
Check 05/31/2016 158 Bayshore Cal0il S. Fuel 10100 - Checking 60110 - Fuel -143.00

reCOnCile. Check 05/31/2016 159 Dianne’s Auto Shop  Monthly Vec... 10100 - Checking 60130 - Repa.. -232.00

You should look for any breaks in the detail with a ***Missing or ***Duplicate warning.

Miscellaneous

This section of the CDR can be one of the most useful to you because it shows you how to set pref-
erences to make your client’s work more accurate and how to set a closing date, which will prevent
or discourage a user from making changes to your reviewed data. If you are working with a client’s
Accountant’s Copy, you will be able to set the Closing Date and optional Closing Date Password,
which will be incorporated into the client's file.

Setting Closing Date and Password

QuickBooks offers flexibility for accounting professionals who want to protect prior period data and
those who need or want to make changes to prior period accounting records.

What exactly is a “closed” accounting period? Well, a business can decide to close a month when a
task such as a bank reconciliation is done or a sales tax return is filed, or a business can close once
a year when the data is finalized for tax preparation. Because QuickBooks does not require you to
close the books, it is a decision of the accounting professional and business owner (see Chapter 16).
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The option of setting a closing date and password makes it easy to protect prior period transactions
from unwanted modifications. With additional user-specific security settings, the business owner
and accountant can also manage who has the privilege to make changes to transactions dated on or
before a specific closing date.

Step One—Setting the Date and Assigning the Password

The first step in controlling changes to closed accounting periods is to set a closing date and option-
ally (although recommended) a closing date password the user must provide when adding, deleting,
or modifying a transaction dated on or before the closing date.

Another important reason for setting a closing date is to track additions, modifications, or deletions
to transactions dated on or before a closing date. The Closing Date Exceptions report will not track
these changes when a closing date is not set.

To set the closing date and optionally a password (different from the Admin or External Accountant
password) from an open Client Data Review, follow these steps:

1. Click the Set Closing Date and Password link in the Miscellaneous group of the CDR center. The
Accounting—Company Preferences tab of the Preferences dialog box opens.

2. Click the Set Date/Password button. The Set Closing Date and Password dialog box displays.

3. (Optional) Select the following checkbox: Exclude Estimates, Sales Orders, and Purchase Orders
from Closing Date Restrictions. These transactions are nonposting, and changes made will not
affect your financials.

4. Enter a closing date and optional password. Consider using your phone number as the password
or Call Accountant to encourage your client to call you before making changes to closed period
transactions.

5. Click OK to close the Set Closing Date and Password dialog box.

6. If the No Password Entered warning displays, select Yes to add or edit users or No to close the
warning.

7. Click OK to close the Preferences dialog box.

Setting a closing date is only step one. Next, you must set user-specific privileges for users to whom
you want to allow access to adding, deleting, or modifying a transaction dated on or before the clos-
ing date.

Step Two—Setting User-Specific Security

To be certain the closing date control is managed properly, review all users for their specific rights
to change transactions up to and including a closing date. To view the following menu, you need to
be logged in to the file as the Admin user (External Accountant user type does not have the capabil-
ity to create new users or change permissions for existing users):
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1. From the menu bar, select Company, Set Up Users and Passwords, Set Up Users. The User List

dialog box opens.

2. To view a user’s existing security privileges (other than the Admin or External Accountant user)
from the User List dialog bozx, select the user and click the View User button. You will be able to
view in summary form the security settings for that user, as shown in Figure A.40.

Figure A.40
Review in summary form the user’s security
privileges.

Access for user: Susan

This user has the following access rights. Click the Leave button o
return.

AREA CREATE : PRINT REP
Inventory Y Y Y
Time Tracking Y ¥ ¥
Payroll and Employees N N N
Sensitive Accounting Activities Y ¥ ¥
Sensitive Financial Reporis Y Y nia
Changing or Deleting Transactions Y nia nia
Changing Closed Transactions N nia nia

View user access

oL

3. Any user who should not have rights to changing closed period transactions should have an “N”
placed in the last setting of Changing Closed Transactions.

4. After reviewing a user's existing security privileges, if you need to edit the setting referenced
earlier, click Leave to close the View User Access dialog box.

5. QuickBooks returns you to the User List dialog box. Select the username and click the Edit User

button.

6. On the Change User Password and Access dialog box, optionally modify the username or pass-

word. Click Next to continue.

7. The User Access dialog box for the specific user displays. Choose Selected Areas and click Next
to continue through each of the security selections until you reach the selections on Page 9 of the

dialog box as shown in Figure A.41.

With the ease of doing client reviews, and now the security of knowing your hard work is docu-
mented and protected with a closing date, your future reviews should take even less time to com-
plete, giving you more time to help your client with important management decisions.
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Figure A.41

With QuickBooks you set controls
not to allow users to change trans-
actions on or before a set closing
date.

Set up user password and access: Susan

Changing or Deleting Transactions Page 9 of 10

Do you want this user to have the ability to change or delete transactions in
the areas they have access to?

® Yes

Mo

Should this user also have the ability to change or delete transactions that
were recorded before the closing date?

Yes

® No

Review QuickBooks Preferences

Don't forget during your review to manage properly the many useful preferences that will help you
and your client work more efficiently and accurately in the QuickBooks data file.

QuickBooks offers two types of preferences:

My Preferences—Choices selected on this tab are being defined only for the currently logged-in
user. If you are setting preferences for your client, you should log in with the client’s username,
and then set the My Preferences. These settings can be changed while in a multiuser environ-
ment (when others are in the data file).

Company Preferences—Preferences set on these tabs are global for all users in the QuickBooks
data file. Often, these preferences can be set only when you are in single-user mode, meaning
other users cannot be working in the file when you set Company preferences. Both the Admin
and the new External Accountant type user can modify Company Preferences.

There are preferences specific for accounting you should review. As the trusted accounting professional

for
| |

your client, you benefit by reviewing each of the available preferences, including the following:
Accounting B Ttems & Inventory B Sales Tax

Bills B Jobs & Estimates B Search

Calendar B Multiple Currencies B Send Forms
Checking B Payments B Service Connection
Desktop View B Payroll & Employees B Spelling

Finance Charge B Reminders B Tax: 1099

General B Reports & Graphs B Time and Expenses
Integrated Applications B Sales & Customers
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Of the preferences, those that can enhance the accounting accuracy of a QuickBooks file are dis-
cussed in more depth in the related chapter. For example, the Sales & Customer preferences that
improve the client’s accuracy in QuickBooks are detailed in Chapter 9.

Condense Data from Previous Periods

If you find the client’s data has become “sluggish” or has grown too large to be managed effi-
ciently, you may want to consider using the Condense Data feature. This feature was improved in
QuickBooks 2012. The Condense Data feature is greatly enhanced for the QuickBooks Accountant
and QuickBooks Enterprise Solutions Accountant editions. Specifically, these software versions can

B Remove transactions before a specific date and optionally create a report showing which transac-
tions were removed.

B Remove all transactions but keep lists and preferences.

B Remove transactions outside of a date range (to prepare a period copy of the company file).

After choosing from one of these data removal options, the accounting professional can then choose
from these options:

B Create One Summary Journal Entry For All Transactions Prior To The Specified Cut-Off Date.
B Create A Summary Journal Entry For Each Month.

B Don't Create A Summary removes all transactions before the stated date regardless of status.
Removed transactions are not replaced with a journal entry.

When condensing involves inventory, the accounting professional will have these choices:
B Summarize inventory transactions (recommended if goal is to reduce file size).

B Keep inventory transaction details.

As with any process of removing data, a backup should be created first in the event that the process
does not provide the expected results. There are some limitations when using this tool—namely,
current year payroll transactions are not removed.

W) For more information, see Chapter 17, “Managing Your QuickBooks Database,” for details on file
size management.

With a password set and preferences reviewed, your next review of your client’s data should take
even less time using the CDR.
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A
Finishing a Client Data Review

You can leave a CDR open for as long as it takes you to finish. When you close out of a task, your
work is saved. Additionally, as you are working, you can conveniently select a QuickBooks menu
outside of the Client Data Review and CDR will refresh automatically, including transactions created
and modified.

(Optional) As you work through the many tasks, you can record an overall note for the review or
individual notes assigned to specific tasks.

Saving the Review as a PDF

You can print the details of your CDR to paper or save as a PDF file. The information included with
this document is shown in Figure A.42:

B Company name

B Review Period (Last Fiscal Year, Quarter, Month, or Custom)
B Date Printed

B Dates included in this review

B Basis: Accrual or Cash

B Client Data Review Notes

B Cleanup Tasks and Subtasks

B Status

B Task Notes

B Filename and path where the report is stored if prepared in PDF format

Marking Review Complete

When you have completed all tasks in the CDR and you select the Mark Review Complete button,
QuickBooks does the following:

B Provides the option to set a closing date and password.
B Changes the Prior Review Period Dates in the Troubleshoot Account Balances Task.

B In the Troubleshoot Account Balances tasks, QuickBooks transfers your final reviewed balances
to the Last Review Balances column. (These amounts will not change even if a customer makes a
change to a transaction dated in that review period!)

B Provide the option to carry over task notes to the next review.



Figure A.42

Print or Save to PDF the
details of the review for
your paper files.
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Rock Castle Construction

Review Period: Last Fiscal Year

Date Printed: 12/15/2017

Dates: 01/01/2016 - 12/31/2016 Basis: Cash
Review Notes:
Provide copy of review notes when completed to:
Bob Smith
CFO
Rock Castle Construction
bob@rockcastleconstruction.com
Cleanup Tasks Status Task Notes
Account Balances
Troubleshoot Prior Account Balances Completed
Reclassify Transactions Completed
Open Working Trial Balance In Progress
Review List Changes
Chart of Accounts Completed
Iltems Completed
Fixed Asset Items Completed 11/15/16 Client purchased a new
Dell Server, request purchase
documents.
Payroll Items Completed
Review Item Setup Not Started
Customers Not Started
Vendors Not Started
Change Other Name Types Not Started
Accounts Receivable
Fix Unapplied Customer Payments and Credits Completed
Clear Up Undeposited Funds Account Completed
Review AR Aging Summary Report In Progress
Write Off Invoices Completed Provide list of invoices to client
Accounts Payable
Fix Unapplied Vendor Payments and Credits Completed
Evaluate and Correct 1099 Account Mapping Completed
Review Unpaid Bills Report Completed
Sales Tax
Fix Incorrectly Recorded Sales Tax Completed
Adjust Sales Tax Payable Completed
Manage Sales Tax Completed
Pay Sales Tax Completed
Sales Tax Preferences In Progress
Inventory
Review Inventory Setup Not Started
Compare Balance Sheet and Inventory Valuation Completed
Troubleshoot Inventory Completed
Adjust Inventory Quantity/Value On Hand In Progress
Payroll
Find Incorrectly Paid Payroll Liabilities Completed
Review Payroll Liabilities Completed
Review Employee Default Settings Completed
Enter After-The-Fact Payroll Completed
Bank Reconciliation
Reconcile Accounts Completed
Locate Discrepancies in Bank Reconciliation Completed
Review Missing Checks Completed
Miscellaneous
Set Closing Date and Password Completed
Review QuickBooks Preferences Completed

Condense Data from Previous Periods

Completed
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Specific to the Troubleshoot Account Balances task, you do not have to Mark the Review as
Complete for each review. However, your ending balances will be recorded only in the Last Review
Balances column when you mark the review as completed. Marking a review as completed still

gives you the option to reopen a previously closed review.

Reopening a Client Data Review

After marking a review as complete and before you start the next review, you will have the option
to reopen the previously marked completed review as shown in Figure A.43. After you start a new

review, you will no longer have the option to reopen the previously completed review.

Review Marked Complete on: 12/15/2017

Learn More

[ Reopen Completed Review ] [ Start New Review ] [ Cancel ]

Figure A.43
Before starting a new review, you will have the
option to open a previously closed review.

Reporting on Review Activity

Also available on the CDR center is a link to the Audit Trail of Review report (see Figure A.44).
You can use this report to detail the transactions you have added, modified, or deleted during your

review. The Audit Trail report will not report on changes made to list items.

12:58 PM Rock Castle Construction

1215017 Audit Trail

Entered/Last Modified December 15, 2017

Hum ¢ Last Modified « Last modified by « State o Date @ Name

® Account

@

split

+ Debit

&

Credit

General Journal 1006

1006 12152017 12:58:43 Laura (External A Latest 11/30/2018
Invoice 1100
1100 121152017 10:24:26 Laura (External A... Latest 1243112016 Bauman, Mark:Hom.

Bauman, Mark:Hom
State Board of Equ

60600 - Bank Serv.
10100 - Checking

11000 - Accounts...

40100 - Construct.
25500 - Sales Tax.

10100 - Chec.

60600 - Bank..

-SPLIT-
11000 - Acco
11000 - Acco

2,586.00

2,400.00
186.00

°

Figure A.44

The QuickBooks
Audit Trail
report helps
identify what
changes were
made to trans-
actions and by
which user.

Additionally, if you used the new External Accountant type of login access, you were given all the
rights of the Admin user (except adding or modifying users and viewing sensitive customer credit
card information) and you can see your changes separate from the Admin or other users on this

report.
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The Audit Trail report provides details of additions and changes made to transactions, grouping the
changes by username. The detail on this report shows the prior versions of the transaction and the
latest version of the transaction, if it was edited. The Audit Trail report defaults to changes made as
of today’s date. This filter date can be modified for your needs.

The Audit Trail report can be lengthy to review. However, if as an accountant you try to track down
specific user activity with transactions, this can be a useful report to review because the changes
are grouped by username.

If you find undesired transaction changes, consider setting a closing date password and setting spe-
cific user security privileges as detailed earlier in this chapter.

Creating an External Accountant User

Setting up a QuickBooks user for each person who enters data provides a level of control over the
sensitive data to be viewed by this user and gives access to specific areas in QuickBooks. For addi-
tional control, a user-specific password can also be assigned.

When you create a new user (or edit an existing user) in QuickBooks, you can assign that user as an
External Accountant.

As an accounting professional using the CDR, you will want to request that your client create a
username for you and assign the new External Accountant Type. If you then log in to the client file
with this new user type, you will benefit from the following:

B Complete Admin access, except that you cannot create or edit users or view sensitive customer
credit card numbers.

B Reports such as the Audit Trail can be filtered in Excel for a specific username, enabling you to
see your transactions separate from the client’s transactions.

B Client Data Review distinguishes in the dialog box if your login is the new External Accountant
type (see Figure A.1).

B Access to Accountant Center, plus limited accountant and CDR tools when logging in to a client’s
QuickBooks Pro, Premier, or Enterprise 2013 non-accountant edition file.

If you are reviewing your client’s data using the Accountant’s Copy file type, or if you are not given
the Admin login, this new External Accountant will have to be created before your client creates the
Accountant’s Copy or has you review data files.

To create an External Accountant, follow these steps:

1. Open the QuickBooks data file using the Admin user (the default user QuickBooks creates with a
new QuickBooks file) and enter the appropriate password if one was created.

2. From the menu bar, select Company, Set Up Users and Passwords, Set Up Users.
3. Enter the Admin user password if one was originally assigned. Click OK.

4. The User List dialog box opens; it lists the current users set up for this file.
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5. Click the Add User button to create a new user, or select an existing username and click the Edit
User button.

6. The Set Up (or Change) User Password and Access dialog box opens.
7. In the User Name field, type the name you want the user to be identified by in the file.

8. In the Password field, enter an optional password, and in the Confirm Password field, retype the
password for accuracy.

9. (Optional) Click the box to Add This User to My QuickBooks License. (See the Explain link for
more details.)

10. Click Next. You might receive a No Password Entered message, click Yes or No to creating a
password. If you select Yes, you will be taken back to step 8. (Optional) Select Do Not Display
This Message in the Future. The Access for User:<username> dialog box opens.

11. Select the option for External Accountant, as shown in Figure A.45.

Change user password and access Figure A.45
Ask your client to create an External
Accountant type user for your login.

Access for user: Laura

i
‘What do you want this user to have access to?

7 All areas of QuickBooks

T Selected areas of QuickBooks
(You will make the selections in the screens that follow)

External Accountant
(Access to all areas of QuickBooks except sensitive customer data, such as
credit card numbers)

12. Click Next.

13. QuickBooks provides a warning message, confirming that you want to give this new user access
to all areas of QuickBooks except customer credit card numbers. Select Yes to assign the new
External Accountant type privileges to this new or existing user.

14. The Access for User:<username> dialog box opens. The message restates that the new External
Accountant user will have access to all areas of QuickBooks except sensitive customer credit
card data. Click Finish to complete the process.
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