County Accounting Manual

EXtension Accounts Receivables and Sales
University of Missouri Recelpts - DepOS|tS

If you are required to accrue income, then use QuickBooks’ Invoice feature to record expected
customer income. Accrued Income is a method of bookkeeping in which income is recorded at the time you
ship a product or provide a service. Under this method, the time when you enter a transaction and the time
when you actually receive cash may be two separate events and may occur in two separate calendar months.
In QuickBooks, an accrual basis report shows expected income from all your customers who owe money.

If your office operates on a cash basis, then do NOT use the Customer Invoice process in
QuickBooks. Record all money received in your manual receipt book and record the transactions in the
Deposit screen. (see separate proceudure, “Receiving and Depositing Money™)

Issues:

* An Item must be created for each income type. (see section, “Create Item for Customer Income ”)
* Each Item must be related to an existing Income account.

* A customer invoice must be created with an appropriate item identified.

* QuickBooks Merchant Credit Card transactions are matched with a customer invoice in QuickBooks.

* All money (customer payment) received to pay a Council Invoice must be recorded in the Receipt book
and reported under Customer, Received Payment option from the QB menu bar. This method will mark

Invoice as paid.

* When applying a Discount for a customer, a separate revenue account is created. Class tracking is
available. Or, adjust the original invoice amount instead of applying a discount.

* If possible, avoid the use of Credits in QuickBooks as it does not allow for class tracking. Instead,
adjust the original invoice amount before opening the customer payment screen.

* Customer Payments are recorded in the Deposit Screen AFTER recording the amount received in
the Customer, Received Payment screen. (see section, “Add Customer Payment to Deposit.”)

* 1t is recommended that reports be configured as accrual basis so that the invoice transactions are
included in the Funds Class Balance Report in the month in which the income was earned.

(see_section, “Configuring Reports for Accruals.”)

Preferences
If you wish to add Invoice or Sales Receipts to the Home page, change the Desktop View Preferences.
The QuickBooks Administrator needs to login to allow this change.

o Select Edit from menu bar. -
Preferences
o Select Preferences
o Select Desktop V|eW i Arl_"counting My Preferences Company Preferences
Bills
° SeIeCt Company Preferences % Checking Select the features that you want to show on the Home page.
e Insert checkmark preceding Invoice | =Py Customers vendors
andlor Sales RecelptS % Finance Charge 7| Invoicas Enter Bills and Pay Bills *
' % General /| Sales Receipts

"i It ced Applicati Statements and Statement Charges

5 ntegrated Applications

‘ frems & fnventory * How do I remove this feature icon from the Home paoe?
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Create a Create an Record Customer Payment
Sales Item “| Invoice ”| under Received Payments

Record Received Payment

in Deposit Screen

Create Item for Customer Income

An Item must be created and linked to an existing income account.

* Open the Item List. Lists from the menu bar, Item List.

* Right Click anywhere on the Item List screen.

* Left click on New.

* Click the down arrow for Typesand select Service. (for most Extension-related activities)

* Type an Item Name ——

*  The Description box is optional. Tupe ltem Name/Number ™ Subitem of ok |

* Enter a rate if the rate is fixed. Seric | [ | E Corcel |
OtherWise1 leave the rate field blank. [ This service is performed by a subcontractor, owner, of partrer ;

* Custom Fields |

Rate

if amount received is a reduction of

Under Account, t appropriate Description
Income Account, or Expense acco T\ | 0.00

Account

0100 - Student Fees:01 7|

[ Item is inactive

expense. An Account is Required!
Click OK.

Here is an example of an Item List.

¥ Item List w HowDol?| _ |0 x|
M arne Description Tupe Account On Hand Price
2+ Dedicated Line Service 5400 - Other Contract 0.00 a
+ Embuyology Supplies : | 0100 - Student Fees:(] | 0LOD g
+Farm Taz Recd Farm Tax Record Fi| Service 0300 - Resales/Educ E&0—
<+ Glo Germn Glo Germ Service 0100 - Student Fees 10,00
+ bl arual #5 Recertification b an| Service 0300 - Resales/Educ 3.00
%+ Meeting Room Usze Service 0900 - Rezales/Educ 0.0a
2+ Maonthly Appropriation Service 0200 - Governmmental 13.333.33
%+ Postage reimburzement Service 3600 - Postage/Shipp 0.0a
+ Publications Service 0900 - Resales/Educ 0.a0 =]
Activities = | Feportz = | [~ Shove sl

Create a Customer Invoice

To record and accrue the customer income, create a Customer invoice. This invoice may be printed and
forwarded to the customer. Data must be entered in the QB customer invoice in order to record the accrued
income in the council accounting records and establish it as an Accounts Receivable.

* Select Customer from the menu bar.
* Create Invoices

* Click the down arrow for Customer:Job and select the appropriate Customer name. The customer’s
address will appear in the “Bill To” box (if the customer address previously was entered in the Customer

List). Or, select “Add New” to create a new
Customer.

Enter a Class Code (very important!)

The UOE Service Template should already be

selected.

Enter invoice Date.

Invoice and P.O. # fields are optional.

Under Item, select the appropriate Sales Item .
Or, select “Add New” to create a new Item.

see section, “Create Item for Customer Invoice.”

* Enter a Description

x* %

i i o

Accounts Receivables-Deposits November 19, 2021

e — sz

ST

CustomerJob

Class

Form Templale

[Francis Hawell School Dist._ | [3000 Educal = | UI0E Service Invaice | = |
= DATE INVOICE #
Invoice
Francis Howell School Dist
478 Highway 34
St Charles, MO 83333
F.0ND DUE DATE
I
BESCRIPTION FATE  QUANTITY — CLASE —  AMOLNT

Reg. Fees

2 doz embryo eggs

10.00 2000 E ducatio 10,00~

Customer [Payment is due by Apil 4 |+
Message

Total 1000

™ Tabe rrintert

Balance nnn
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Enter a Rate, if appropriate. Or, the rate will display if it was identified in the Item setup.
Enter Quantity, if appropriate.

Class code should be displayed

Enter Amount.

Note: multiple sales transaction items may be entered on an Invoice.

Enter a Customer Message, if appropriate. Customer messages may be stored for future use.
Click Save and Close, or Save and New.

b i i b o

x* %

Customize Invoice Form or Create New Invoice Template
The existing Invoice form may be modified by opening an existing form as follows.
e Select Customer from menu bar.
e Select Create Invoice.
e At top of screen, select under Formatting tab, select Customize Data & Layout.
The Customized Invoice screen allows you to edit the Invoice Header, columns, footer, and print

options.
Additional Customization
| Sels_medTerrip\a(_e Preview
teader | colums | roowr | b e e The Basic Customization button allows you to
o T add Extension logo, change color scheme, change
2 et font, and select Council information to appear on
e tunber g g ssere Invoice.
Bill To 7 7 Sold To
Ship To 7 7 Ship To = — - = =
P.0. No. Check No. H 1
The Layout Designer button allows you to edit
o L Do the form, move text boxes or images.
REP Rep
. e ~ .. Selectthe OK button to save changes.
ot =
Other Other
When ik T check sz o (et o
[ sesi Gusorazton. | |_ieroutowommare |[____ok___J[_coma
Manage Templates
Select Template Preview
A new Invoice form or template may be g o s
created as follows. il PR
e Select Customer from menu bar. e
e Select Create Invoice.
e At top of screen, select Formatting tab.
e Select Manage Templates.
e Select the Download Templates button for
additional Invoice form designs.
e The new Template can be edited.
Comniosa empites--| ok ][ comce
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Received Customer Payments

When the customer payment is received....

* Record the cash or check in the Receipt book
Note: If the customer payment is more than or less than the original Invoice amount, retrieve the
customer Invoice and change the amount and save it before proceeding to the Customer, Receive
Payment. Otherwise, apply a discount and posted to appropriate discount income account.

* Select Customer from the menu bar.
* Select Receive Payments. E“Stﬂ'fne:::yhn"r‘ﬁ“t STt i
* Click the down arrow for N T 0 owrsrzosz ]
Customer:Job and select the P Method | Check = Check# | 12345
appropriate Customer. emo ol tst Depositta | 1499 - Undeposted F... =
Note: Invoice data will display.
* Enter the Amount BB | |process payment when saving Find o Customer/Invoice... | |
* Enter the Pa.yment Method. :.: u[;aftleyzmz ZNDumber e 15.00 e 15.00 e 15.00] «
* Enter the check number, if appropriate. .
* Place a v in the checkmark column o o — —
preceding the customer Invoice that was Amountsfor Selected Invoces
pald Amount Due 15.00
Note: Multiple invoices may exist for Lty s
one Customer. g =

*  The Amount should display in the Payment column.
*  “Deposit to 1499-Undeposited Funds” should be selected.
* Click Save and Close, or Save and New.

Note: It is recommended that “Deposit to 1499- Undeposited Funds” be used instead of “deposit to Checking” so that this amount
may be included with other money in the Deposit screen.

Apply Customer Discount
The original invoice amount can be adjusted instead of applying a customer discount. However, if tracking
customer discount is necessary, then create a separate income account when applying a discount for a
customer. For example, if the income amount is for a publication, 0910-Resale Publication income account,
under Chart of Accounts, create a new account, 0911-Resale Publication Discount. Any discount amount
applied to this account will be subtracted from the original amount. The net result will appear in reports. To
create a new account, go to the Create_New_Account.pdf guide.

«r B X & 0 & = o

Find New Delete  Prnt | Aftach Lookup Un-Apply Discounts And
s File  Customerinvoice = Payment  Credits LEEETT
Processing

To apply a Customer Discount,
e In the customer payment screen, after [
entering the reduced amount in the Amount —.—— o ]

f|6|d PuTUETHOO - [Gheck - cHeck# [1222 DEPOSTTO 1499 - Undeposited Fu__ -

Customer Payment

e Place a checkmark in the invoice line. .

* Leave this as an underpayment should be

selected. oo o vy
e Select Discount & Credits button at top of b s Dcmnt e o hronmecmomoces

screen.Select the Discount button Barce oo oo [
e Enter the discount amount. ot
o Select the appropriate discount income PiscoutDate

account. | sugeseaoecan [ swenne [

Amount of Discount 1.00

Discount Account 0900 - Resales/Educ Services ... ~

e Select the appropriate Class code. (the class I
code should be the same as the class code
assigned to the original invoice amount).

e Select Done. Select Save and close.

Discount Class '3000-Education and Services 32( - |
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Add Customer Payment to Deposit
After Customer payments have been...
* recorded in the Receipt book
* recorded as a “Received Payment” in QB
then include the customer payment in a deposit.
* Select Bank from menu bar.
*  Select Make Deposits.
The following “Payments to Deposit” screen should display, if there are customer received payments.

- F'ayment& . .
If the screen does not display, select —=""""__ in the Deposits Screen.
Payments to Deposit . X
Select View
View payment method type  All types * | What are payment method views?
Select Payments to Deposit
<+ Date Time Type Mo. Payment Method  MName Amount
[ o o08/24/2012 FMT 12345 Check Horvath, Mary Ann 15.00]

* Insert a v in the checkmark column for the customer payment that is ready to be delivered to the

bank.

* Click OK. The Received Payment data will display in the Make Deposit screen.

In the Deposit Screen
* Enter data in the Memo, check no, and Pmt Method. Fields, if necessary.

*
*

*
*
*

Do NOT enter a Class code. The class code was identified when you created the Invoice data.
The Account field is protected. You will not be able to change the account number.

QB records all Customer Received Payments temporarily in an account named, 1499-Undeposited
Funds. The Customer payment is offset in the Undeposited Funds when the amount is recorded
and saved in the Deposits screen.

Other income may be added to the Deposit Screen.

Select the Print button at the top of deposit screen.

Print either a Deposit Slip and Deposit Summary or a Deposit Summary.

(Deposit reports are also available in Memorized Reports on the Reports menu.)

*

Click Save and Close, or Save and New

i?_P]; Make Deposits

=10 I T
“ previous @ Next [ Save <& Print ~ ‘ & payments T History | {l Attach
Deposit To | 050 - Checking ¥ | Date | 09/10/2012 Memo | Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
Received From From Account Memo Chk No. Pmt Meth. Class Amount
Horvath, Mary Ann 1499 - Undeposited Funds Check 15.00

soil test ‘12345

mi s
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Transactions involved in the Accounts Receivable to Deposit process are identified below.

Debit Credit
A) | 1900-Accts. Receivable — Mary Ann Horvath | 15.00 0920-Soil Testing 15.00
B) | 1499-Undeposited funds 15.00 1900-Accts.Receivable — Mary Ann Horvath | 15.00
C) | 0050-Checking Account (CASH) 15.00 1499-Undeposited Funds 15.00

A) Create the customer invoice.
B) Enter Customer payment as received but not yet deposited.
Invoice is closed.
Accts. Receivable-Mary Ann Horvath is closed.
Amount recorded in Undeposited Funds temporarily until ready for bank deposit.
The 1499-Undeposited Funds account is an Asset Account.
C) Add customer payment to bank deposit.
Amount is offset in Undeposited Funds.
Amount is added to checking account.

See separate “Receiving and Depositing Money” procedure for recording non-customer invoice cash and
checks in the Deposit screen.

Configuring Reports for Accurals

Since Accounts Receivables (and also Payables) are considered accrued income (expense), these Invoice
transactions are recorded in the month in which the transaction occurred. However, customer payment may be
received in the following month.

When configuring a report that captures accrued transactions (Accounts Receivables or Payables) i.e.
Ledger, Accounts Receivable, or Monthly Income and Expense Summary reports, the following
adjustments should be made to capture the original Invoice (or Bill ) transaction.

Under the Customize Report button, Display tab
Report Basis = Accrual

Under the Filters tab,
Transaction types also should include Invoice, Payment, Sales Receipts (Bill, Bill Payment
for Payables)
Accounts filter also should include Accounts Receivable (Accounts Payable for accrued
expenses).

Under the acccrual reports,
Invoice amount is included in the Funds Class Balance Report in the month in which it was
posted. The amount also appears as Accounts Receivable in the Balance Sheet Report.
When Customer Payment is received, it is removed from the customer’s Account Receivable
and posted temporarily to the 1499-Undeposited Funds account. The Undeposited amount
appears in the Balance Sheet Report.
When the Undeposited funds amount is moved to the Deposit screen, the amount is posted to
the Checking Register and the cash part of the Balance Sheet Report.
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When configuring any report that captures the actual receipt of customer money ( or actual check
written to a vendor to pay a bill) i.e. Funds Class Balance Report, the following adjustments should be made
to capture the deposit for the Invoice transaction.

Under the Customize Report button, Display tab
Report Basis = Cash
Under the Filters button,
Transaction types also should include Invoice, Payment, Sales Receipts (Bill, Bill Payment
for Payables)
Accounts filter — Accounts Receivables (Payables) should NOT be checked).

The major distinction between a Report that captures accrued transactions and a Report that calculates Class
Checkbook (Cash) balance is the REPORT BASIS.

The exclusion of the Accounts Receivable (Accounts Payable) from the Accounts filter does not alter the
Funds Class Balance Report. However, it does eliminate the incorrect display of the negative sign for positive
class balances.

Other Reports
Customers and Receivables reports may be generated from the general QuickBooks Report menu.
e Select Reports from menu bar.
e Select Customers and Receivables.
e Recommended reports:
o Customer Balance Summary or Detail
Transactions List by Customer
Sales by Item Summary or Detail
Open Invoices
A/R Aging Summary or Detail

o O O O

Quick reports for Accounts Receivable account and the Undeposited Funds Account can
be created by double-clicking on the balances for these two accounts in the Balance Sheet Report.
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Sales Receipts

The Customer Sales Receipt screen may subsitute for a manual receipt book or may be used when a customer
requests a receipt via email. The Sales Receipt screen is similar to the Invoice screen with the exception that
the money is received immediately in the form of cash or check.

It is recommended that the Sales Receipt screen be configured so that the amount is set to “Deposit To 1499-
Undeposited Funds.”

Customer:Job Class Template
Smith, Lisa - - Custom Cash Sale -
- Date
Sales Receipt 08/27/2012 5

Smith, Lisa

Payment Method
Cash -

Item Description Qty Rate Class Amount |
Short Course ... |ABC Workshop 100.00 {3000-Educ... 100.00 =
El
Customer —
Message
Total 100.00
To be printed || To be e-mailed Memo
Deposit To 1499 - Undeposited Fu... = [ |Process payment when saving
[ Save & Close ] [ Save & New ] [ Revert ]

Reports should be configured under Customize Reports and under Transaction Types to add “Sales
Receipts.”
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