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SECTION 1 WORKING WITH LISTS

SECTION OBJECTIVES
e To edit the company chart of accounts
e To add a new customer to the Customer:Job list
e To add a new vendor to the Vendor list
e To learn about custom fields, and to practice adding custom fields
e To see how to manage lists in QuickBooks

USING QUICKBOOKS LISTS

QuickBooks lists organize a wide variety of information, including data on customers,
vendors, inventory items, and more. Lists save you time by helping you enter information
consistently and correctly. When you store information on a list, you enter it once and
never need to retype it. Think about how much information you use more than once in
your business:

e Names, addresses, and other information about customers who purchase
from you on a regular basis

e Contact information for vendors from whom you purchase your supplies
e Descriptions and prices for products or services you sell again and again

Simply enter repetitive information into a list once, and then use it over and over on
checks, on invoice forms, and other daily transactions. You don’'t have to enter all the
information for your company lists before you begin working with QuickBooks. You can
add information to lists as you go along.

EDITING THE CHART OF ACCOUNTS

The chart of accounts is your most important list because it shows how much your
business has, how much it owes, how much money you have coming in, and how much
you’re spending. When you set up your own company in QuickBooks, the EasyStep
Interview lets you choose a chart of accounts designed especially for your type of
business. However, not every business has the same needs; you'll want to make a few
changes to the list.



To display the chart of accounts:
1 From the Lists menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts for Rock Castle Construction.
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2 Scroll through the list. The chart of accounts displays balance sheet
accounts first, followed by income and expense accounts.

EDITING AN ACCOUNT

If any of the accounts don’t suit your needs, you can edit or delete them. In
the next exercise, you'll edit Rock Castle Construction’s Checking account to
provide the account number.

To edit an account:

1 In the chart of accounts, select Checking.
2 Click the Account menu button (at the bottom of the window), and then

select Edit.

QuickBooks displays the Edit Account window.
3 In the Description field, type Great Statewide Bank.



4 In the Bank Acct. field, type 555-333-2222. Your window should look like
this.
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5 Click OK.

ADDING SUBACCOUNTS
The Dues and Subscriptions expense account has one subaccount called Union Dues.
Rock Castle Construction wants to add a second subaccount for trade publications.

To add a subaccount:

1 In the chart of accounts, click the Account menu button and then choose
New. QuickBooks displays the New Account window.

2 In the Type field, select Expense from the drop-down list.
3 Inthe Name field, type Trade Pubs.

Select the “Subaccount of’ checkbox, and then select Dues and
Subscriptions in the drop-down list.



5 In the Description field, type Trade Publications.
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6 Click OK.
QuickBooks displays the new subaccount in the chart of accounts list.
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7 Close the chart of accounts.

WORKING WITH THE CUSTOMER:JOB LIST
The Customer:Job list stores names, addresses, and other information about your

customers. It also holds information about the jobs or projects you may want to track for
each customer.

ADDING NEW CUSTOMERS
In this exercise, you'll add a new customer to the Customer:Job list.

To add a new customer:
1 From the Customers menu, choose Customer:Job List.



QuickBooks displays the Customer:Job list.
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The Customer:Job list lets you add, edit, and get reports on your
customers. Each customer in the list can have multiple jobs (you may call
them projects or accounts). Notice that this Customer:Job list already has
quite a few entries.

Click the Customer:Job menu button (at the bottom of the list window),
and select New.

QuickBooks displays the New Customer window.

Cuiztormer Mame ||

¢ Howe do | determing
o |12£‘| 5/2003 B8] the opening balance?

Opening B alance I

il

Cancel
Addrezs Info I A dditinkal lrko l Payrment Infa [ Job |rfo I
Mest
Company Cortact I Hel I
Mame | ep
| Sl I Customer is
Erelobeont Pt | itactive
b =4 | &l Ph, |
First Farme I M. I Ak, Conkact I
Last Name I E -rnail I
Addreszes
Bill To Ship To

»+ Copy »» |
Address Detailz | Address Detailz |

The New Customer window is where you enter all the information about a
new customer, including billing and shipping addresses, contacts, credit
limit, and payment terms. QuickBooks uses the information you enter to
complete invoices, bills, and receipts. When you’re setting up your
company file, you use this window to record customers’ opening
balances.



3 In the Name field in the Company section, type Godwin Manufacturing,
and then press Tab.

Notice that QuickBooks fills in the Customer Name field and the first line
of the Bill To field with the information you typed in the Company Name
field.

QuickBooks displays the name listed in the Customer Name field in the
Customer:Job list. By default, QuickBooks sorts the list alphabetically.

Tip: If you are entering individual names, you may want to use last name,
first name in the Customer Name field so that your Customer:Job list displays
the names with the last name first.

4 In the Bill To field, click the line below the company name. Type
376 Pine Street, and then press Enter.

Notice that you press Tab to move between fields, but you press
Enter to move from one line to the next within a field.

5 On the next line of the Bill To field, type Bayside, OR 64326.

6 Click Copy to have QuickBooks copy the billing address to the Ship To
field.

7 Continue filling out the customer information by providing
the following information:

¢ Contact: John Godwin
e Phone: 325-555-9841

e Fax: 325-555-0012

e Alt Contact: Tracy Heldt
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Note: If you use plan to e-mail invoices or statements to customers
using the Send Forms feature, use this window to enter your
customers’ e-mail addresses.

PROVIDING ADDITIONAL CUSTOMER INFORMATION

You've just completed the Address Info tab for a new customer. The Additional Info tab
is where you can provide other important information, such as customer type (if you want
to categorize your customers in some way), payment terms, and sales tax information.

To add additional information to a customer record:

1

Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Customer
window.
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In the Type field, type Industrial.

The Type field lets you track customers in any way that is meaningful for
your business. For example, if you run ads on television, radio, and in
print, and you want to know which advertising method brings you the
most customers, you can assign customers a “type” (TV, Radio, or Print)
and run reports that tell you which referral source is most effective. Rock
Castle Construction uses the Type field to categorize customers by the
type of service provided.

Press Tab.

QuickBooks tells you that Industrial is not currently on the Customer Type
list and asks if you wish to add it.

Click the Quick Add button to add the customer type to the list.

Quick Add lets you set up the item with a minimum amount of data. If you
click Set Up, you can enter more detailed information, but that interrupts
the process of creating a new customer.



5 Inthe Terms field, type Net 30.
In the Tax Code field, select Non from the drop-down list.

7 Inthe Tax Item drop-down list, select Out of
State. Your screen should now look like this.
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PROVIDING CUSTOMER PAYMENT INFORMATION

The Payment Info tab is where you enter customer account numbers and credit limits.
QuickBooks remembers each customer’s credit limit and warns you when a customer is
about to exceed it. You can also record information about each customer’s preferred
payment method. For customers who pay by credit card, you can enter credit card
numbers and expiration dates.

To add payment and credit information to a customer record:

1 Click Payment Info.

2 In the Credit Limit field, type 2000.

3 In the Preferred Payment Method drop-down list, choose Check.
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When you finish, your window should look like this.
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4 Click OK to add the customer and close the New Customer window.

QuickBooks displays the Customer:Job list with Godwin Manufacturing
added.

5 Close the Customer:Job list.

WORKING WITH THE EMPLOYEE LIST

The Employee list stores information about your employees such as name, address, and
social security number. It also stores information QuickBooks needs to calculate your
employee paychecks (if you are using QuickBooks for payroll). You'll learn how to enter
employee payroll information later in this course. For now, enter only the basic employee
information.

QuickBooks uses the information you enter in the Employee list to track sales and fill in
information on checks and other forms.

ADDING NEW EMPLOYEES

Suppose that Rock Castle Construction has hired a new employee and you
want to add her information to the Employee list.

1 From the Employees menu, choose Employee List.
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QuickBooks displays the Employee list.
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The Employee list is where you add a new employee, edit information for
an existing employee, or delete an employee name (as long as you have
not used the employee name in any transactions).

Click the Employee menu button and choose New. QuickBooks displays
the New Employee window.
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The Personal tab is where you enter basic information about the
employee, such as name, Social Security Number, and date of birth.

In the First Name field, type Marlene.
In the Last Name field, type Duncalf.

Notice that QuickBooks fills in the Print on Check as field with the
information you entered in the name fields. You can enter a different
name if you wish.

In the Social SS No. field type 123-45-6789.
In the Gender field, select Female from the drop-down list.

12



7 In the Date of Birth field, type 7/18/82. The Personal tab should look like

this.
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8 Click the Address and Contact tab.

9 Inthe Address field, type 7195 Spruce Avenue, #202.

10 For the City, State, and Zip fields, type Bayshore, CA 94326.
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11 In the Phone field, type 415-555-1111.
When you finish, the window should look like this.
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12 In the Change tabs field, select Employment Info from the drop-down list.
13 In the Hire Date, type 11/25/2003.
14 Click OK.

15 When QuickBooks asks if you want to set up payroll information, click
Leave As Is.

16 QuickBooks updates and displays the Employee list with the new
employee’s name added.
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17 Close the Employee list.
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WORKING WITH THE VENDOR LIST

The Vendor list is where you record information about the companies or people from
whom you buy goods or services. QuickBooks uses the data in the Vendor list to fill in
purchase orders, receipts, bills, and checks as you receive and pay for goods and

services.

ADDING NEW VENDORS

In this exercise, you’ll add a new vendor to the Vendor list. Suppose Rock
Castle Construction is working with a new subcontractor, and it needs to add
information about the new vendor to its QuickBooks Vendor list.

1

From the Vendors menu, choose Vendor
List. QuickBooks displays the Vendor list.
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Click the Vendor menu button, and then choose
New. QuickBooks displays the New Vendor
window.

The New Vendor window is where you enter all of the information
regarding a new vendor, such as name, phone, contact, address, and
opening balance. Just as when you add a new customer, you start by
providing basic information on the Address Info tab.

In the Vendor Name field, type Hughes Electric.

This is the name QuickBooks displays for this vendor in the Vendor list. If
the vendor is an individual, you may wish to enter the last name first, then
the first name.

In the Company Name field, type Hughes Electric.

Click in the Address field, below the company name displayed on the first
line. Notice that QuickBooks displays the company name on the first line
of the Address field.

On the second line of the Address field, type P.O. Box 2316.
Press Enter to move to the next line.
Type Middlefield, CA 94432.
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9 In the Contact field, type David Hughes.
10 In the Phone field, type 510-555-6666.
11 In the FAX field, type 5710-555-6667.
When you finish, your window should look like this.
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PROVIDING ADDITIONAL VENDOR INFORMATION

The Additional Info tab in the New Vendor window is where you can enter a vendor type
(if you want to categorize your vendors), payment terms, your credit limit, the vendor’s
tax identification number, whether this vendor is eligible for a 1099 form, and your
opening balance. You'll add this information now for Hughes Electric.

To add information to a vendor record:
1 Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Vendor window.
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In the Account No. field, type 123-445.
In the Type field, type Subcontractors.
Notice that when you type “sub,” QuickBooks fills in the rest.

In the Terms field, choose 2% 10 Net 30 from the drop-down list.

In the Credit Limit field, type 2000 and press Tab.
Your New Vendor window should resemble the figure below.
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6 Click OK.

QuickBooks adds the vendor and displays the updated Vendor list.
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Notice that Hughes Electric has been added to the list.
7 Close the Vendor list.

ADDING CUSTOM FIELDS

QuickBooks lets you add custom fields to your Customer:Job, Vendor, Employee, and
Item lists. Custom fields give you a way to track additional information specific to your
business. For example, you can add a field for pager numbers to your Vendor and
Employee lists, a field for customers’ birthdays to your Customer:Job list, and fields for
units of measurement, color, and size to your ltem list.

When you add the custom fields to your sales forms or purchase orders, the fields are
prefilled with the information for that specific customer, employee, vendor, or item (if you
specified a value for the custom field when you added the customer, for example). You
don’t have to add the custom fields to your forms, however; you can also use custom
fields as a way to record information just for your use, such as a credit rating for each
customer. QuickBooks remembers the information you entered in the custom fields
when you import and export data and when you memorize transactions.

For each customer, vendor, and employee, you can add up to seven custom fields,
including fields that overlap. For example, if you add a custom birthday field for
customers, vendors, and employees, QuickBooks counts it as one field used for each.
You can add up to five custom fields for each item your company sells.

After you add custom fields, you can use them on invoices, credit memos, sales
receipts, estimates (QuickBooks Pro and Premier only), and purchase orders.

ADDING CUSTOM FIELDS FOR CUSTOMERS, VENDORS, AND EMPLOYEES

You can enter information in the custom fields only through the New or Edit windows (for
example, the New Customer or Edit Customer windows). You can display information
from the custom fields on form as well as add custom fields to reports.

First, look at the custom fields that Rock Castle Construction has already added to its
Customer:Job, Vendor, and Employee lists. Then, you'll add two new custom fields.
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To add custom fields:

1 From the Customers menu, choose Customer:Job
List. QuickBooks displays the Customer:Job list.

2 In the Customer:Job list, select Cook, Brian.

3 Click the Customer:Job menu button, and then choose
Edit. QuickBooks displays the Edit Customer window.
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4 Click the Additional Info tab.



QuickBooks displays the Additional Info tab in the Edit Customer window.

% Edit Customer &3k a help guestion | Ask il How Do 12§ _ O] |

Customer Mame |Cg ok, Brian
Curent Balance : 6,175,934 How do | adjust the curent balance? LS i
Cancel I
Address Info I Additional Info i Payment Info ]
Motes l
TEategurizing and Defaulk: Price Level | j Help I
ype

Cuztorn Field s :
j Custamer is

Contract # | r inactive

Hesidential

Terms

[Flet 30 =] B-Day [10vave0
Fep Spouse's Nams Ica[m
I

Prefemed S end Method

[E-mail =]

Sales Tax Information

Tax Iem Defing Figlds I
Fag e ISan Damingo j

lﬂ'x—’j Fesale Mumber
r_.______

5 Click Define Fields.
QuickBooks displays the Define Fields window.

D efine Fields

To be uzedfar
Label Customers.lobs  Wendors Emplovees

[Cortract £

[Discount Avalable
[Bowy
[Date oflastraice
[BpowsesMame |

Canecel

i

Help

e e e S
NN W W

R EEEEEREERRRRERR

Notice that Rock Castle Construction has already set up custom fields in
the Customer:Job list for contract number, birthday, and spouse’s name.
In the Vendor list, they have set up a custom field for discount available.
In the Employee list, they have set up custom fields for the date of last
raise and spouse’s hame.

Now, you’ll add a custom field for pager numbers to the Customer:Job
and Vendor lists. You'll also add a custom field to the Employee list that
tracks the date of each employee’s last review.
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In the first blank Label field, type Pager Number.

Click the Customers:Jobs checkbox to select it.

Click the Vendors checkbox to select it.

In the next blank Label field, type Date of last review.
0 Click the Employees checkbox to select it.

Your Define Fields window should now look like this.

= © 0 N O

Define Fields

To be used for oK |

Label CugtomergJobe  Vendors Emplovess
IConllact # ﬂl
Help |

o
[Date oflastraice
[BpowsesMame |

I e e

E R EEEEEERRERRER R B R
T

.. .

11 Click OK.

12 If you see an informational message about using the custom fields in
transactions by turning them on in your custom templates, click OK.
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QuickBooks has added the Pager Number field to the Edit Customer

window.
T R - = «--ic- [~k ~ o Do 17]]_[0]x]|

Current Balance :  B,175.94

Customer Name  [Cook, Erian

How do | adust the cunent balance? Ll

Cateqgonizing and Defaulks
Tvpe

Address Info lAddilionaI Info] Payment Info ]

Cancel !

Price Level ! j Help !

|R esidential

Tems

j Custom Fields
Contract #

[Metz0
Rep
i &

Frefered Send Method

j B-Day

Spousze's Name

Pager Mumber

[E-mail

Sales Tax Infarmation
T lbem

r.l;";"""j Reszale Number

[ |

— iSan D omingo J

Motes I

r Customner i
| inactive
i‘l 0/2/60
’Carol

13 In the Pager Number field, type 415-555-9876.

If you customize your sales forms to display the Pager Number field, this
number displays whenever you create a form for this customer. It also
displays on reports modified to display the Pager Number column.

14 Click OK to close the Edit Customer window.
15 Close the Customer:Job list.

ADDING CUSTOM FIELDS FOR ITEMS
Now suppose that Rock Castle Construction wants to add another custom field to its
Item list. The company purchases several types of locking doorknobs. The Item list
already has custom fields for Color and Material, but now Rock Castle wants to add an

additional field to track Style.

To add custom fields for items:
1 From the Lists menu, choose Item List.
QuickBooks displays the Item list, as shown below.

Ask ahelp question| Ask [ + How Do 1?7 Off =

II_
« Bluepint changes Canstruction,
& Concrete Slab Foundation 2lak Serwce Canstruction: Labor 0.00 J
«Floor Plans Floor plang Service Construction; Miscellaneous 0.00
#Framing Framing labor | Service Construction: Labor BR.00
« Installation Ingtallation laba| Service Construction:Labar 35.00
« Labor Service Construction: Labor 0.00
«Hemowal Remowal labor | Service Construction:Labor 35.00
+FRepairs Repair vaork, Service Construction; Miscellansous 35,00
«5ubg Subcontracted | Service Construction: Subcontrachor: 0.0

» Carpet Inztall carpeting| Service Canstruction: Subcontractor: 0.00

& [ Ingtall dipwall | Service Construction: Subcontractar: 0.00 J
 Item T | Activities T | Repots ™ |7 Show &l

2 In the Item list, select Lk Doorknobs (a sub item of Hardware).
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3 Click the Iltem menu button, and then choose Edit.

QuickBooks displays the Edit ltem window.

Ask ahelp question| Ask |l How Do 1?78 _ (O x-l

- Tpe DK

I—Inventolyl Part | Use for goods you purchase, track as inventary, and rezell.

Cancel |
Cugtom Fields |
ltem Mame/Number ~ [¥ Subitem of S
Lk Doorknobs |Hardware j &I
r— Purchaze Information ————— [~ Sales Information Il te
Description on Purchase Transactions [rescription on Sales Transactions
Locking intenior dootknobs Part # DK415 Locking interior doorknobs
Cost I 34,95 S ales Price I 3800
COGS Account IEost of Goods Sold j T ax Code ITax j
Preferred Yendor IF'alton Hardware Sup... j Incame Aceount |l:0nstruc:ti0n:|\-'| aterials j

— Ireventory Infamation
Asset Accourt Reorder Point OnHand Awvg. Cast  On PO,
Ilnventor_l,l Azset j I 50.00 110 36.26228 0

4 Click Custom Fields.

QuickBooks displays the custom fields already defined for this item.
5 Click Define Fields.

QuickBooks displays the Define Custom Fields for Items window.

6 Under Use, click the first blank checkbox to select it. Then type Style in
the Label field.

Custom Fields for Lk Doorknobs
Calar INalural 0K |
M aterial W Cancel |

Shyle lHDUﬁd Help |
Define Fields |

7 Click OK to close the window.

8 If you see an informational message about using the custom fields in
transactions by turning them on in your custom templates, click OK.

9 In the Custom Fields for Lk Doorknobs window, type Round in the Style
field.
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Custom Fields for Lk Doorknobs

Calar INalural 0K
I aterial W Cangel

Shyls [Riound Help

Define Field:

A

10 Click OK to close the Custom Fields for Lk Doorknobs window, and then
click OK to close the Edit Item window.

11 Close the ltem list.

MANAGING LISTS
Lists are easy to manage in QuickBooks. You can sort lists, combine (merge) list items,
rename list items, delete list items, make list items inactive, and print lists.

SORTING LISTS

You can sort many QuickBooks lists manually or alphabetically. To sort a list manually,
simply use the mouse to drag a list item to its new location. Lists that you can sort this
way are the Chart of Accounts, Customer:Job, Class, Customer Type, Vendor Type, Job
Type, and Memorized Transaction lists.

If you have changed the order of a list by dragging items and then decide you'd rather
have an alphabetically sorted list, QuickBooks has a Re-sort List command. In the chart
of accounts, the Re-sort List command sorts alphabetically within account type; in the
Item list, the Re-sort List command sorts alphabetically within item type.

SORTING LISTS MANUALLY

In this exercise, you’ll sort a list manually, and then re-sort it to put it back
in alphabetical order.

To sort a list manually:
1 From the Lists menu, choose Chart of Accounts.
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QuickBooks displays the chart of accounts for Rock Castle Construction.

_ n Chamt of Accounts SRt i Askl “» How Do 1? !E[ x|

-ﬂ_

4 Checking A=K]

+ Savings § Eank 13 EE 42 J

+ Cash Expenditures Baarik 0.00

+ Accounts Receivable Accounts B eceivable 08,379.84

+ Tools & E quipment Other Current & zzet 5.000.00

4 Emplovee Loans Other Current &szet 000

+ Inventomy A sset Other Current Assst 25, TEZ7E

+ Retainage Other Current &sset 2,461.80

¢ U ndeposited Funds Other Current Aszet 7.933.00

+ Trucks Fixed Asset 2485291
4 Original Cost Fined Asset 3385291
+[epreciation Fised Asset -9,000.00

+ Pre-paid | nzurance Other Aszet 0.00

¢ fccounts Papable Accounts Payable 3347438

4+ QuickBooks Credit Card Credit Card 7000
+0BCC Dept #1 & | Credit Card 45.00
+0BCC Dept #2 « | Credit Card 2500
+0BCE Dept #3 ¢ | Credit Card 0.00

+ Caldil Card Credit Card 71.02

+ Direct Deposit Liahilbies Other Current Liabiliby 000

+ Paprall Ligbilities Other Current Liability 320206

# Sales Tax Fayable Other Current Liability 481200

+ Mate Payable Lang Term Lisbility 344083

+ Truck Loar Long Term Ligbility 566235 =

i Account *: Activities 'l Reportz = ||- Shat Al

Click the diamond to the left of the Owner’s Draw subaccount of Owner’s
Equity. The mouse pointer becomes a four-directional arrow.

Click and hold the mouse button, and drag the pointer upward until you
see a dotted line directly below Owner’s Equity.

Release the mouse button to drop the account in the new position.
The Owner’s Draw account is now directly under the Owner’s Equity
account.

= wner's Equiby E quity 139,000.00
2 [Iwrers Drat E quity -6 000,00
< Jwyrer's Conbribution E quity 25.000,00

Now you can use the Re-sort List command to return the list to
alphabetical order.

To re-sort the list alphabetically, click the Account menu button, and
select Re-sort List.

QuickBooks asks you to confirm that you want to return the list to its
original order.

Click OK.
QuickBooks re-sorts the chart of accounts alphabetically by account type.
Close the chart of accounts.

SORTING LISTS IN ASCENDING OR DESCENDING ORDER

Depending on the type of business you have, you may want to order your list
entries in a certain way. For example, perhaps you’d like to see people who owe
you money at the top of your Customer:Job list. In this exercise, you'll learn how
to sort the Customer:Job list in descending order by customer balance.
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To sort a list in descending order:
1 From the Lists menu, choose Customer:Job List.

#. CustomerJob List sk, a help guestion [Askll = How Do 17N - | O}
Name
« Aberciombie, Krists | 0.00 | | 17 475,26
+ Farmily Raam 000 Mok awarded J
@ Kitzhen 0.oo Pending 479200
» Remodel Bathroom 0.00 Cloged 763328
+Baker, Chis 0.00
« Farmnily Room 000 Clozed
«Balak, Mike 0.00
« LItility Shed 0.00 Cloged
s+ Barley, Renee 0.00 ﬂ
; ¢ achvities ™ | Reports = | [ Show Al

2 Click the Balance column heading.

Notice that an arrow pointing up appears on the heading and the list is
sorted in ascending order by customer balance.

3 Click the column heading again.

Notice that the arrow now points down and the list is sorted in descending
order with the customers with the highest balances at the top of the list.

Ask a hielp question Askl ¥ How Do |? !EI
@ I MHame Balance Waoteg Job Statug Eetimate T okal I
+Pretel Real E state 17.438.68 r_| 15.712.56 j
+ 75 Sunzet Bd. 1241218 I progres: 15,712,856 J
+ 155 Wilks Blvd. 5,026.50 In progress 0.00
#FRobzon, Danci 1242098 F ] 12.865.98
+ Fobson Clinic: 12.420.92 In progress 12.865.98
«Ecker Designs 622611 P 5.828.80
+ Dffice Repairs E.22611 In progress 5.828.80
« Cook, Brian 5,175.94 - 39.594.54
% 2nd skory addition 500330 In progress 22437 44 ﬂ
Ackvities | Reports = | |

4 To return to the order you started with, click the large diamond to the left
of the Name column heading.

5 Close the Customer:Job list.

MERGING LIST ITEMS

In most lists, you can combine two list items into one. For example, you may find that
you’ve been using two customers (because of different spellings) when you really need
only one on your Customer:Job list. You can merge list items in the Chart of Accounts,
Item, Customer:Job, Vendor, Employee, and Other Names lists.

Important:  After you merge list items, you cannot separate them. When
working in your own company file, we recommend that you back up your data
before merging list items.

In this exercise, suppose you want to merge Hughes Electric (the vendor you added
earlier in the section) with C.U. Electric. To merge them, you edit the incorrect name to
match the spelling of the correct name.
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To merge items on a list:

1

From the Vendors menu, choose Vendor List. QuickBooks displays the

Vendor list.
Select Hughes Electric.

Mame

F.- L [ B NE S -5k 3 help question Askl =+ How Do I?I i IEI' xl
Balance Noteg I
East Bayshore Auto Mal 0o ;}
East Bayshore Tool & Supply 0.0
Emplayment Development D epartment o0no
Express Delivery Service 0o
Fap, Maureen Lynn, CPA 0o
Funds Transfer 0o J
Fallion Masonry 0o
Great Statewide Bank 000
Harnlin Metal B70.00
Hally Heating and Elechic 0o
Hopking Construction Bentals 0000
Hughes Electric .10
Kershaw Computer Services 000 |
Lrtiviies = I Reporte ¥ | = Ghimp

Click the Vendor menu button, and then choose

Edit. QuickBooks displays the Edit Vendor window.

# Edit Yendor Azl ahelp guestion| Askl = How Do 128 _ |07 x—l

Wendar Mame

Hughes Electric

LagtMame |

Al Ph. I

Addriess Hughes Electric

F.0. Box 2316
Middiefield, CA 34432

Leddress Details |

Alt, Contact |
E -rail I

Print on Check as
IHughes Elechic

Current Balance : .00 How do | adiust the curent balance? LI
Cancel |
Address Info | Addiiondllnfo |
Notes I
Company Mame{Hughes E lectric Cantack IDEIVid Hughez Help I
b Az A I Phane |51 0-B55-BERE Wendor is
FistName | MI[" FA<  [Si055546867 LT

In the Vendor Name field, type C.U. Electric. (This is the vendor name

you want to merge with.)
Click OK.

QuickBooks asks if you would like to merge the names.

Click Yes.

QuickBooks merges the two names, and you now have only C.U. Electric

in the Vendor list.
Close the Vendor list.
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Note: If you use assembly items in QuickBooks Premier Edition products,
you cannot merge them with other assembly items or with any other type of
item.

RENAMING LIST ITEMS

You can rename any list item. When you make the change, QuickBooks
automatically modifies all existing transactions containing the item.

Tip: If you don’t want to change existing transactions, add a new name
or item instead.

To rename a list item in the chart of accounts:

1 From the Lists menu, choose Chart of Accounts to display the chart of
accounts for Rock Castle Construction.

2

3 Click the Account menu button, and choose Edit.

Fn Chart of Accounts [N Askl ¥ How Do I? !EI
[ Hare | &7 | Bdarce |
+ Checking ¢ |Bank 38.81EE3 J
+ Savings & |Bank 13.868.42
+ ety Flaceivable Acount: A eceivable 5227984
+ Employee Loans Other Current Aszet 0.00
@ Irvventony A szet Other Current A szet 25,767.76
+ Retainage Other Current & sset 2.461.80
¢ Tools & E quipment Other Current &sset 5,000.00
4 I mdepasite d Fupnds Other Currert Aseet 799900
+ Trucks Fined Asset 24,852.91

< Depreciation Fixed Asset -3,000.00
+Original Cast Fixed Asset 3385291
4 Pre-paid | nsurance Other &zzet 0.00
s Aeeoumts Papsble Aceaumts Papable 2347438
+ Caldil Card Credit Card 71.02
+ QuickBooks Credit Card Credit Card 7000
+0BCC Dept #1 & | Credit Card 4500
+[BCC Dept 82 & | Credit Card 2500
+HBCC Dept #2 & | Credit Card 0.00
+ Direct Deposit Liabilties Other Current Liability 0.00
+ Paprall Liabilties Other Current Liability 3.302.08
+ Sales T ax Payable Other Current Liabiity 481200

+ Note Papable Long Term Liability 344083
+ Truck Loarn Lorg Term Lizbility HEE224 ﬂ
| Account ¥ Activities ¥ | Reports = ||- Showdll

In the chart of accounts, select Checking.
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QuickBooks displays the Edit Account window.

7 Edit Account Ak & help question| Askll = How Do 17| - |O|
Type  [CET oK |

General Inlo] Onling [rfo I Cancel

Account iz
nackive

Name |Ehacking

I™ Subaccaunt of I j

Dezcription IG[eal Clatewnde Bank

Bank Acct  [erg-333-2222

Tacline  [<lnassigneds =l

Remind me to arder checks when | pint check number I

%55 Order Checks |

4 In the Name field, type Master Checking Account.
5 Click OK.
QuickBooks changes the account name in the chart of accounts.

F.. Chant of Accounts PRl Askl » How Do 1?7 !E[

+ Davings & |Bank 13,860 42

+ &ccounts Receivable Accounts Feceivable 58,373.84 |

+ Emplovee Loans Other Current Aszet 0.00

+ Inventony Asset Other Current &szet 25,767.76

4 R etainage Other Current Aszet 246180

+ Tools & E quipment Other Current A sset 5.000.00

+ Undeposited Funds Other Current &ssst 7.933.00

+ Trucks Fived Azzet 24.252.91
+ D epreciation Fixed Asset -3,000,00
4 Original Cost Fixed Asgzet 3385291

+ Pre-paid I nsurance Other Aszet 0.0a

+ Accounts Papable Accounts Payable 3347438

+ Caldil Card Credit Card 71.02

+ QuickBooks Credit Card Credit Card 7.0
+0BCC Dept 1 & | Credit Card 45.00
»0BCC Dept #2 & | Credit Card 2500
+GBCC Dept 83 ¢ | Credit Card 0.00

+ Dlirect Deposit Liabilties Other Current Liability 0.00

+ Paprall Ligbilities Other Current Liability 330206

4 Sales Tad FPayable Other Current Liability 481200

+ Mote Payable Lang Term Lisbiliy 344083

+ Truck Loar Long Term Liability 566238

+ Jpening Bal Equity Exquity 1.374.00 ﬂ

Activities ¥ | Reports - ||- Shawall

6 Close the chart of accounts.
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DELETING ITEMS AND MAKING LIST ITEMS INACTIVE

You can delete list items only if you have not used them in any transactions. If you try to
delete a list item that is used in a transaction, QuickBooks displays a warning that the
item can’t be deleted. If you don’t want to use a list item but you can’t delete it, you can
make it inactive.

To make a list item inactive:
1 From the Customers menu, choose Customer:Job
List. QuickBooks displays the Customer:Job list.
2 Select Natiello, Ernesto in the list. (Select his name, not the job.)
3 Click the Customer:Job menu button, and choose Make Inactive.

Notice that Ernesto Natiello (and the job for his kitchen) no longer
appears on the Customer:Job list. (The customer:job item is only
removed from the list—transactions associated with this customer:job will
still show in reports.)

P.sk. a hielp quigstion Askl ¥ How Do |? !EI
I MHame I Balance Notes Job Statug Eztimate T okal
+Memeo, Jeanetts 0.00 ]
+ 2nd shary addition 0.00
< UItility Shed 0.oo
aMiler, Elopse 0o
+ Room addition 0.00 Clazed
«Morgenthaler, Jenny
+ Boom Addition

= Melzon, Wilma
# Office Femodel

Achvities ™ | Reports = | [ Show Al

4 To see inactive list items, select the Show All checkbox in the list window.

QuickBooks displays all the list items again, but the Xs signify that this
customer is still inactive. (You make the customer active again by
choosing Make Active from the Customer:Job menu button.)

i I MName I Balance Motes Job Statug Ectimate Tatal I

2 Znd stor addtion 0.00 B
& Litility Shed 0.00

+ Milner, Eloyse 0.00
2Room addition 0.00 Cloged

+ Muorgerthaler, Jenny 0.00 613417
@ Foom Addition 0.00 & Clozed 613417 _|

+MNatiello, Emesto 0.00 A 1417664
= Kitchen i Cloged

14,176.64

+ Melzon, Wilma

5 Leave the Customer:Job list open, you'll print it in the next exercise.
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PRINTING A LIST
You can print a QuickBooks list for reference, or you may print a list to a file to use in
your word processor or spreadsheet.

To print a list of customers:
1 Click the Customer:Job menu button, and then choose Print List.

QuickBooks displays a message telling you that you can also print list
information from the Reports menu.

2 Click OK to bypass the List Reports message.

QuickBooks displays the Print Lists window, which displays the name of
your printer and printer port.

You can select to print to a printer or to a file.
3 Click Print.

Note: This is a fairly long list, so if you don’t want to print it now, click
Cancel.

4 Close the Customer:Job list.
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