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Introduction

Introduction

The majority of the Circuit Engineering District (the District) utilize a version of QuickBooks to maintain
financial records. Standard Operating Procedures in this manual outlines the process of implementing the
Chart of Accounts (COA) within QuickBooks Software. Disclaimer: The State Auditor’s Office (SAI)
does not endorse QuickBooks Accounting Software or any other financial software vendor. Due to
Districts utilizing QuickBooks, the COA was developed with screenshots of QuickBooks to assist with
the implementation of the COA.

The State Auditor’s Office has been given the authority to promulgate financial reporting through 69 O.S.
§ 687.1(D). In order to promulgate uniform financial reporting, all Districts need to adhere to uniform
bookkeeping practices.

The goal of the preparation of this manual is to inform, instruct, and set guidelines for the use of the uniform
system of accounting for Districts. The material contained in this manual is organized so that the material
can be supplemented as time and usage direct. The State Auditor’s Office welcomes any comments or
suggestions that the user of this manual would care to submit about the material contained herein.

This manual is issued by the State Auditor’s Office to the Districts to acquaint them with the COA to be
used by the Districts. It will be the responsibility of each manual holder to maintain an up-to-date copy for
references.
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Things to Review Prior to Chart of Accounts Implementation

Things to Review Prior to Chart of Accounts Implementation

Cash Basis and Year Reporting

Ensure that QuickBooks preferences are set to July as fiscal year. See SOP #1 how to check the fiscal year
setting. Additionally, ensure QuickBooks is set to Cash Basis. This will setup all reports to run on cash
basis. If a report is requested as accrual the selection will be on the report to change to accrual. The financial
statements are reported on cash basis; therefore, running monthly financial reports on cash basis will match
the fiscal year financial statement. See SOP #2 how to check cash basis setting.

Other things to review before implementation of COA

Before implementing the new COA SAI highly recommends each District review Accounts Receivable
Aging Detail, Accounts Payable Aging Detail, and all accrued Liabilities.

Accounts Receivable Aging Detail will automatically print on accrual basis. This means all invoices in
QuickBooks that are currently not paid. If invoices are over 30 days old, they need to be reviewed to ensure
they were not made in error such as a duplicate transaction or if the customer needs to be rebilled.
Documentation such as screenshots and notes for any transactions made in error need to be retained in a
file for audit purposes. If it is determined the transaction was made in error and is properly documented,
the transaction can be voided/deleted from the system.

Accounts Payable Aging Detail will automatically print on accrual basis. This means all bills in
QuickBooks that are currently not paid. If bills are over 30 days old, they need to be reviewed to ensure
they were not made in error such as a duplicate transaction. Documentation such as screenshots and notes
for any transaction made in error need to be retained in a file for audit purposes. If it is determined the
transaction was made in error and is properly documented, the transaction can be voided/deleted from the
system.

In order to review Liabilities run the General Ledger report. In the top left-hand corner of the report is
customize report, then filter, and drop down the menu for account and select “All Liabilities”. Take the
payroll liabilities and minus any outstanding bills made to the liabilities account. If the account does not
zero out, then payroll liabilities need to be reviewed to make corrections.

Current Chart of Accounts

Print your current Chart of Accounts from QuickBooks to determine which established accounts match the
COA or need to be reclassified. Additionally, this would be a good time to combine accounts that are similar
in nature. For example, if there is an account labeled Office Supplies and another Office Supplies &
Expense, these should be combined.

Version 1 2
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Fiscal Year

Things to Review Prior to Chart of Accounts Implementation
Standard Operating Procedure #1 - Fiscal Year

1. Select My Company from the My Shortcuts menu.

CED CoA - QuickBooks Premier Edition 2021 - [Home ]

File Edit View Lists Fawries Company Customers Vendors Employees Banking Repors Window Help Special Offers

DISCOVERY -
RUE al- =

fSearch Company or Help Insights
My Shortcuts
[
A o
Purchase
Orders

me Tracker
By 5 Tracker

Bl Calendar

E

Sales
Orders
T vendors
H Emoioy
e IR Estimates

2 QuicBooks

D

B Repors
@ oo
@ caravon

Al My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

VENDORS
Receive Enter Bils New: Business
Inventory Against
nventory
Enter Bills Paysills
CUSTOMERS
= Create Sales
Receipis
Accept
Credit Cards
Create Receive
Invoices Payments
Statement Statements Refunds
Charges & Credits
EMPLOVEES
®
Enter TumOn
Time Payroll

ot et
et nanen
Pt o
Lot S

e oo Caencr
e Reconcie
it

= =
wite Check
Checks Register

Prnt Enter Credit
Checks Card Charges

2. Click on the pencil in the right-hand corner, this will bring up the Company Information screen.
Select Report Information and change Fiscal Year to July and hit OK.

= File Edt View Lists Favorites Company Customers Vendors Employees Banking

Reports Window Help Special Offers

DISCOVERY.
iy al- = x

[Search Company or Help CED Con
My Shortcuts
CouPANY INFORMATION
A Home
Contact Name & Address CED CoA
PO Box 1201
&® My company OK 74821
us
% income Tracker Wain Phone
Fax
By il Tracker
= Emal
Websie

B Calendar
€ snapshots
& customers
T vendors
H e

MANAGE YOUR APPS. SERVICES & SUBSCRIPTIONS

2 QuidkBooks

APPS. SERVICES & SUBSCRIPTIONS RECOMMENDED FOR V¢

Easiy pay empioyees. snd pay
&ie payro mves

@ o e
@ rcparon

1A My Shortcuts
[ View Balances
MM Run Favorite Reports

B Open Windows

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Online
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Legal Name & Address CED CoA
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Ada OK 74821
us

Income Tax Form <Other/None>
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Contact In
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Legal Information First month in your:
Company Identification Cancel

Tax Year

Fiscal Year | July v Januay v
Payroll Tax Form Information
Income Tax Form Used | <Other/None> v e

Ship To Address..

@ Attach

imoore@sai.ok gov.

¢ Manage Your Account

- OrderlPayment History - Authorized Users
- Payment Methods - Account Details

PRODUCT INFORMATION

Product Name QuickBooks Premier
dition 2021

License # 6982-9640-9713-211

Product# 564531
No. of Seats 1

Activation ACTIVATED
Ouner  View Owner

Q= g >

The most sficient way to Intut Dt Protect
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Things to Review Prior to Chart of Accounts Implementation
Standard Operating Procedure #2 — Cash Basis Reporting

Cash Basis Reporting

1. Click Edit and select Preferences from the drop down menu.

lew Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers G MOV @ |- & x

veoons oy
& ® o &

Puchase Recone entrails New Business Chator mertory

ordes nerory s priby Lennied

Inventory

UseRegister  CHl+R

2
os atotr & oms & order
EnterBills Pay Bills Services Checks
Eino cti+F
F3 e
D
cusTomERS
& Upgrade your QuickBooks Calendar
Sales = Greate Sales
Orders Receipts
ANKING
Gredit Cards DA
& = )
Estimates Create Receive Record Reconcile
Invaices Payments Deposits
®
statement Statements Refunds
wite Gheck
Gharges & credts e e
EMPLOVEES
@ rasparan ® _
- - 8 =
s & f& i —
Enter Tum On Checks Card Charges
B wy shortcuts Time Payroll

= View Batances
M Run Favorite Reports

B Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up to 50%
i Accept Credit Cards

&) Order Checks & Supplies

@ Save 50% on QuickBooks Oniine

2. Click on Reports & Graphs and from the Company Preferences tab select Cash under Summary
Reports Basis and click OK.

B2 Accounting A My Preferences Company Preferences @
Benefits & HR SUMMARY REPORTS BASIS REPORTS - SHOW ACCOUNTS BY: cancel
Bills ) Accrual & Mame only Help
Calendar ™ Description only
Checking ™ Name and Description Default
Desktop View AGING REPORTS
Finanes Charge @ Age from due date STATEMENT OF CASH FLOWS Also See:
General O Age from transaction date Click here to assign accounts to General
Integrated Applications EECtLUEIS ofthe Statement of
ash Flows:
tems & Inventory REPORTS - SHOW ITEM S BY:
Jobs & Estimates ~ Name only Classify Cash...
Multiple Currencies . A
Description onl )
k. + P anly «| Default formatting for reponts
ayments % Name and Description
Format...
Payrell & Employees
Reminders
Reports & Graphs
ERy sales & customers
@2@ Sales Tax
ﬁ Search
E3 sendForme
% Service Connection
v
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Chart of Accounts — Income Accounts

Below is an example of how the Chart of Accounts will look for income:

Income
Accounts Subaccount Sub-subaccount
.. . . Contract #H#H#H#A
Preliminary Engineering
Contract ###H#A
. Contract ####C
Construction Management
Contract #H###C
. . Contract ####B
Bridge Inspection
ODOT Revenue Contract ####B
Fracture Critical Bridge Contract ###B
Contract #HH#HB
HHHHD
Program Management Contract
Contract ####D

Sale of Assets

Auction Proceeds

OCCEDB Revenue CED Revolving Proceeds
Sale of Assets

Services
Sale of Assets

Engineering Revenue

Services
Sale of Assets

Sign Shop Revenue

Services
Sale of Assets

Material Testing Lab Revenue

Services
Sale of Assets

Crack Seal Team Revenue

Services
Sale of Assets

Construction Service Revenue

Sale of Assets - General
Interest Income

Version 1 5
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Chart of Accounts - Expense Accounts

Below is an example of how Chart of Accounts will look for expense accounts:

Expenses
Accounts Subaccounts Sub-s ubaccounts
Crack Seal Expense
M&O
Travel

Personal Services

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefit Expense

Capital Outlay

Construction Service Expense

M&O

Travel

Personal Services

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefit Expense

Capital Outlay

Sign Shop Expense

M&O

Travel

Personal Services

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefit Expense

Capital Outlay

Lab Expense

M&O

Travel

Personal Services

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefit Expense

Capital Outlay

Version 1
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Chart of Accounts - Expense Accounts

Expenses Continued

Accounts Sub Accounts Sub Sub Account
CED Revolving Expense

M&O

Travel

Personal Expense

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefits Expense

Capital Outlay

Grants

County A

County B

County C

General Expense

M&O

Accounting Service

Board Meeting Expense

Contract Labor

Fuel Expense

Office Building Expense

Software Licenses

Office Supplies

Utilities Electric

Utilities Gas

Utilities Internet

Utilities Security

Utilities Trash

Utilities Water

Utilities Phone

Vehicle Maintenance & Repair

Travel

Personal Services

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefits Expense

Capital Outlay

ODOT Professional SVC Expense

M&O

Travel

Personnal Services

Health Ins. Expense

Hourly Wage Expense

Payroll Tax Expense

Retirement Expense

Salary Wage Expense

Fringe Benefits Expense

Capital Outlay

Version 1
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Income Accounts

Income Accounts

An account is setup to easily track revenues and expenses by components of the District. Below is a
listing of the income accounts:

Income Accounts
Account Name Description

Accounts for Revenues received from ODOT contracts for Prelminary
Engineering, Construction Management, Bridge Inspection, Fracture
ODOT Revenue L . i
Critical Bridge, & Program Management. Additionally, revenues are
received from Construction Site Inspection and Lab Testing if contracted
at the letting stage of a project with ODOT.

Accounts for revenues received from Oklahoma Cooperative Circuit
OCCEDB Revenue Engineering Districts Board (OCCEDB) for Circuit Engineering District
(CED) Revolving Proceeds and Auction Proceeds.

Accounts for revenues received from providing engineering services to
governmental entities within the District other than ODOT.

Accounts for revenues received from sign sales to local government
divisions within the Districts area.

Accounts for revenues received from lab testing for local government
divisions within the District.

Engineering Revenue

Sign Shop Revenue

Material Testing Lab Revenue

Accounts for revenues received from crack seal services for local
government divisions within the District.

Accounts for revenues received from construction services for local
government divisions within the District.

Accounts for revenues received from sale of assets purchased from the
General Expense account.

Interest Income Accounts for revenues from interest earned from financial institutions.

Crack Seal Team Revenue

Construction Services Revenue

Sale of Assets - General

These accounts are compiled from reviewing all of the District activities. If your District does not have an
activity listed, then it will not be added to the accounting system. See SOP #3 for how to add new income
accounts.

Note: Additional revenue accounts may be created in the future on a case-by-case basis. Please contact the
State Auditor’s Office before implementing any accounts not listed above.
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Creating an Income Account

1. Click on Lists and select Chart of Accounts from the drop down menu.

Eile Edit View

Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers

Income Accounts

Standard Operating Procedure #3 — Creating an Income Account

JSearch Company or HINK L Ctiva

trem List
My Shortcuts

Home

EixedAssettem List
Price Level List

Class List
rchase
P ITTELIg  Oner tames List roers
Gustomer & Vendor Profie Lists ,
Templates
Memorzed Transaction List  Gti+T

Calendar

AGUEdit Nultiple List Entries

lanage Groups

Snapshols
omers

T vencors

nk Feeds

2 QuickBooks

@ orcercneais

@ racrarol

Shortcuts
View Balances
M Run Favorite Reports

5 Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up o 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Online:

E

Sales

Orders

Estimates

Enter Bills

Create
Invoices

Enter
Time

VENDORS
Receive
Inventory
CUSTOMERS
Accept
CreditCards
Staternent
Charges
EMPLOYEES

® 2

Enter Bills New: Business
Against Loans
Inventory
PayBills
Create Sales
Receipts
Receive
Payments
Statements Refunds

&Credits

Tumon
Fayroll

Chartof Inventory
Accounts Actvities

tems & Order
Senices Checks

@

Upgrade your QuickBooks

Calendar

BANKING

ot Recence
Deposits

E% =
wite Check
Checks Register

Ll =B

Prnt Enter Credit
Checks Card Charges

2. Click on Accounts and select New, this will bring up the Account Creation Screen.

fSearch Company or Help |

My Shor
A Home

&® My Company
® income Tr
By il Tracker

Bl Calendar

€ Snapshots

T vencors

B Repors
@ orcercheais
@ rcaravan

A My Shortcuts.
= View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine.
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Look for account name or number

» PayrollLiabilities

» Opening Balance Equiy
© Retained Eamings

» Payroll Expenses

New Cti+N

Show Inactive Accounts
v Hierarchical View
FlatView
Customize Columns.

Import from Excel

Eind Trans actions in

Prin List ctil+p
Re-sortList

Account + | Activities v

Emplogees Banking

§imvee
Otner Curent Liavilty
Equity
Equity
Epense

Edition

Chart of A
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Include inaciive




Income Accounts
Standard Operating Procedure #3 — Creating an Income Account

3. Select Income and click Continue

= File Edt View Lists Favoites Company Customers Vendors Emplojees Banking Repors Window Help Special Offers 3 @l- = x

fSearch Company or Help -

Bl @ Choose one account type and ciicc Continue

My Shortcuts.
Categorize money your business eams or spends
A Home ® .
© income Income Account
&® My Company Expense Categorizes money eamned from
normal business operations, stich as:
W ncome Tracker O, trackhe value of your assets and liablfies
n «Product sales.
- © Fixed Asset (major purchases) + Senice sales
By B Tracker - Discounts to customers
4 Bank
Bl calencar © Loan
More.
© Credit Card
© Equiy
T Vendors © Other Account Types sselect -

M Emvio

Help me choose the right account type cancel

2 QuickBooks

Docs

B Revors
@ orercn
@ oo Farol

W& Credit Cards

A My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.

4. Input your account name in the Account Name field and enter the associated account description.
For this example, Account Name is ODOT Revenue, and the Description is “Revenues from
services billed to Oklahoma Department of Transportation.”

5. Click Save & Close

fSearch Company or Help - iTT| AccountType income D

My Shortcuts

Home Account Name [EETHETENE
&® My company ‘Subaccount of -
8 income Tracker ormonaL
$ Description | Revenues ffam senices biled 1o Okiahoma Department of

B B Tracker Transportation.

i Colendar Note

T Vendors
M Emvio

2 Quickgooks

Accountis inactive [ saveciose JREERN

Docs

B Revors
@ orercn
@ recravon

W& Credit Cards

A My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.
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Income Accounts
Standard Operating Procedure #3 — Creating an Income Account

6. We now have created the ODOT Revenue Account. The Chart of Accounts will now be populated
with the new account.

fSearch Company or Hel

G5 o
My Shortcuts

Lookfor account name or number

A Home

Ane e
&® My Company < Payroll Liabilities

+ Retained Eamings Equity

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

Account v | Activities v | Reports 'v| Attach

Include inaciive
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Income Subaccounts

ODOT Revenue is broken down to the five main components of ODOT contracts for services that are
renewed every two years. Those services include Preliminary Engineering, Construction Management,
Bridge Inspection, Fracture Critical Bridge, and Program Management.

ODOT services will then have another subaccount for the Contract number and corresponding letter for
the service. This is found in Attachment A Schedule of Payments of the ODOT contract. These letters are
not consistent District to District. Ensure you are using the correct letter from your contract. See example
below:

1234A Preliminary Engineerings S 1,000,000.00
1234B Bridge Inspection S 700,000.00
1234B Fracture Critical Bridge Inspection | $ 44,500.00
$
S

1234C Construction Management 750,000.00
1234D Program Management 150,000.00

These accounts are broken down to enable Districts to easily track how much they have requested/received
from ODOT for each service contracted with ODOT. Additionally, under the contract there will be a way
to easily track each job within the contract and each item under services that will be discussed in the Job
Section and item section in this document.

OCCEDB Revenue has two main components of CED Revolving Proceeds and Auction Proceeds. CED
Revolving Proceeds are remitted monthly to the District’s from OCCEDB. In order to obtain funds from
OCCEDB, the Districts must submit a budget to OCCEDB showing what the CED Revolving Proceeds
will be expended on. This revenue account will allow for tracking and separating funds received for CED
Revolving Proceeds and Auction Proceeds. Additionally, if the District sells a piece of equipment purchased
from ODOT expense account, these funds for the sale needs to be credited to ODOT Revenue: Sale of
Assets.

For the remaining Income accounts, except interest income, they will have two subaccounts, Services and
Sale of Assets. Enterprise activities services rendered will be posted to the respective income subaccount
“Services.” When the District sells an asset, it is imperative that the proceeds from the sale go back to the
enterprise activity it was originally purchased from. All revenue accounts, except for interest income, has
been assigned a subaccount for these proceeds called “Sale of Assets.” For example, if the sign shop
purchased a piece of equipment from Sign Shop Expense Account, then the sale of the equipment would
be credited to Sign Shop Revenue sub account Sale of Assets.

See SOP #4 for Creating a Subaccount

Version 1 12
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Income Subaccounts

Below is how Income will appear in the QuickBooks accounting system once setup:

+ Construction Revenue
+3ale of Assets
+3enices

+ Crack Seal Team Revenue
+3ale of Assets
+35enices

+ Engineering Revenue
+3ale ofAssets
+35enices

+ Interest Income

+ Material Testing Lab Revenue
+5ale of Assets
+Senices

+ OCCEDB Revenue
+Auction Proceeds
+CED Revolving Proceeds
+5ale of Assets

+ DDOT Revenue
+Bridge Inspection

+(Contract 12348
«Contract 56788
+Construction Management
«Contract 1234C
«Contract 5678C
+Fracture Critical Bridge
«Contract 12348
+Contract 56788
+Preliminary Engineering
«Contract 12344
«Contract 5678A
+Program Management
«Contract 12340
+Contract 56780
+5ale ofAssets
+ Sell of Equipment - General
+ 3ign Shop Revenue

+Sale of Assels

+Senvices

Version 1 13
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Income Subaccount
Standard Operating Procedure #4 — Creating a Subaccount

Creating a Subaccount

1. Click on Lists and select Chart of Accounts from the drop down menu.

CED CoA - Quic
£ie_gat_view (I, Favries_Company_Customers Vendars Employses BankingRepors Window Help_SpecialOfrs picoveRr
Searon Company o IR XL
Item List
FixedAsset Item List |
Price Level List VENDORS COMPANY
Home Gass List
= @
B #
Customer & Vendor rofls Lists » ucnase Receie EnterBils New Business Chattat Imentory
. B emplates Orders Inventory Against Loans Accounts Actities
ncome Track R poaet
Memorzed Tansacton List  GteT
Bil Tracker
$ AGEdit Huttpte List Entries ® %
tems & order
Caenar  [RTRNRSSNIN Entersils PayBills Senvces Checks
— ®
customers
& Ungrade your QuickBooks catendar
r— Sales Creste sales
orders Receipts
ccep sankinG
Credit Cards

@ 2 o

8 o 8 & B
o Order Checks Charges &Credits Checks Register
@ rworaran

sy Shoricuts oM ?‘

= View Balances Enter rumon o
Time Payroll
M Run Favorite Reports y

5 Open Windows

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credt Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

2. Click Accounts and select New, to bring up the Account Creation Screen.

CED CoA - QuickB:

Flle Edt View Lists Favortes Company Customers Vendors Employees Banking Repors Window Help Special Offers

[Search Company or Help . Chart of

My Shortcuts Lookfor account name or numoer

Home

My Company » Payroll Liabillies Other Current Liability 0.00

o TETEIELE + Retained Eamings Equity
Bill Tra .

» General Expense Expense
Calendar » Payroll Expenses Expense

Snapshots
Customers

Vendors

|
@ orercnec
@ recpayan

New Gten
B My Stoccuts EditAccount Cire
¥ View Batances DeleteAccount  CtieD
M Run Favorite Reports Make Account Inactive
e Show Inactive Accourts
v Hierarchical View

Flat View
COVID-19 Resources Gustomize Calumns
4 Tumon Payrol & save up 1o 50% Importrom Excel

use citu

Accept Credi Cards
© Eind Transactions in

& Orter Checks & Supplies

Pring List ctil+p
& Save 50% on QuickBooks Online Re-sort List
Account - Activities v | Reports v Attach [ include inactive
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Income Subaccount

Standard Operating Procedure #4 — Creating a Subaccount

3. Select the type of Account to Setup and click Continue.

For this example, we will create a

Subaccount of the ODOT Income Account we created earlier. The following steps will apply for

any type of subaccount.

= File Edt View Lists Favorits Company Customers Vendors Employees Banking Repors Window Help Special O

Premier Edition 2021 - [Add New Acco

B O@ | - 2 x

earch Company or ielb - TR ([ Choose one account type and clck Continue

Categorize money your business eams or spends

© Expense

Or,rackthe value of your assets and liabiliies
+Product sales
© Fixed Asset (major purchases) - Senice sales
- +Discounts to custorners
Bank
© Loan
© Credit Card

© Equity
© Other Account Types <select- -

Help me choose the right account type. [ continve |

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credit Cards
& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

Categorizes money eamed from
normal business operations, such as:

@ income; Income Account

Hore.

Cancel

Version 1
05/22/2023
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Income Subaccount

Standard Operating Procedure #4 — Creating a Subaccount

4. Input your account name in the Account Name field and input the associated account description.
For this example, Account Name is Preliminary Engineering and will be a Subaccount of ODOT
Revenue. The Description is “Revenues from Preliminary Engineering billed to Oklahoma
Department of Transportation.” NOTE: The Primary Account has to exist before a Subaccount can
be created.

Premier Edition 2021 - [Add New Account]

- Qiscovery
iy

My Shortcuts

Home. AccountName | Prefiminary Engineering

f— <Aganew>
y Desciption
CY - 0DOT Revenue

] v Note
¢

[ My Shortcuts
= View Balances
M Run Favorite Reports

18 Open Windows

COVID-19 Resources

4 Uporade & Save 50% on Payroll
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine.

Income

Cancel

5. Select the appropriate Subaccount from the drop-down menu and press Save & Close.

Version 1
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Income Subaccount
Standard Operating Procedure #4 — Creating a Subaccount

6. You have now created the Subaccount Preliminary Engineering. The account will appear under its
Primary Account in the Chart of Accounts.

CED CoA - QuickBooks Premier Edition 2021 - [Chart of Accounts]

= File Edit View Lists Favorites Company Customers Vendors Emplojees Banking Reports Window Help Special Offers

[Search Company or Help - [FSRR | 0ok for account name or number

oy Shricuts TN

§ Toee BALANCE TOTAL ATTAGH

LETD » Payroll Liabiliies Other Current Liability 0.00

+ Retained Eamnings Equity

Preliminary Engineering is now listed.

COVID-19 Resources

% Upgrade & Save 50% on Payroll

@ Accept Credit Cards
& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.

Account v Activities | v | Reports v | Attach
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ODOT Customer Jobs

ODOT Customer Jobs

County, IP # (5
digits), Site Name

Customer:
OoDOT

Job: . . Fracture Critical
Bridge Inspection e e i Program

Management

Sub Jobs: Sub Jobs: No Sub lobs

- PE Design - County A
- PE Environmental - County B
- PE Geotech - County C
- PE ROW Acquisition

- PE Survey

- PE Utility Relocation

- Construction Site Insp.

-Lab

Above represents the flow of ODOT Revenue. The customer will be listed as “ODOT” and the customer
jobs will be as follows:

County, Job (5-digit number), and Site Name (Project Description)
Bridge Inspection

Fracture Critical Bridge Inspection

Program Management

Project Description the following Sub Job categories can be used:

PE (Preliminary Engineering) Design
PE Environmental

PE Geotech

PE ROW Acquisition

PE Survey

PE Utility Relocation

Construction Site Inspection

Lab

Bridge Inspection and Fracture Critical Bridge Inspection the Sub Job will be the respective county the
bridges are located in.

Program Management does not have any sub jobs. All invoices will be directly applied to Program
Management.

Version 1
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ODOT Customer Jobs

By making these Jobs and Sub Jobs under the customer, ODOT, this allows the District to easily track the
projects being performed on behalf of ODOT. If an individual is wanting to know all income to the District
from for example Coal County, JP #12345, Leader Creek Bridge, they could print a report that shows all
invoices remitted to ODOT for these services rendered. See the process for setting up Customer & Customer
Jobs SOP #5 & #6. See the process for running reports for individual jobs in the reporting section.
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Creating a Customer

ODOT Customer Jobs

Standard Operating Procedure #5 — Creating a Customer

1. Click Customers from the My Shortcuts menus.

= File Edt View Lists Favorites Company Customers Vendors Employees Banking Reporis Window Help Special Offers

&® My Company
® income Tr

By 5 Tracker

T vendors
H Empioy

A My Shortcuts
= View Balances
M Run Favorite Reports

B Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Suppiies

& Save 50% on QuickBooks Oniine.

T insionts

E

sales
Orders

b

Estimates

Enter Bills

Create
Invoices

Enter
Time

VENDORS
CUSTOMERS
Credit Cards
Statenent
Charges
EMPLOYEES

& o

PayBills New: Business

Create Sales
Receipts

L)

Receive
Payments

&3

Refunds
&Credits

Statements

Tum On
Payroll

al- - x
chanar
Accounts
it o
et S
s o cuipns Gatncar
ot Reconce
Lot

= =
wite Check
Checks Register

)

Prnt
Checks

2. From the Customer Information Screen, click New Customer & Job and select New Customer from
the drop down menu.

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

[Search Company or Help &y New Customer&dop ¥ 2] New Transactons v & print v Excel v Word v &8 Income Tracker
e — :
o shoress Customer Information ool .

&® My Company
B Cash Flow Hub
® income Tr

B Bl

B Calendar

& ous
T vendors
M Empoye

#l My Shortcuts

w Balances
M Run Favorite Reports

I Open Windows.
COVID-19 Resources
& Tum on Payroll

@ Accept Credit Cards

&) Orter Checks & Supplies

Version 1
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oCity1

- County 1

» County 2

» Fire Department 1
» Fire Department 2
- School 1

o Tribe 1

o Tiibe 2

2,500.00

250.00
0.00
243.30

Company Nare ity 1
FullName
siTo City1

Map | Directions

SentEmail

This Fiscal Year -

REPORTS FOR THIS CUSTOMER

QuickReport
Open Balance

w Estimates

Customer Snapshot

Transactions  Contacts ToDo's Notes
siow |AllTransactions  ~ Al
Invoice 2
Payment 215
Invoice 20
Payment 4
Manage Transactions | v Run Reports v

1112312022
1112312022
1112312022
1112312022

Accounts Receivable
Undeposited Funds
Accounts Receivable
Undeposited Funds

3,800.00

3,800.00
24,000.00
24,000.00
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ODOT Customer Jobs
Standard Operating Procedure #5 — Creating a Customer

3. Input Customer Name, address, and click OK. For this example, we will create customer ODOT.

= File Edt View Lists Favorites Company Customers Vendors Employees Banking Repors Window Help

[Search Company or Help

#sor (0410512023 B How do | determine the opening balance?

(Piiahoma DsparimentafTranspo]

Address Info

Payment Setings

g Sales Tax Setings
) Cash Flow Hut

Wain Phone + MainEmail =
Additional Info
Income Tr WorkPhone ~ CCEmal =
Job Info Hobile - Webste
Bill Tracker
Fax - Other 1 -

Calendar
ADDRESS DETAILS

sHp TO -

Copy >>

Customer i inactive:

B 2 Do

Al My Shortcuts

I View Balances

M Run Favorite Reports

B Open Windows

COVID-19 Resources
& Tum on Payroll
@ Accept Credit Cards

& Order Checks & Supplies

4. We now have successfully created the customer ODOT.

mier Plus Editi

File Edit View Lists Favorites Company Customers Vendgrs Employees Banking Repors Window Help s

Searcn Company or elp -« &, tiew Customer 8.40b v () New Transactons * & prt v [ Excel [B Word v @ icome Tracker

My Shortcuts

Customers & Jobs

Customer Information

# NOTE
A Home Active Customers - >
Company 2 Fulltame REPORTS FOR THIS CUSTOMER
sh Flow Hub e QuickReport
o City1 0.00 Open Balance
+ County 1 0.00 " | birect Show Estimates
+ County2 0.00 P Customer Snapshot
«+ Fire Department 1 2,500.00
ooor o |
+ School 1 250.00
& Customers e 20330 Transactions  Contacts ToDo's Notes. Sent Email
T Vendors
There are no fransactions of type "All Transactions”, filtered by “All", in date range “This Fiscal Year”
@ oreerrecs
[ err—
# My Shortcuts
B View Balances
M Run Favorite Reports
8 Open Windows
cowvil Resources
S e
@ roontcan s
‘Order Checks & Supplies

Version 1
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ODOT Customer Jobs
Standard Operating Procedure #6 — Creating a Job
Creating a Job

1. To create a job for a customer, right click the customer and select Add Job.
For this example, we will create a job under ODOT called County G, JP 77889, McAlester.

mier Plus Exdit

File Edt View Lists Favortes Company Customers Vendars Emplojees Banking Repods Window Help R OEY )

Word v & income Tracker

Searen Company or ik« It &, tew Custonerslob v 5] New Trnsactors v &5 prnt v [F] excel v

Customer Information 6)12) 4o

Customers & Jobs

Active Customers - >
Conpany Nae - Oklahoma Department of Transportaioin
g B Fultiame REPORTS FOR THIS CUSTOMER
a7 Oktahoma Department of Transportioin
{6 Cash Flow Hub. - QuickReport
+City1 0.00 Open Balance
% income Tracker » County 1 0.00 Show Estimates
* County 2 0.00 Map | Directons Customer Snapshot
« Fire Departmen 250000
] cancar + Fire Departmen 000
€ Snapshais eschoolt |10
use citu
o Trioe 1
& Customers Tiive 2 Transactions | Contacts ToDo's Notes. Sent Email
Edit Customer.Job Al Transactions - Al “This Fiscal Year v | 07012022-08
T vendors New Customer
Delete Customer:Job - T A -
M Emoo AGGIEt Hultiple Customer. obs
e P There afe no ransactions oftype “AllTransadlions?,fitered by “AI", in date range “This Fiscal Year
ake Customer.Job Inactve
Docs Re-sortList
v Hierarchical View
I User Licenses FlatView
Gustomize Calumns.
H Reports Show Full Customer List Only
@ orcercrecis Create Invoices
Create Estimates.
[ err— Show Estimates
B My Shortcuts Create Sales Orders.
Receive Payments
B View Balances: Make Deposits.
M Run Favorite Reports Enter Sales Receipts
Enter Statement Charges
O Create Credit Memos/Refunds
Create Statements
Assess Finance Charges
Use Register
QuickReport ODOT
© Accept Credit Cards Open Balance: 0DOT
& Order Checks & Supplies. Attach
Manage Transactions |+ RunReports v

= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help BiCOVERY - &

[County A, JP 55446, Tow Creek]

or (0410512023 B How do | determine the opening balance?

[Search Company or Help

Address info Okiahoma Department of Transp.

Payment Sef
r— Payment Settings

‘Additional Info
) Cash Flow Hub.

Main Phone MainEmail  ~
Job Info

Work Phone + CCEmal -

B o Wobile - webste =

: Fax - other 1 -

B Catendar
ADORESS DEILS

Okishoms Dparimentof Tranep
200 N.E 21st Street ¢ +
OKtanoma Gty OK 3105 e

Jobis inaciive Bl Help

H Reports

@ orcerchecs
[ -

Al My Shortcuts

I View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources
& Tum on Payroll
& Accept Credit Cards

&) Orter Checks & Supplies
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3. The

newly

created

customer job is now

listed

ODOT Customer Jobs
Standard Operating Procedure #6 — Creating a Job

on the

Customer

Screen.

ompany_Customers Vendors Employees Banking Reports elp DISCOvERY | (350 5
& New Customer oo v f] New Transactons v & pont v [2] Excel v [Z Word v & lcome Tracker
Customers & Jobs T 1
* Job Information  ore
Job Name  County A, JP 55446, Tow Creek
&® Wy Company 2 Customer iame ODOT REPORTS FOR THIS JOB
Cash Flow Hub — . BilTo Oklahoma Department of Transportaioin QuickReport
+Ciy1 0.00 Open Balance
§ income Tracker  County 1 0.00
Tz » County 2 0.00 | Estimates vs Actuals
a » Fire Department 1 250000 Map | Directions
us “Tribe 1 000 Transactions Contacts To Do's. Notes Sent Email

[ Jerr—

& My Shortcuts

B View Balances

M Run Favorite Reports.

] 8 Open Windows

COVID-19 Resources

@ Tum on Payroll

O rsreraes

& Order Checks & Supplies.

4. From Customer Job, you can create a sub job under the newly created job by right clicking on the
job and selecting Add Job.

DISCOVERY. =

tomers Ven ports Wi Help B

Company _Cus jors Emplogees Banking

word v & income Tracker

&, low Custorer 8 4ob * ) NowTransacions v & it v [H] Excel ¥

cuts Customers & Jobs
y Shorut Job Information LI CA .
A Home Active Customers - >
Job e County A, JP 5448, Tow Creek
2w conpany 2 Custmer vane. ODOT romre rom e e
Job Sttus None
- - 5170 OKlahoma Department of Transportaioin QuickReport
« Oy 1 Open Batance
o County 1 0.00 b Proftasit
+ County2 0.0 Estimates vs Actuals
« Fire Department 1 250000 Wap | Diections
Wi candar « Fire Department 2 0.00
« opot 0.00
+ School 1 Find
& oustomers e e cwy ms | Contads | Topos Nos  SentEmal
I venas + Tie 2 I Transactions Al This Fiscal Year
Edt Customer.Job : T
M Emoloy New Customer
S:;j;ﬁ;‘:l's:’:::mm”ubs There are no transactions of type "All Transadiions", filtered by “AIr" n date range “This Fiscal Year
Add Job
ake CustomerJob Inaciive
Re-sorList
v Hierarchical View
H Reports Flat View
Gustomize Golumns,
@ overcnecs Show Full Customer List Only
e Create Invoices
Greate Estimates
T my Shortcuts Show Estimates
B View Batances Creste Sales Orders
M Run Favorte Reports Recelve Payments
Make Deposits
5 Open Windows Enter Sales Receipts
Enter Statement Charges
Create Credit HemosRefunds
COVID-19 Resources Create Staternents
& Tumon Payroll Assess Finance Charges
Use Register
@ Accept Credit Cards
QuickReport County A, JP 55446, Tow C
() EE e Open Balance: County A, JP 55446, Tow G
Atach
7 manaye Transactions | RunReports |+
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ODOT Customer Jobs
Standard Operating Procedure #6 — Creating a Job

5. Input Job Name and click OK.

Favorites.

cusT

= ODOT:County A, JP-.. ~

7 0410512023 B Howdol

stermine the opening balance?

A Address Info

Home Oklahoma Department of Transp.

Payment Settings

&® My company

e Additional Info
) Cash Flow Hul

Main Phone MainEmail  +
Jovinfo
W income Tracker WorkPhone + ccEmal -
Wobile - webste  ~
Fax - other 1 -
Bl calencar
~ADDRESS DETAILS
@ snapshts i o -
Oklahomsa Deparimentof Transp | g +
& customers 200 NE 215t Street
Okiahoma City OK 73105 Copy>>
T vendors
H Employ
k Fex
Doc
I User Licenses P

B Revots

@ orerchecis
M o Do

A My shortcuts

B View Batnces

M Run Favorite Reports

I Open Windows

COVID-19 Resources
“Tum on Payroll

@ Accept Credit Cards

&) Order Checks & Supplies

6. We now have successfully created the sub job Design under job County A, JP 55446, Tow Creek.

DISCOVERY

File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help e -
[Search Company or Help .~ & New Customer&.dob v {5 New Transactons v &3 prnt v [ Excel v [B Word v @ income Tracker
r—. Customers & Jobs J b | f t 0 @
= 0D Information * note
A Home. Active Customers - >
Job ame. Design
b " el Customer Name  ODOT.CountyA, JP 55446, Tow Creek
&® My Company ounty, ow Creel REPORTS FOR THIS JOB
Job Status None
B Cash Flow Hub - - 5170 OKlahoma Department of Transportaioin QuickReport
+City1 0.00 Open Balance
% income Tracker » County 1 0.00
« County 2 000 : Estimates vs Actuals
« Fire De partment 1 250000 Map | Direcions
W] cooncar « Fire De partment 2 000
+opoT 000
€ snapshois +County A, JP 55448, Tow Creek 000
Customers 2
- mers pr— 25000 Transactions | Contacts ToDo's Notes. Sent Email
. AlTransacions Al This Fiscal Year
T vencors Trive 1 000
«Trive 2 24330, u AMOUNT &
H Emio
e There afe no ransacions of type "Al Transaclions", fitered by “AI",in date range This Fiscal Year
H Revots
@ orercrecis
[ o
1 My Shortcuts
M Run Favorite Reports
5 Open Windows
COVID-19 Resources
“Tum on Payroll
@ Accept Credit Cards
&) Order Checks & Supplies.
Manage Transactions |+ RunReports v
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Item Listing

Item Listing

Item Service Sub Item Sub Sub Item

Design

Environmental

Geotech

ROW Acquistion Assistance
Survey

Utility Relocation

Contract 1234A

Design

Environmental

Geotech

ROW Acquistion Assistance
Survey

Contract 5678A

Utility Relocation

Contract 1234B
Contract 5678B
Fracture Critical Bridge Contract 1234B

Services Contract 5678B

Construction Site Inspection
. Contract 1234C
Construction Management Lab

Services Construction Site Inspection
Contract 5678C Lab

Contract 1234D
Conract 5678D

The Item Listing enables Districts to link services to the appropriate account for recording revenue. Some
Services provided to ODOT have multiple stages such as Engineering Services and Construction
Management. These stages also need to be tracked. When the District is entering an invoice for Engineering
Services, they will have to choose the appropriate item that will give the source of the income such as
Contract 1234A Design. Reports can be ran on any item above to properly track sources of ODOT income.
See SOP #7 for creating Item listing.

Additionally, any other services that are billed and currently have an item linked will need to be updated to
the correct account in the new Chart of Accounts. For example, any items in the item listing billed to Sign
Shop Invoices will need to be reviewed to ensure they are connected to Sign Shop Revenue Account.
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Item Listing

Below is an Item listing example from QuickBooks. This listing will vary District to District based on
services provided.

+ Bridge Inspection Semvices
+(Contract 12348
+Contract 56788
+ Construction Management
+Contract 1234C
«Construction Site Inspection
«Lab
+Contract 5678C
«Construction Site Inspeciton
+Lab
+ Construction Services
+ County Engineering Services
+ Crackseal Senvices
+ Engineering Semvices
+Contract 12344
«Design
«Environmental
+Geotech
+ROW Acquisition Assistance
+ Sunvey
«Utility Relocation
+Contract 5678A
+Design
+«Environmental
«Geotech
+« ROW Acquisition Assistance
@+ Jurvey
+Utility Relocation
« Fracture Critical Bridge
+Contract 12348
+Contract 56788
+ Lab Service Enterprise Senvices
+ Program Management Semnvices
+Contract 12340
+Contract 56780
+ Right-of-Way Semvices

+ Sign Shop Sernvices

+ Sale of Assets CBRI

+ Sale of Assets Construction Srv
+ Sale of Assets Crack Seal

+ Sale of Assets Engineering Srv

+ Sale of Assets Lab

+ Sale of Assets Sign Shop
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Creating an

Item

Item Listing
Standard Operating Procedure #7 — Creating an Item

1. Click Lists from the menu bar and select Item List from the drop down menu.

gie_gat view (@ Fawries company Customers Vendyrs Employess Banking Reports Window Help SpecialOfters

JSearch Company or H_ Chart of Accounts Ctri+A
m List
EixedAssetltemList
Price Level List
Class List
Other Names List
Customer & Vendor Frofile Lists »
Templates
Memorized Transaction List CreT
Add/Edit Multiple List Entries
Gty lanage Groups
Snapshots
Customers Sales
Orders.
Vendors
Estimates

QuickBools
oc
B Repots

@ oo crecis

@ racrarol

B ot o
#l My Shortcuts

View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Online.

2. Click Item and select New from the drop down menu.

Enter Bills

Create
Invoices

Enter
Time

Statement
Charges

VENDORS
CUSTOMERS
Create Sales
Accept
Credi Cards
Receive
Payments
Statements
EMPLOYEES

Tum On
Payroll

2

New: Business

&

Refunds
&Credits

Chartof
Accounts

Htems &
Senices

Upgrade your QuickBooks

BANKING

Record
Deposits

2
wte
chetis

)

Prnt
Checks

Order
Checks

Calendar

Reconcile

Check
Regster

CED CoA - Qu

Premier Edition 2021 - [ten List]

© File Edt View Lists Favorites

Company Customers Vendors

Emplogees

Banking Reports Window Help Special Offers

DiscoverY "
g aal- =

Search Company or Help |
My Shortcuts

A Home

&® My company

% income Tracker

& Vendors

|H Employees

]
@ oroercrecs

8 My Shortcuts

M Run Favorite Reports

8 Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
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+ Bridge Inspection Senices
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New Cti+N

AQUEG Wultiple ftems

Show Inactive ftems

v Hierarchical View
FlatView
Customize Columns.

Eindin Transactions

Prin List Ciri+p.
Re-sort List

in Al fields

Service

Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Senvice
Service
Service
Service
Service
Service
Service
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Service
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Service
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ODOT Revenue:Preliminary Engineering: Contract 56784
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3.

Item Listing
Standard Operating Procedure #7 — Creating an Item

Input the Item Name and ensure it is connected to the correct Account from the drop down menu
and click OK. For this example, we will create Item Fracture Critical Bridge.

= File Edt View Lists Favorits Company Customers Vendors Employees Banking Repors Window Help Special Offers

JSearch Company of Help TYPE

Senice | Use for senvices you charge for or purchase, like
My Shortcuts specialized labor, consulting hours, or professional Cancel
fees
A Home Next
ftem Name/Number 2 Subitem of
Notes

&® My Company Contract 12348 Fracture Critical Bridge  ~

UNIT OF MEASURE Custom Fields
) Cash Flow Hub.

F— Speling
) income Tracker
) This senvice is used in assemblies or is performed by a subcontractor or partner
) Bil Tracker
Descripion Rate 000
Calendar
e Account  [PDOT RevenusF = ttem s inactive
Contract 12348
stomers Contract 56788
Vendors Construction Wanagement
Conlract 1234C
Contract 5678C

Fracture Criical Bridge

Contract 56788
Preliminary Engineering
Contract 12344
Contract 56784
Program Wanagement
Order Checks Contract 1234D
Contract 5678D
St povres Sale ofAssets
LT Sell of Equipment - General
S View Balances Sign Shop Revenue
M Run Favorite Reports Saichraczas
B Open Windows. senices
CED Revohing Expense

COVID-19 Resources
& Tum on Payroll
@ Accept Credit Cards

&) Orter Checks & Supplies

Income '
Coniract 12348 income.

Income ‘
Income
Income
Income
Income

Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income

Expense

4. To create a Sub Item, follow the same steps to create an Item. Check the box for Subitem of, then
select the Item you want it to be a Subitem of from the drop down menu. For our example, we will
create Item Contract 1234B, a Subitem of Fracture Critical Bridge.

CED CoA - Quick

e

File Edit View Lists Favorites Company Customers Vendors Emplojees Banking Reporis Window Help Special Offers

ks Premier Edition 2021 - [New ltem]

P O@ | - 2 x

[searcn Company orrep - INJNRE ™= @
e | Use for seniices you charge for or purchase, like
— specialized labor, consuting hours, or professional e
2 Home Next
fem NameMNumper @ Subitem of
Notes
&® My Company Contract 123458 [[Fracture Critical Bridg- i3
UNIT OF MEASURE Design Senice =
W Income Tracker
i Envronmental Senice
By B Tracker oy Saica
This senvice is usedin ROW Acquisition Assista Senice
Bl calencar Suney Senice
Description
Utiity Relocation Senice
€ snapshots
Contract 56784 Senice
s Design Senice
Envronmental Senice
T&] Vendors Geotech Senice
ROW Acquisition Assista Senice
H Emoioy
Suney Senice
T Utiity Relocation Senice

Fracture Criical Bridge Servce.

2 QuidkBooks

Lab Senice Enterprise Senices Senice
e Program anagement Senices senice
Contract 12340 senice

B Revors Contract 578D senice
Rightoray Senices senice

@ ororcres sign Shop Senvices senice

@ roramn

Al My Shortcuts
= View Balances
M Run Favorite Reports

B Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

<=
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Item Listing
Standard Operating Procedure #7 — Creating an Item

5. Ensure it connects to the correct Sub Account.

CED CoA - QuickBooks Premier Edition 2021 - [New tem]
= File Edit View Lists Favores Company Customers Vendors Emplojees Banking Reports Window Help Special Offers -8 x
[Search Company orHelp . [SONRM Tvee @
e . Use for senvices you charge for or purchase, like
—— specialized labor, consuting hours, or professional e
A Home Next
fem NameMNumoer @ Subitem of
Notes
&® My Company Contract 123458 Fracture Critical Bridge  ~

UNIT OF MEASURE Custom Fields

d = Spelling

This senice is used in assembles or is performed by a subcontractor or partner
Bl Calendar
Description Rate 000

€ snapshots

& customers rccount [Revenusrai <] O temis macive
Contract 12348 Income C
T vendors —— Incoms
H eroior Gonstruction Management income
Contract 1234C income
Bank Feeds Contract 5678C Income
Fracure Crical Bidge income ]
2 Quic@ooks
Contract 12348 income
i Contract 56788 income
Preliminary Engineering income
H Repots Gontract 1234 Income
Contract 56784 income
@ oroercrecis
Program Management income
@ rucraymol Contract 1234D income
Contract 5678D income
Sale ofAssets Income
A My Shortcuts
Sign Shop Revenue income
= View Balances
CERIExpense Expense
Ml Run Favorite Reports Capital Outlay Expense
8 Open Windows. Grants Expense
v
CountyA Expense

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:
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Income Classes

Income Classes

Account(s) Classes

Design

Survey

ODOT Revenue: Preliminary |Geotech
Engineering Environmental

ROW Acquisition

Utility Relocation

ODOT Revenue: Construction |Construction Site Inspection

Management Lab
County

Engineering Revenue City
Sign Shop Revenue School

Material Testing Lab Revenue |Tribes
Crack Seal Team Revenue Fire Departments
Construction Service Revenue |Sale of Assets

When Districts are entering invoices to be sent for the following services: ODOT Preliminary Engineering,
ODOT Construction Management, Sign Shop, Material Testing Lab, Crack Seal, and Construction
Services; one of the above classes needs to be selected. Districts need to ensure interlocal agreements are
established with governmental entities they are providing services/sell products to. See the process for
setting up Income Classes SOP #8 & #9.
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Income Classes
Standard Operating Procedure #8 — Enabling Class Tracking for Transactions

Enabling Class Tracking for Transactions

1. Click Edit and select Preferences from the drop down menu.

CED CoA - QuickBooks Premier Edition 2021 - [Home |

= View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers g DISCOVERY

VENDORS COMPANY

Chartof
@ % % Accounts
Enter Bills Pay Bills New: Business
Use Register Ctri+R Loans =
Use Calculator ftems & Order
Services Checks
Eind. Ctri+F
Search F3 b
: ®
SNEp % B Upgrade your QuickBooks ~ Calendar
& Customers Sales Create Sales
Orders Receipts
ING
& vendors
H Employees = =
7] ] o &
100 Bank Feeds Estimates Create Receive Record Reconcile
Invoices Payments Deposits
[ My Shortcuts
B View Balances = % —
b ®
MM Run Favorite Reports Statement Statements Refunds Wiite Check
B Open Windows Charges At Checks Register
EMPLOYEES
COVID-19 Resources E
4 Upgrade & Save 50% on Payroll @9 v v
Tint
Credit Cards Enter Turn On Checks
B Accept Time Payroll

& Order Checks & Supplies

= Save 50% on QuickBooks Online

2. In the Preferences menu, select Accounting and Company Preferences.
a. Under Class, check “Use class tracking for transactions” and uncheck “Prompt to assign
classes”.

E’) Accounting 'y My Preferences Company Preferences @
(@ Benefits & HR ACCOUNTS ———
% Bills Use account numbers + Require accounts
m Calendar )
a Checking
CLASS Default
EE Desktop WView

. ~| Use class tracking for transactions
Finance Charge . . Also See:
e iPromptto assign classes;
;’_‘D General General
ﬁ Integrated Applications
&l t &l " Fayroll and

ems & Inventory | Automatically assign general journal entry number Employees
Qj Jobs & Estimates +# Warn when posting a transaction to Retained Earnings
@ Multiple Currencies DATE WARNING S

P ts : N -
% aymen | Warn if transactions are 90  day(s)in the past
E#} Payroll & Employees

X ¥ Warn if transactions are 30 day(s) in the future

Reminders
il Reports & Graphs CLOSING DATE
m Sales & Customers Date through which books are closed: (not set)
Q@ Sales Tax )

Set Date/Password
ﬁ Search
E3d sendForms
% Service Connection
A4
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Income Classes
Standard Operating Procedure #9 — Creating a Class

Creating a Class

1. Click Lists and select Class List from the drop down menu.

mpany Customers Ven

earch Company or H ~ Chart of Accounts Ctri+A

ftem List

Fixed Asset ltem List VENDORS
Price Level List

Class List
Other N List el
er Names Lis Accounts
Customer & Vendor Profile Lists » @ % %

W income Tracke: IECREES Enter Bills PayBills  New Business Dﬁ =
< Loans E
= Memorized Transaction List Ctrl+T ftems & Order
& Bill Tracker Services Checks
Add/Edit Muttiple List Entries
Bl calendar Manage Groups @
CUSTOMERS
€ snapshots % = Upgrade your QuickBooks ~ Calendar
& Customers Sales Create Sales
Orders Receipts

& vendors BANKING
H Empioyees % @

10l Bank Feeds Estimates Create Receive Record Reconcile
== Invoices Payments Deposits

A my Shortcuts

CE = & B

MW Run Favorite Reports Statement Statements Refunds e Chck
B Open Windows Chisegea Crackls Checks Register
EMPLOYEES
COVID-19 Resources B
# Upgrade & Save 50% on Payroll % i
Print
@ Accept Creait Carcs Enter Tum On Checks

Time Payroll

&5 Order Checks & Supplies

== Save 50% on QuickBooks Online

2. Click Class and select New from the drop down menu.

CED CoA - QuickBooks Prem

= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers - B X

earch Company or Help o <

My Shortcuts

% income Tract
& Bill Tracker
il calendar

@ Snapshots

o Customers

T&] Vendors

H Employees

10 Bank Feeds

A My Shortcuts

New Ciri+N
B View Balances

M Run Favorite Reports

8 Open Windows

v Hierarchical View
COVID-19 Resources Flat View

4 Uporade & Save 50% on Payroll Customize Columns
& Accept Credit Cards

& Order Checks & Supplies

= Save 50% on QuickBooks Online

Find in Transactions.

Print List Ctri+P

Class v Reports v
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Income Classes
Standard Operating Procedure #9 — Creating a Class

3. Input Class Name and click OK.
For this example, we will create the Class “County.”

File Edt View Lists Favorites Company Customers Vendors Emplojees Banking Reporls Window Help Special Offers F)

Seson Cormpany or e~ IR C'ess teme [Gount] |

My Shortcuts
A Home
y Company
Income Tracker

B B Tracker

B Calendar

2 Quick

B Reports
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@ rcaramn

[y
A My Shortcuts
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M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Uporade & Save 50% on Payroll
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.

Subclass of cancel
Next

Classis
inaciive

4. Now County will appear under Class List

il Edi View Lists Favorites

mpany Customers Vendors Employees Banking Reports Window Help Special Offers 8 x

fSearch Company or Help

My Shortcuts
A Home

&® vy Company
% income Tracker

By Bil Tracker

B Calendar
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-

T My Shortcuts
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I Open Windows.
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& Order Checks & Supplies
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Expense Accounts

Expense Accounts

Expense Accounts

Name Description

Crack Seal Expense Accounts for expenses to run the Crack Seal program.
Construction Service Expense |Accounts for expenses to run the Construction Service program.
Sign Shop Expense Accounts for expenses to run the Sign Shop program.

Accounts for expenses expended from CED Revolving Proceeds. These
expenses are NOT included in the District's overhead billing rates for
enterprise activities. Expenses incurred by other enterprise activities
do not fall into this category.

Lab Expense Accounts for expenses to run the Lab program.

Accounts for expenses incurred for providing services to ODOT in
relation to contracts renewed every two years.

CED Revolving Expense

ODOT Profession SVC Expense

Accounts for expenses incurred for the general operation and
administrative costs of the District that cannot be divided between
enterprise activities. These expenses are factored into the District's
overhead billing rates for enterprise activities.

General Expense

The above expense accounts are designed to track expenditures related to all programs and services
provided by the District. The expenditures should also correspond with their respective income source.
Example: The District financial statement would reflect crack seal income and crack seal expense to aid
management with understanding of possible gains and losses associated with the service. Since crack seal
expenditures have a correlating revenue, these expenditures cannot be accounted for in CED Revolving
Expense. CED Revolving Expense is restricted to expenditures that have no other income source. See SOP
for creating expense accounts at SOP #10.

Note: District’s that are NOT providing additional services (such as ODOT contracts, sign shop, etc....)
and ONLY have CED Revolving Proceeds will account for all expenditures under CED Revolving Expense.
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Expense Accounts
Standard Operating Procedure #10 — Creating an Expense Account

Creating an Expense Account

1. Click on Lists and select Chart of Accounts from the drop down menu.

Favorites Company Customers Vendors

o e T 0T TR BT
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@ Accept Credit Cards
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& Save 50% on QuickBooks Oniine:

2. Click Accounts and select New, this will bring up the Account Creation Screen.
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Al My Shortcuts
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Flat View
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Expense Accounts
Standard Operating Procedure #10 — Creating an Expense Account

3. Select Expense and click Continue

- QuickBooks Premier Edition 2021 - [Add New Account

= Fle EGt Vew Lisis Favortes Company Customers Vendors Employees Banking Reports Window Help Sp

G Qiscoverr
HUB.

@  Choose one account type and click Continue

Categorize money your business eams or spends

© Income. Expense Account
© Expense Categorizes money spent in the course
of nommal business operations, such as

O, trackthe value of your assets and liabiities
« Advertising and promotion

Fixed Asset (major purchases) - Office supples
= +Insurance

Bank alfees
2  Charitable contributions

Lo *Rent
© Credit Card
© Equity More
) Other Account Types <select>

&3 Tum on Payroll
@ Accept Credt Cards.

@ Order Checks & Suppiies

& save 50% on QuickBooks Oniine

4. Input your account name in the Account Name field and the associated account description. For
this example, Account Name is General Expense, and the Description is “Expense for the general
operation of the circuit engineering district.”

5. Select Save & Close

= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers B BSSoVER D@ |- =5 x

SERE ([TT  AccountTjpe  Expense -

Account Name ([ETEEIETEED
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Note

Accountis inaciive [ saves.ciose [ ECRRY

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:
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Expense Accounts
Standard Operating Procedure #10 — Creating an Expense Account

6. We have created General Expense Account. The Chart of Accounts will now be populated with the
new account.

fSearch Company or Hel

G5 o

My Shortcuts Lookfor account narme or numoer
A Home
ame e BALANGETOTAL AT
4® vy Company « Payrol Liabilties Otner Current Liabily 000
+ Opening Balance Equity Equity 25200000
« Retained Eamings Equity
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« Payroll Expenses Expense

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

Account v | Activities v | Reports 'v| Attach

Include inaciive
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Expense Accounts
Expense Subaccounts

Expense Subaccounts

Expense Sub Accounts

M&O

Travel

Personal Services

Capital Outlay

Grants (CED Revolving Expense Only)

All expense accounts will have the above subaccounts as noted. These subaccounts will enable the District
to group transactions into categories similar to Counties. See how to create expense sub accounts SOP #4.
Additionally, below are definitions for M&O, Travel, Personal Services, Capital Outlay, and Grants.

68 OS § 3010 The term "maintenance and operation" is defined to comprehend all current expense except
those items herein defined as "personal services" and/or "capital outlay," and "sinking funds," including all
items, articles and materials consumed with use, rentals on machinery and equipment, premiums on surety
bonds and insurance, all maintenance and repair accomplished according to the conditions of a contract,
and all items of expense paid to any person, firm or corporation who renders service in connection with the
repair, sale or trade of articles and commodities. In the departments of roads and highways and/or streets
and alleys the term "maintenance and operation" shall comprehend all items so defined hereinbefore, and
shall be further specifically defined to include all items, articles and materials consumed with the use in the
repair, maintenance, construction or reconstruction of roads, bridges, highways, streets and alleys by the
usage of force account labor, rentals on machinery and equipment, premiums on surety bonds and
insurance, and all repair and maintenance accomplished under the terms of a contract.

68 OS § 3010 The term "personal services" is defined to comprehend all salaries, wages, per diem
compensation, fees where the only compensation of the recipient is the fees earned, and all allowances or
reimbursement for travel expense where authorized by law and/or defined by law, paid to any officer,
deputy, employee or other individual for services rendered or employment in relation to the office,
department or subdivision of the municipality, including such items as fees and mileage of witnesses and
jurors when paid from the general fund, fees of constables and justices of the peace and all other fees,
compensation or remuneration paid to individuals or persons who have only their professional, technical or
vocational skills and services to sell. In the departments of roads and highways and/or streets and alleys the
term "personal services" shall comprehend all items so defined hereinbefore and shall be further specifically
defined to include such items as salaries, wages, per diem compensation and all other compensation or
remuneration paid to engineers, surveyors, mechanics, truck drivers, tractor and grader operators,
carpenters, etc., for professional, technical and vocational skills and services rendered in relation to
employment by or within such department or subdivision of the municipality.

68 OS & 3010 The term "capital outlay" is defined to comprehend all items and articles(either new or
replacements) not consumed with use but only diminished in value with prolonged use, such as new, or
replacements of, machinery, equipment, furniture and fixtures, all real properties, and all construction or
reconstruction of buildings, appurtenances and improvements to real properties accomplished according to
the conditions of a contract.

The subaccounts “Grants” is used solely for CED Revolving Expense account. This enables the District to
track grants to the member counties for their grant programs such as material request programs.
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Expense Accounts
Expense Sub-subaccounts

Expense Sub-Subaccounts

Sub-subaccounts in expenses are customizable and will vary District to District depending on their financial
activity. These sub-subaccounts were selected after a review of all Districts bookkeeping systems. Creating
sub-subaccounts is the same process as creating a subaccount. See the SOP #4 for creating subaccounts.
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Expense Accounts
Expense Account Example in QuickBooks

Below is how Expenses will appear in QuickBooks accounting system once setup:

+ CED Revolving Expense
+Capital Qutlay
+Grants
+ County A
+County B
+County C
¢ County D
+County E
¢ County F
+ County G
+ME&D
+Personal Services
+Fringe Benefits Expense
+Health Ins. Expense
+Hourly Wage Expense
+Payroll Tax Expense
+Retirement Expense
«3alary Wage Expense
+Travel
« Construction Service Expense
« Capital Qutlay
+M&O
+Personal Services
+«Fringe Benefits Expense
+Health Ins. Expense
«Hourly Wage Expense
+Payroll Tax Expense
+Retirement Expense
+3alary Wage Expense
+Travel
+ Crack Seal Expense
+ Capital Cutlay
+MED
+Personal Services
¢+ Fringe Benefits Expense
+Health Ins. Expense

+Hourly Wage Expense
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Expense Accounts
Expense Account Example in QuickBooks

«Payroll Tax Expense
+Retirement Expense
+3alary Wage Expense

+Travel

+ General Expense

«Capital Cutlay

+«M&D
«Accounting Service
+Board Meeting Expense
«Contract Labor
+Fuel Expense
+Office Building Expense
+Office Supplies
+Software Licenses
«Utilities Electric
«Utilities Gas
«Utilities Internet
+Utilities Phone
«Utilities Security
+Ltilities Trash
+Ltilities Water
+«Yehicle Maintenance & Repair

«Personal Senvices
«+Fringe Benefits Expense
+Health Ins. Expense
+Hourly Wage Expense
+Payroll Tax Expense
+Retirement Expense
+3alary Wage Expense

s Travel

+ Lab Expense

«Capital Outlay

+M&D

+«Personal Senvices
+Fringe Benefits Expense
«Health Ins. Expense

+Hourly Wage Expense
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Expense Accounts
Expense Account Example in QuickBooks

+Payroll Tax Expense
+Retirement Expense
+Salary Wage Expense

«Travel

+ ODOT Professional SVC Expense

+Capital Outlay

+M&D

+Personal Services
+Fringe Benefits Expense
+Health Ins. Expense
+Hourly Wage Expense
+Payroll Tax Expense
+Retirement Expense
+3alary Wage Expense

+Travel

+ 3ign Shop Expense

+Capital Outlay

+M&O

+Personal Senvices
+Fringe Benefits Expense
+Health Ins. Expense
+Hourly Wage Expense
+Payroll Tax Expense
+Retirement Expense
+Salary Wage Expense

+Travel
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+ Construction Service Expense

+Capital Qutlay

o ME&D

«Personal Senices
¢«Fringe Benefits Expense
+Health Ins. Expense
«Hourly Wage Expense
«Payroll Tax Expense
+Retirement Expense
+3alary Wage Expense

«Travel

+ Crack Seal Expense

+Capital Qutlay

+ ME&D

+«Personal Services
«Fringe Benefits Expense
+Health Ins. Expense
«Hourly Wage Expense
«Payroll Tax Expense
+Retirement Expense
¢+ 3alary Wage Expense

+Travel

+ Lab Expense

+Capital Outlay

+ M&D

+Personal Services
«Fringe Benefits Expense
+Health Ins. Expense
«Hourly Wage Expense
«Payroll Tax Expense
+Retirement Expense

«3alary Wage Expense

+Travel
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Expense Account Example in QuickBooks
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Expense Accounts
Expense Account Example in QuickBooks

+ ODOT Professional Svcs. Expense
+Capital Outlay
+ M&D
+Personal Semnvices

+Fringe Benefits Expense

+Health Ins. Expense
«Hourly Wage Expense
«Payroll Tax Expense
¢ Retirement Expense
+3alary Wage Expense
+Travel
+ Reconciliation Discrepancies
+ Sign Shop Expense
+Capital Qutlay
+ M&D
+«Personal Senvices
«Fringe Benefits Expense
+Health Ins. Expense
«Hourly Wage Expense
«Payroll Tax Expense
+Retirement Expense
+«3alary Wage Expense

+ Travel
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Payroll Liabilities

Below is an example of Liability accounts that could be applicable to the District:

+ Payroll Liabilities
+«Fed Withholding
+FICAPayable
«Life Insurance Payable
+Medical Ins Payable
+Medicare Payable
+ 0K Withholding
+«Retirement Payable

+3UTAPayable

Payroll liabilities are payroll expenses that have incurred but not yet been paid. Payroll liabilities employee
portion includes employee compensation, required withholdings, and voluntary withholdings. Additionally,
payroll liabilities are accrued for the employer portion of retirement and payroll taxes. Payroll liabilities are
used to ensure that financial statement expense accounts are not inflated.

Every month payroll liabilities should be reviewed to ensure balances are appropriate and accurate. The
balance of each individual payroll liability subaccount should only be payments outstanding or be “0”.

If you are currently not utilizing liabilities, this section is not applicable.

Note: Districts may have other payroll liability accounts such as garnishments and child support. Each
District needs to review all payroll withholdings to ensure each withholding has its own payroll liability
subaccount.

Disclaimer: Due to not having access to QuickBooks Payroll function, we have limited guidance on the
payroll process within QuickBooks.
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Outsourced Payroll

Districts that utilize outsourced payroll services will have to manually accrue liabilities through journal
entries each payroll period. If your district does not currently accrue liabilities, this section is not applicable.
Below is an example of payroll journal entries for employee and employer liabilities:

Select Make General Journal Entries from the Company drop down menu

r Edition 2021 - [Home ]

R 0@ | - & x
Home Page
Company Snapshot
Documents . o a5 & pee
Lead Center Receive Enter Bills New: Business Chart of Inventory
My Company Inventory Against oans Accounts Activities
SetUp Users and Passwords » Inventory
o o, @ 2 “ & =
Bulk Enter Business Details. “nter Bills Pay Bills Senices Checks
Planning & Budgetng .
To Do List @
B SeTowe Upgrade your QuickBooks catendar
Ghrtofpccounts cite = Creste Saes
Accept Recens s
Manage Currency » Credit Cards. &
Entr Veric ieage v
. ] @
Export Your Company File to QuickBooks Online "?J:‘i‘:s PF;:;‘ZW:S DF:ZE:STS Reconcile
Ugrade your QuickBooks
& & B
Sitement Sttoments Refunds o sl
Charges & Credits Checks Register
. " o] =]
&
Ener Tumon Checks Gard Charges
Time Pyl
‘COVID-19 Resources
4 Tum on Payroll & save up to 50%
@ Accept Credit Cards
&) Order Checks & Supplies
4 Save 50% on GuickBooks Onine
Emplovee entries
Employee Journal for all payroll
CED Revolving ExpensePersonal Services: Salary Wage Expense 3,000.00
Construction Service Expense:Personal Services:Salary Wage Expense 3,000.00
Crack Seal Expense:Personal Services:Salary Wage Expense 3,000.00
CED Revolving Expense:Personal Services:Salary Wage Expense 3.000.00
Lab Expense:Personal Sernvices:Salary Wage Expense 3,000.00
Sign Shop Expense:Personal Semrvices:Hourly Wage Expense 1,500.00
Payroll Liabilities:Retirement Payable 1,000.00 Employee Contribution
Payroll Liabilities:FICA Payable 1,500.00 Employee Contribution
Payroll Liabilities:Medicare Payable 300.00 Employee Contribution
Payroll Liabilities:Fed Withholding 1,800.00 Employee Contribution
Payroll Liabilities:OK Withholding 500.00 Employee Contribution
Payroll Liabilities:Medical Ins Payable 400.00 Employee Contribution
Payroll Liabilities:Life Insurance Payable 10.00 |[Employee Contribution
Bank 1 10,890.00 Mov Met Payroll
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Outsourced Payroll
Employer entries
Employer Journal Retirement
CED Revolving Expense:Personal Services: Retirement Expense 400.00
Construction Service Expense:Personal Senvices:Retirement Expense 200.00
Crack Seal Expense:Personal Services:Retirement Expense 200.00
Lab Expense:Personal Services: Retirement Expense 200.00
Payroll Liabilities:Retirement Payable 1,000.00
Employer Journals Payroll Tax
CED Revolving Expense:Personal Services:Payroll Tax Expense 600.00 Employer Contribution
Construction Service Expense:Personal Services:Payroll Tax Expense 300.00 Employer Contribution
Crack Seal Expense:Personal Services:Payroll Tax Expense 300.00 Emplaoyer Contribution
Lab Expense:Personal Services:Payroll Tax Expense 300.00 Employer Contribution
3Sign Shop Expense:Personal Services: Payroll Tax Expense 300.00 Employer Contribution
Payroll Liabilities:FICAPayable 200.00 Employer Contribution
Payroll Liabilities:Medicare Payable 1,400.00 Employer Contribution
Payroll Liabilities:SUTA Payable 200.00 Employer Contribution
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Inhouse Pavroll

The Districts that utilize inhouse payroll through QuickBooks will need to update the Payroll Item list to
correlate with the proper account. See below for an example of a few payroll items that may be needed:

Payroll Item List Type Tax Tracking Account

Salary Crack Seal YearlySalary [Compensation Crack Seal Expense: Personal Expenses: Salary Wages

Salary Construction Service YearlySalary [Compensation Construction Service Expense: Personal Expenses: Salary Wages
Salary Sign Shop YearlySalary [Compensation Sign Shop Expense: Personal Expenses: Salary Wages

Salary CED Revolving YearlySalary |Compensation CED Revolving Expense: Personal Expenses: Salary Wages
Salary General YearlySalary |Compensation General Expense: Personal Expenses: Salary Wages

Salary Lab YearlySalary |Compensation Lab Expense: Personal Expenses: Salary Wages

Salary ODOT YearlySalary [Compensation ODOT Expense: Personal Expenses: Salary Wages

Hourly Crack Seal Hourly Wage |Compensation Crack Seal Expense: Personal Expenses: Hourly Wages

Hourly Construction Service Hourly Wage |Compensation Construction Service Expense: Personal Expenses: Hourly Wages
Hourly Sign Shop Hourly Wage |Compensation Sign Shop Expense: Personal Expenses: Hourly Wages

Hourly CED Revolving Hourly Wage |Compensation CED Revolving Expense: Personal Expenses: Hourly Wages
Hourly General Hourly Wage |Compensation General Expense: Personal Expenses: Hourly Wages

Hourly Lab Hourly Wage |Compensation Lab Expense: Personal Expenses: Hourly Wages

Hourly ODOT Hourly Wage |Compensation ODOT Expense: Personal Expenses: Hourly Wages

Phone Reimbursement - Crack Seal Additions Fringe Benefits Crack Seal Expense: Personal Expenses: Fringe Benefits

Phone Reimbursement - Construction Service |Additions Fringe Benefits Construction Service Expense: Personal Expenses: Fringe Benefits
Phone Reimbursement - Sign Shop Additions Fringe Benefits Sign Shop Expense: Personal Expenses: Fringe Benefits

Phone Reimbursement - CED Revolving Additions Fringe Benefits CED Revolving Expense: Personal Expenses: Fringe Benefits
Phone Reimbursement - General Additions Fringe Benefits General Expense: Personal Expenses: Fringe Benefits

Phone Reimbursement - Lab Additions Fringe Benefits Lab Expense: Personal Expenses: Fringe Benefits

Phone Reimbursement - ODOT Additions Fringe Benefits 0ODOT Expense: Personal Expenses: Fringe Benefits

Healthcare Allowance - Crack Seal Additions Fringe Benefits Crack Seal Expense: Personal Expenses: Fringe Benefits
Healthcare Allowance - Consruction Service  |Additions Fringe Benefits Construction Service Expense: Personal Expenses: Fringe Benefits
Healthcare Allowance - Sign Shop Additions Fringe Benefits Sign Shop Expense: Personal Expenses: Fringe Benefits
Healthcare Allowance - CED Revolving Additions Fringe Benefits CED Revolving Expense: Personal Expenses: Fringe Benefits
Healthcare Allowance - General Additions Fringe Benefits General Expense: Personal Expenses: Fringe Benefits
Healthcare Allowance - Lab Additions Fringe Benefits Lab Expense: Personal Expenses: Fringe Benefits

Healthcare Allowance - ODOT Additions Fringe Benefits 0DOT Expense: Personal Expenses: Fringe Benefits

Health Insurance - Crack Seal Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Health Insurance - Construction Service Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Heath Insurance - Sign Shop Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Health Insurance - CED Revolving Expense Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Health Insurance - General Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Health Insurance - Lab Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Health Insurance - ODOT Deduction Premium Only/125 Paryoll Liabilities: Medical Ins. Payable

Above is not a comprehensive list of payroll items. Each district will have to review all compensation
methods, withholdings, deductions, and additions that are relevant to their payroll in order to complete the
payroll item list. As you can see from above, every Salary, Hourly, Fringe Benefits, and Deductions will
have multiple payroll items broken down to the respective business unit and connected to the appropriate
expense/liability account. OSALI is currently not promulgating a payroll item list; however, for the Chart of
Accounts to effectively function, it is imperative that payroll is broken down into its proper expense
accounts. Additionally, each employee’ paycheck detail will have to be updated to the new payroll item
list. Districts need to ensure withholdings and allowances are in accordance with IRS guidelines.
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To update employee deductions and allowances the following steps need to be performed:

e From the top tool bar select employees then select employee center.

e Select the employee to edit by right clicking then select edit employee.

e Then select the payroll info tab to update additions, deductions and company contributions.
e Next select the taxes button to review payroll tax withholdings.

Note: This is also a good time to review each employee’s personnel files to ensure all payroll withholdings,
deductions, and additions are supported by adequate documentation and are accurate.

Disclaimer: It will be the Districts responsibility to ensure that withholdings, fringe benefits, and
compensation are being properly accounted for and classified appropriately as pre-tax, post-tax, and are in
accordance with IRS guidelines.

Miscellaneous Payroll

We have provided a few SOPs related to payroll. This includes the following:

e SOP #11 — Entering Employees
e SOP #12 — Tracking Leave on Paystub
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Entering Employees

1. Click Employees from the menu on the left hand side to bring up Employee Information Screen
and click New Employee.

Employess

king Reports Window Help Special Offers

Searcn Company or e Pl = newEmpioyee. [ Manage Employee nformation ~ & print v () EmerTme v [ Excel +

My Shortcuts

Employee Information

FullName

# NOTE

Home.

&% My Company RNE ATTACH REPORTS FOR THIS ENPLOYEE
® income Tracker
Turn on Payroll
B B Tracker

Transactions  ToDo's

Sent Email

AllTransactions This CalendarYear  ~

There are no transactions of type “All Transactions” in date range “This Calendar Year

@ racrarol

[ RPN

Al My Shortcuts
5 View Balances
M Run Favorite Reports.

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Onfine.

2. Complete necessary fields and hit OK.

CED CoA - Quickf Premier Edition 2021 - [New Employee]
= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reporis Window Help Special Offers OOV O | - & x
[Search Company or Help  +) <
My Shortcuts personal
i iEm i) [Bos
Home Address & Contact Yo oisaaILTY
&® My company ‘Additional Info e
® income Tracker PayrollInfo -
5 19 ForM
By B Tracker Employment nfo
Bl calendar ]
€ snapshots ~| wumey
& Customers Tum On Payroll v -
T vendors
H Emo
I Bank Feed:

2 QuidkBooks
Docs

B Revorts

@ orerches e -
@ raoraron

Al My Shortcuts
5 View Balances
M Run Favorite Reports

B Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Oniine:
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Tracking Leave on Paystub
To have vacation/sick used and vacation/sick available printed on employee’s pay stubs complete the

following steps:
1. Click Set Up Users and Passwords from the Company drop down menu and select Manage Login
Settings.

CED CoA - QuickBo

= File Edit View Lists Favorites LIRS0 Customers Vendors Employees Banking Reports Window Help Special Offers
[Search Company or Help Home Page

Company Snapshot

remier Edition 2021 - [Home ]

] &

B oM |- o

My Shorteuts Calendar VENDORS ConPANY
Documents » -
A Home & ® & &
Lead Genter
Recelve Enter Bills New: Business Chartof Inventory
4® vy company Gompany Inventory pgainst Loans Accounts Activities
invento
tUp Users and Passwords [ setupusers "
% income Tracker ‘Gustomer Cre it Card Protecton. IntuitAccount User Hanagement
) 2
e ke Bulk Enter Business Details lanage Login Settings Pay Bills Services Checks
Buy Additional User Li
B Catencar Planning & Budgeting y  BurAddionaibserticense
ToDolList @
Snapshots Reminders CUSTOMERS
(G emmis & Upgrade your QuickBooks Catendar
Alerts Manager =]
Chartofaccounts ctia == Create Sales
eceipts
] verwor Make General Joumal Entries. Accept " NS
: Manage Curency , Credit Cards
H Empioy Enter Vehicle Mileage. B
= Export Your Company File to QuickBooks Online Create Recelve Reconcile
Invoices Payments
2 cuickgooks Upgrade your QuickBooks
Docs = & B =
Statement statements Refunds .
B Reporis Charges &Credits e
Register
@ orcercreass
EMPLOVEES
@ AddPayrol -
- ® =
Enter Credit
0wy Snortcuts Enter Tum on Card Charges
Time Payroll

=) View Balances
M Run Favorite Reports

1B Open Windows

COVID-19 Resources
4 Tum on Payroll & save up to 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Online

2. Click Payroll & Employees, Company Preferences, and Pay Stub & Voucher Printing.

Accounting
Benefits & HR
Bills

Calendar
Checking
Desktop View

Finance Charge

General

273
!
Wi
=
-
ga
<0

Integrated Applications
tems & Inwventory

D’/ Jobs & Estimates
% Multiple Currencies

% Payments
Payroll & Employees

Reminders

ali
m Sales & Customers
525 Sales Tax

ﬁ Search

a Send Forms.

% Service Connection

Reports & Graphs

| 3

My Preferences Company Preferences

QUICKBOOK S DESKTOP PAYROLL FEATURES  SET PREFERENCES FOR

Full payroll; Pay Stub & Voucher Printing

Manual Payroll
7 Mo payroll

online payrall

What's the difference? At

Copy earnings details from previous paycheck

| Recall hour field on paychecks

A

Recall guantity field on paychecks

LY

Job Costing, Class and Item tracking for paycheck expenses

Assign one class per ®! Entire paycheck 7 Earnings item
Changing the employee name display preferences will cause all QuickBooks
Desktop windows to close. Please finish paying your employees before you do this

DISPLAY EMPLOYEE LIST BY:

® First Name T LastName Employee Defaults...

Mark new employees as sales reps

Display employee sacial security numbers in headers on reports

Cancel

Help

Default

Also See:
General
Tax: 1099

Benefits and HR
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3. Check Vacation used and vacation available and check Sick used and sick available.

Payroll

Standard Operating Procedure #12 — Tracking Leave on Paystub

Payroll Printing P
ON PAYCHECK VOUCHERS ONLY, PRINT:

v Employee address
+| Company address
| Pay period in check memo

ON PAYCHECK VOUCHERS AND PAY STUBS, PRINT.

 Vacation used and vacation availablei

Printas  Vacation Time
+| Sickused and sick available
Printas  Sick Time
+| Legal company name
Federal employer identification number
v/ DBAcompany name
Company phone number
+| Non-taxable company items
v Employee social security number

Only the last four digits of $8Ms and bank
account numbers

| Hours for salaried employees
® Standard font size 7 Large font size

¥ PrintIntuitlogo

Cancel

Help

Default

4. Additionally, you can click Sick and Vacation from Company Preferences screen if you want
QuickBooks to track accrued leave for employees per your policy.
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Sick and Vacation Defaults

SICK [PRINTS AS: SICK TIME}
Accrual period

Y

Hours accrued at beginning of year 0:00
Maximum number of hours to accrue

Set accrual limit

Maximum hours at a time = | Help me choose

Reset hours each new year?

VACATION (PRINTS AS: VACATION TIME}
Accrual period

Beginning of year -
Hours accrued at beginning ofyear  g-pp

Maximum number of hours

Reset hours each new year?

SICK AND VACATION ACCRUAL
Do not accrue employee sick and vacation hours for:
Sick and vacation hours paid

Qvertime hours paid
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Paying Inhouse and OQutsourced Accrued Liabilities

When paying bills for payroll expenses, the District will be posting to the respective payroll liability account
and sometimes expense account. When posting payroll in QuickBooks ensure that the postings are being
properly recorded in the respective expense and liability accounts. See examples below for payment of bills:

Health Insurance Example:

= Bill T Credit
WENDOR  |Health & Life Ins Cal - DATE 11232022 -]
REF. NO
ADDRESS
AMOUNT DUE 910,00
BILL DUE 12/032022 [==]
TERMS -
MEMO rov Health & Life Insurance
Expenses $910.00 Items $0.00
Payroll Liabilities:Medical Ins Payable 40000 MNov Health & Life Insurance Employee Portion
Fayroll Liabilities:Life Insurance Payable 10.00 Employee Portion
CED Revolving Expense:Personal Semvices:Healt... 10000 Employer Portion
Lab Expense:Personal Services Health Ins. Expen.__. 10000 Employer Paortion
Construction Service Expense:Fersonal Services: . 10000 Employer Paortion
Crack Seal Expense:Personal Services:Health Ins... 100.00 Employer Portion
CED Revolving Expense:Personal Semvices: Healt... 100.00 Employer Portion
Retirement Example:
VENDCR | Retirement Co - DATE 1142352022
REF. MO
ADDRESS
AMOUNT DUE |2 000.00
BILL TUE 12/03/2022
TERME -
o Frv |[Employee and Employer Contribution
Expenses $2,000.00 ltems $0.00
Payroll Liabilities:403(b) Payable 1,000.00 Employer
Payroll Liakilities:403({b) Payable 1,000.00 Employee
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State Withholding Example:

VENDOR  |OTC - DATE 112312022 E
REF. NO.
ADDRESS
AMOUNT DUE  |500.00
BILL DUE 12/0312022 HE
TERMS -
MEMZ  |Employee Contribution|
Expenses $500.00 ltems S$0.00
ACCOUNT AMOUNT MEMO

Payroll Liabilities: Ok Withholding

500.00 Employee Contribution

Federal Withholding, FICA, and Medicare Example:

Bill

VENDOR LS Treasury

ADDRESS
TERMS -
MEMO

Expenses $5,300.00 ltems
ACCOUNT

Fayroll Liabilities:Fed Withholding

Payroll Liabilities:FICAPayable

Payroll Liabilities:Medicare Payable

Version 1
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- DATE

REF. MO.

11/23/2022 [

AMOUNT DUE |5 300.00

BILL DUE

1,900.00
1,700.00
1,700.00

121032022 A
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OESC Example:

ik - DaTE 11/23/2022 4
REF. MO

ADDRESS
AMOUNT DUE | 200.00
BILL DUE 12/03/2022 E

Expenses $200.00 ltems $0.00

Payroll Liabilities: SUTA Payable 200.00

At least monthly Payroll Liability balances need to be balanced. Otherwise reports will not have the correct
balances for payroll liability.
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Finalizing Implementation

Update Old Accounts

Now that you have created the new chart of accounts, the next step is to update all of the accounts in your
previous Chart of Accounts. When updating the accounts, this will automatically update ALL transactions
tied to this account.

See SOP #13 for updating old accounts.

Update Outstanding Invoices

Additionally, any outstanding invoices in the Customer Center will need to be updated to the new item
listing. If the customer has a dollar amount instead of a zero balance, this means there are outstanding
invoices that will need to be updated. See example below:

+ School 1 0.00
+ Tribe 1 0.00
s Tribe 2 24330

See SOP #16 for updating outstanding invoices.

Update ODOT Customers

The only customer that will need updated is ODOT. When updating outstanding invoices this should correct
the classification in accordance with chart of accounts.

Assistance

If you need assistance, please contact the auditor’s office at (580)332-3845 and ask for Darla, Sarah, or
Josh.

Version 1 56
05/22/2023



Finalizing Implementation
Standard Operating Procedures #13 — Updating Old Accounts

Updating Old Accounts

1. Right click the account to be updated and select edit account. This will bring up the screen below.
The circled area will need to be updated.

= Add New Account - 0 X
fFTT| Account Type Expense v
AccountName  Utility Electric Select from Examples
OPTIONAL
Description
Note
| Save & Close ' Save & New Cancel
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Standard Operating Procedures #13 — Updating Old Accounts

2. Check mark the box labeled “Subaccount” and select the appropriate account from the drop down
menu to move the account. Click Save & Close when finished.

Add New Account
|]"|'|' Account Type Expense -
Account Name | Utility Electric Select from Examples
+| Subaccount of | General Expense M&QD -
OPTIONAL
Description
Mote
| Save & Close I Save & New Cancel
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Standard Operating Procedures #13 — Updating Old Accounts

3. The account is then updated in the chart of accounts as noted below.

+ CBRI Expense Expense
+«Capital Cutlay Expense
+Grants Expense

«County A Expense
«County B Expense
«County C Expense
«County D Expense
«County E Expense
«County F Expense
«County G Expense
« ME&D Expense
unieedic | Jewerse
+Personal Semnices Expense
+Health Insurance Expense Expense
+«Hourly YWage Expense Expense
«Payrall Tax Expense Expense
+Retirement Expense Expense
+3alary Wage Expense Expense
+Travel Expense
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Standard Operating Procedures #14 — Update Outstanding Invoices

Update Outstanding Invoices

1. Right click the customer once to show transactions to the customer with outstanding invoices. In
the “Show” box, use the drop-down menu to select “invoices.” Select the “Date” drop-down menu
and select “All” to ensure all invoices to the customer are pulled. Click the “Aging” column to sort
invoices by number of days outstanding. If a number is in the aging column, then the transaction
needs to be updated. Double right click to open the invoice that needs to be updated.

Transactjons | Contacls ToDo's Heteg Senl Emyail

o Ivices w | FA s Al Irnmices nae  This Fiscal Year -

a 1IHE2022 1162022 141 1,800.00 1,900 00
1,800.00 1, 90000

2. If the Customer job is an ODOT project, the customer Job will need to be updated to the new Chart of
Accounts. All other customers will not need to be updated. The item will need to be updated to the new
chart of accounts item as well. Click Save & Close when finished.

Create Invoices

Main Formatting Send/Ship Reports

€« P n E 8@ Create aCopy 4@ @ =  PrintLater @ B, Add TimeiCosts ]

Find New Save Delete @BMemorize Mark As Print  Email Email Later Attach | @ Apply Credits Recei
= o Pending g = File Payme
Invoice .
—ee Ristory 1115/2022 & Oklahoma Department of
T 200 N.E. 21st Street
INVOICE #
PASTDUE = Oklahoma City, OK 73105
F.O. NO TERMS
b] |
v
ITEM ! QUANTITY DESCRIPTION ! RATE CLASS AMOU
Construction Inspection Service 2 2hrs @ 525 25.00 50.00 |~
v
Your customer can't pay this invoice online
Turm on TOTAL 50.00
CUSTOMER MESSAGE PAYMENTS APFLIED 0.00
' = BALANGE DUE 50.00
MEMO Save & Close Revert
b ) i
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Basic How-To Instructions

Creating a Customer

If assistance is needed in creating a customer, see SOP #5 for how to create a customer.

Creating a Vendor

If assistance is needed in creating a vendor, see SOP #15 for how to create a vendor.

Entering Bills

When entering bills into QuickBooks ensure to leave a description in the Memo line.
Ex. 1 —4 nights @ $93 Joe for FHWA conference invoice #
Ex. 2 — November water bill

Detail when entering the bill is imperative. This will assist the auditors and assist the District in knowing
what purchases are for. This memo can be included in any report pulled out of QuickBooks.

There is also a setting when entering bills to add attachments. The District can attach scanned invoices to
the bill file. This will make for a quick reference if there are any questions regarding any payments.
Additionally, QuickBooks will create a folder called “Attach” in the company file. If the District is
performing a full computer backup offsite, this file will be retrievable if a disaster strikes. The District will
be able to restore the last QuickBooks backup along with images. See how to enter bills and attach
supporting documents at SOP #16.

Pay Bills

The most common practice for bill payment is Check, Debit Card, or ACH. When posting transactions for
payment ensure the correct and appropriate type of payment is selected. The payment type will show on
reports created in QuickBooks. This will assist the Board in knowing what type of payments are being made
whether it is Check, Debit Card, or ACH when approving reports. Additionally, this field will assist the
auditors when performing routine audits. See how to pay bills by check at SOP #17 and how to pay bills
with credit or debit card at SOP#18.

Creating Customer Invoice

When invoicing customers ensure there is a detailed description of the items/services being invoiced.
Ex. 1 — 20 hrs. of engineering services @ $100/hr. Yellow Brick Road.
Ex. 2 — 3 Stop signs

This description will assist the auditors and the Districts when looking for a specific transaction. This
information can be included in reports given to the District Board. Also, if a service is rendered and the
service is on the District’s “Item Listing” ensure the item is linked to the appropriate account.

When creating an invoice, the District can scan in any supporting documents into the system for the invoice.
This will make for a quick reference if there are any questions regarding any invoices. An account this is
especially beneficial for is ODOT invoices. Additionally, QuickBooks has the capability to “Attach”
supporting documentation in the company file. If the District is performing a full computer backup offsite,
this file will be retrievable if a disaster strikes. The District will be able to restore the last QuickBooks
backup along with images. See creating a customer invoice at SOP #19.
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Basic How-To Instructions

Receiving Payment Options

When receiving payments on invoices, ensure to select the appropriate type of payment received. The
following are the main sources of payments received Check, EFT, and rarely cash. Inputting the appropriate
type of payment received is imperative. When reports are ran for the District Board it will show the payment
type received and will match the deposit slips/banking activity. See how to receive a payment at SOP #20.

Deposits

When depositing funds in QuickBooks, there is a “PMT METH” column. This needs to have the proper
source the payment was received such as Check, ACH, and etc. See how to make a deposit at SOP # 21.

Refunds

When receiving a refund from a vendor, these need to be input as a credit to the proper expense account.
When entering the credit ensure the description in the memo line states: Description of product/service
being returned, date of purchase, payment type and reference number to payment type if available. See how
to perform a refund at SOP #22.

Transfers

Transfers can be performed either through transfer of funds or by check. Transfers need to be discretely
presented in the accounting system, because they will cause deposits and disbursements to be inflated if
included in the annual financial statement. In all transfers there is a memo line that needs to be completed
with the following information: transfer and bank account transferred to. See how to perform transfers at
SOP #23.

Bank Reconciliation

When performing the bank reconciliation, ensure that you obtain your balance from the ending bank
statement as of the day you are reconciling to. For example: Obtain the Bank Statement balance as of
October 31, 2022 for October end of month bank reconciliation. After checking off all your items that have
cleared at the bank in QuickBooks you should reconcile. Items subsequent to the period you are reconciling
should not be cleared when preparing the bank reconciliation. Additionally, if you have outstanding items
for more than one bank reconciliation, they need to be researched to ensure the entries are not made in error.
Once the bank reconciliation is balanced to the bank make sure the balance after outstanding items reconcile
to the general ledger banking balance. See how to prepare a bank reconciliation at SOP #24.
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Basic How-To Instructions
Standard Operating Procedure #15 — Creating a Vendor

Creating a Vendor

1. Select Vendors from the My Shortcuts menu.

CED CoA - Quick

Sremier Edition 2021 - [Home | - @ x
= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers SR coy - & x
[Search Company or Help T insiohs
— VENDORS COMPANY
A Home
. Ghartof
&® Wy Company @ -] Accounts
‘come Tracker Enter Bils Pay Bils New. Business
8 income Tracker
= o tems & orger
) Bz Senices Checks
Bl calencar
Crrs CuSTOMERS @
(& emmne & Upgrade your QuickBooks Galendar
Sales = Greate Sales
Orders Receipts
Greait Cards DANNG,
b 2
I Bank Feeds Estimates Create Receive Record Reconcile
Invoices Payments Deposits
2 Quicksooks
Docs —
& B
B repors Statement Statements Refunds e et
: Charges & Credts Ghecks Register
o‘)merc ks
EMPLOYEES
@ ad payo ol
= & o
Enter Tum on Ghecks
[ m i Time Payrol
S View Balances
M Run Favorite Reports
5 Open Windows
COVID-19 Resources
4 Tum on Payroll & save up 10 50%
@ Accept Credi Cards
&) Free Shipping—Checs & Supplies
4 Save 50% on QuickBooks Online.
CED CoA - QuickBooks Premier Edition 2021 - [Vendor C 1 e x
= File Edit View Lists Favorites Company Customers Vendors Employs Banking Reports Window Help Special Offers - & X

[Search Company or Help
My Shortcuts

<
Home

&® My company

i income Tracker
R Bill Tracker
i calendar

€ snapshots

{8 New Vendor.. v /5] New Transactions v

v —
Add Multiple Vendors |

Active Vendors -

Excel v [ Word v

Print v

Vendor Information

Company Name

Full Name

[ it Tracker

# NOTE

REPORTS FOR

Order 1099 Forms

Order Checks

o Customers
: Vendors Transactions Contacts ToDo's Notes Sent Email
ssow Al Transactions - Al ~ oae  This Fiscal Year -
H Employees
100 Bank Feeds
There are no transactions of type “All Transactions”, filtered by "All",in date This Fiscal Year

[® My shortcuts
B View Balances
M Run Favorite Reports

1 Open Windows

COVID-19 Resources

= Tum on Payroll & save up to 50%
@ Accept Credit Cards

& Free Shipping—Checks & Supplies
o Save 50% on QuickBooks Online
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3.

Basic How-To Instructions
Standard Operating Procedure #15 — Creating a Vendor

Input your Vendor’s information and click OK.

For this example, our vendor will be ACME Tire & Auto.

= Eile Edit Miew Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers a

CED CoA - Quick

>remier Edition 2021 - [New Vendor]

[Search Company or Help -~ [
My Shortcuts
A Home
&® wy company
% income Tracker
By B Tracker
Bl catencar
€ snapshots
& Customers
T vendors
H Embo
nk Feeds

# QuickBooks

Docs
i Repors
@ orercrecs
@ capayon

Al My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

ACME Tire & Auto

asor [11/30/2022 B How do | determine the opening balance?

Address Info

ACHE Tire & Auto
Payment Setings
J08 T

TaxSetings

Wain Phone  + MainEmail  +
Account Settings.

WorkPhone CCEmall -
Additional Info Hobile - Website  ~

Fax - Other 1 -

ADDRESS DETAILS

(ACHE Tire & Auto
112Random Rd. ¢ ¢

OKC, 0K 73020 Copy>>

Vendor is inactive Cancel Help

o]

4. Account Settings allow you to prepopulate the account field when you enter a bill for a vendor.

For this example, we will choose General: M&O:Vehicle Maintenance & Repair

>remier Edition 2021 - [New Vendor]

- Biscoverr
Rus.

My Shortouts

Home

£® 1y Company Payment Settings Spending a it time here can save you time later on
Accounts you select here show up automaticaly inthe accounts fiel when you enter a bl for this vendor
- _ TaxSefings Exampl: Bils be assigned o the.
ome Tracker
[30-venicle Waimtenandp & Rep: ~
= Account Settings. a
By B Tracker Utiities Gas Expense
Additional Info Utiities Interet Expense
[ s Uiities Phone Expense
@ Snapshots Utilties Security Expense
Uiities Trash Expense
& Customers Uiities Water Expense

T vendors

H emoo

1 Bank Feeds

2 Qucooks
Docs

H Reports

@ orercrecs

@ Aarpayon

Al My Shortcuts
= View Balances.
M Run Favorite Reports

B Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

# Save 50% on QuickBooks Oniine
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ACME Tire & Auto

asor [11/30/2022 B How do | determine the opening balance?

Address Info

Tell us which expense accounts to prefill when you enter bills for this vendor.

Vehicle Maintenance & Repair Expense.

Personal Senices Expense
Health Ins. Expense Expense
Hourly Wage Expense Expense
Payroll Tax Expense Expense
Refirement Expense Expense
Salary Wage Expense Expense
Vendor is inactive Travel Erpense Help
Lab Expense Expense '
Capital Outiay Expense
&0 Expense
Personal Senvices Expense
Health Ins. Expense Expense
Hourly Wage Expense Expense ™
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Basic How-To Instructions
Standard Operating Procedure #15 — Creating a Vendor

5. The Account is prefilled with General: M&O:Vehicle Maintenance & Repair on the Enter Bills
screen.

CED CoA - QuickBooks Premier Edition 2021 - [Enter Bills] [=]
= File Edit View Lists Favortes Company Customers Vendors Employees Banking Reporls Window Help Special Offers s @A |- 5 x
Search Company or e~ [RIRA Vo"  Reors B
¢» B B XBoeweew 3 9 B 6 B B &
My Shortcuts Fna | New Sae Delele @dmemorze P | Afach  Select Ener Cear Recalcuste  Pay
g © Re  Po Tme | sp sl
A Home
Go O cet < BilReceived
“" My Company Vendor
e Bill "
SUMMARY
- AACME Tire &Auto v 113012022 @
By Bl Tracker ——— Open balance 000
Ml catendar 112 Random Ra. =

OKC, 0K 73020
€ snapsnoss

12102022 @

T vendors

H Emoioy Expenses $0.00 [ ltems 50.00

RECENT TRANSACTION

General Expense M&0-Vehicle Maintenance & Re 0.00

¢
B Revons wores

@ orercnecis
@ raoraron

Al My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

smorcose |[JENTNNRN  cox

6. Now ACME Tire & Auto is listed as a Vendor

CED CoA - QuickB: Premier Edition 2021 - [Vendor C: 'ACME Tire -0 %
File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers @ | - 5 x
3 New Vendor.. v 5] New Transactons v &5 prnt v [ Excel v [ viors v [@) BilTracker
Vendors 1 ¢
Vendor Information U  ore
c . 2 FullName
ompany REPORTS FOR THIS VENDOR
T AME ATT. N gékgwg;{; QuickReport
Cleaning Stuff 400.00 Hap | Directions
Calendar
Commbata 89853 Order 1099 Forms
apshots Order Checks.
Construciton Co 0.00
County A 0.00
Ve Transactions ~ Contacls ToDo's Noteg Sent Email
County B 0.00
CcPA 525,00 T U - AMOUNT
Electronics Co 223497 i
Gas Co 150.00
@ orcer Crecis
@ racpayon Hotel Inc 776.00
A My Shortcuts
M Run Favorite Reports. Land Lord 0.00
8 Open Windows Michael Butler 50.00
COVID-19 Resources
PR—— e
OepEroe—s
&) Order Checks & Supplies ore 000
e
+ QuickBooks 50.00 Manage Transactions v Run Reports v
o
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Basic How-To Instructions
Standard Operating Procedure #16 — Entering Bills

Entering Bills

1. From the Vendors screen, click Manage Transactions and select Bills from the Drop Down menu.

CED CoA - Qui
File Edit View Lists Favorites Company Customers Vendors Emplojees Banking Reporis Window Help Special Offers oscovery | @R | - & x
Searc Company or Help .~ ISR B tew Vendor. ¥ (] New Transactons &3 Bt v [ Excelv [ word v [@) BilTracker
o Svortcus vengors Vendor Informati oo
‘endor Information * ore
# Home Active Vendors - >
Compary lame  ACHEE Tie &Auto
1y Company ps) Fulme
&" My Company REPORTS FOR THIS VENDOR
. . SR Biled From ACME Tie & Auto
W income Tracker AvE 112 Random Rd. QuickReport
) ACUE Tre 8o X OKe. oKTa020 Open Batance
By Bl Tra Big Steaks 858,00,
Cleaning Stuft 400,00, wap | Directions
Bl Calendar commbat s0853
ommbata Order 1099 Forms.
. Computer Co. 000
€ snapshots Order Checks
Construcion Co 000
& Customers Construcion Equipmentinc 000
County A 0.00
T Vendors Transactions | Contacts ToDo's Notes SentEmail
County B 0.00
AlTransacions = Al - +| 07012022 0673
H e County ¢ 000
oA 52500, u u AOUNT
10 Bank Feeds cre 5277.00
Custom Fencing 000 There are no ransactions of fype "All Transactions”, fitered by Al in date range This Fiscal Year
Quickooks
r EastReparine 15208
5 Electic Co 550.00,
Elecironics Co 223497
B Reports Engineering Firm 000
Gas Co 150.00,
@ orercne
Healh & Life Ins Co 000
@ o HotelInc 776.00
Information Systems Inc 97670,
Intemet Co 250,00,
B vy Shortcuts
IT Consutant 000
B View Balances
View Bal Lab Gear 0.00
M Run Favorite Reports LandLord 000
5 Open Windows Wichae! Butler 50.00
OCCEDB 0.00
oEsc 000 Purchase Orders
COVID-19 Resources [,
Office Supplies Co -23.00 5
4 Tumon Payrol & save up 0 50% || PR 25000
BillFayments
@ Accept Cred Cards Online Refailer 15.00 Checks
@) Order Chocks & Supplies ote 000 Credit CardAciviies
Phone Co 556.00
‘Save 50% on QuickBooks Online:
* QuickBooks 50.00 Manage Transactions * Run Reports v
v

2. Input the amount of the bill, a description of the purchase in the memo line, and click Save & Close.

CED CoA -Q 1 - [Enter Bills] [=]
File Edit View Lists Favorites Company Customers Vendors Emplojees Banking Reporis Window Help Special Offers = @ |- 5 x
[search Company or Help . SRRl M | Reports B oA
s Cratoacors
My Shortcuts Fng | New Swe Delele @duemorice P | Afach  Select Ener Cear Recalcuste  Pay
g © Re  Po Tme | sp sl
A Home
@ Bil O cregtt W Bil Received
“" My Company Vendor
S Bil "
SUMMARY
- AACME Tire & Auto v 1232022 @
By Bl Tra Open balance 000
e v
5 (E SRR POs to be received 0
Calendar 112 Random Ro. NTDUE
L] OKC, 0K 73020 R 200
Snapshots
€ onav 12032022 @
Customers -
T vendors Replaced rear dfvers side fre for ]
RECENT TRANSACTION
H Emoo Expenses $11200 | ltems 50.00
fon IR General Expense:M&O:Vehicle Maintenance & Re. 112.00 Replaced rear drivers side tire for truck vin #55564848484843
2 QuickBooks
o
¢
H Revots NoTES

@ oweron
@ rararon

Al My Shortcuts
= View Balances.
M Run Favorite Reports

I Open Windows

COVID-19 Resources
4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Ghecks & Supplies

& Save 50% on QuickBooks Oniine:

smorcose |[JETTEIRN  cox
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Basic How-To Instructions
Standard Operating Procedure #16 — Entering Bills

3. Attach supporting documents to an invoice.

Attachments - Bill for Staples on 11/1

ATTACH FROM: t: Computer

[} ATTACHMENTS (0)

- e
é- Scanner \E\* Doc Center

Drop documents from Qutlook, your desktop, or folders here.

4. Attach file and click Done.

ATTACH FROM: t: Computer

[} ATTACHMENTS (1)

|

Test Invoice pdf

s - Bill for Staples o

DES | DDED ¥ E R

- e
é- Scanner \E* Doc Center

Drop documents from Outlook, your desktop, or folders here.

1112212022 10:01:01 AM
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Basic How-To Instructions
Standard Operating Procedure #16 — Entering Bills

5. Attach File shows a 1, indicating there is one attachment. To see attachment, click Attach File and
select the attachment.

CED CoA - QuickBooks Premier Edition 2021 - [Enter Bills] =
= File Edit View Lisis Favorites Company Customers Vendors Employees Banking Reporis Window Help Special Offers G DISCOVERY | (@Y |- = x
[Search Company or Help | PR Main  Reporis LR
B create a coy &
o -
my Shortcuts Fng | New Save Delete @bMemorize Pinl | Aftach | Select Enler  Clear Recalusle Pay
z = Fie Tme | Spits sil
A Home
@81 O cregt Bl Received
&® wy Company Vendor
W income Tracker BI” o
SuMMARY
. v ACME Tire & Auto - 1232022 B
B Bl Tracker Open balance 11200
5 (S BRI POs 10 be received 0
Galendar 112 Random Ra
L OKC, 0K 73020 ED
Snapshot
¢ 12032022 @
stomer -
T vendors Replaced rear drvers side fire or truck vin #55564848484843
RECENT TRANSACTION e
H Empioy Expenses $11200 | llems 5000 PR 1200
i
iRt General Expense&0.Vehicle Maintenance & Re. 112.00|Replaced rear drvers side e fo truck vin #55564848484343
2 Quicksooks h h h
Docs
¢
B Repors NOTES
Loading.

@ orcercrecis
@ rpayan

-
A My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Onine.

Revert
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Pay Bill with Check

1. Click on Vendor from the My Shortcuts menu. Then
Transactions drop down menu.

CED CoA -Q

CME Tire & Auto]

= File Edt View Lists Favorits Company Customers Vendors Emploees Banking Repors Window Help Special Offers

Basic How-To Instructions
Standard Operating Procedure #17 — Pay Bill with Check

select Bill Payment from the Manage

DISCOVERY -
Fe @l- s

[Search Company or Felp 5 tewvencor.. (5] New Iransactons v &5 prnt v [ Excelv [Zwora v (@ EuTracker
by s Vendor Information
A vome (pctive Vondors - > Company llame ACHIE Tire & Auto
£ vy company P Fulame

Cleaning Stuff 400.00 Map | Directions
i coeneor comman as0
€ snapsnoss Computer Co 000

CountyA 0.00.
T Vendors County® 000 Transactions  Contacs ToDo's Notes Sent Email
o Soun® o (B g o e
D @zEms EastReparine 15408
@ racayno Hotel Inc 776.00
e — Internet Co 250.00
A My shortcuts IT Consultant 0.00.
B View Balances Lab Gear 0.00
M Run Favorite Reports Land Lord 0.00

OEsC 0.00 Purchase Orders
COVID-19 Resources Office Supplies Co -23.00 Item Receipts
4 Tum on Payrol & save upto 50%  (IISUIS 25000 Bills

O

=S Cremcasiaes

Phone Co 556.00 Edit Selected Transaction
e e RN w000

.

Accounts Payable

# NOTE

REPORTS FOR THIS VENDOR
QuickReport

Open Balance

Order 1099 Forms

Order Checks

112,00
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Basic How-To Instructions
Standard Operating Procedure #17 — Pay Bill with Check

2. Check the box of the bill(s) you want to pay. Select the payment method to be used and what
account to pay it from. Click Pay Selected Bills. For this example, the bill will be paid by check
that the user will assign a check number. Note: If QuickBooks prints your checks, select To be
printed or Assign Check Number, if checks are generated outside of QuickBooks.

Premier Edition 2021 - [Pay Bills]

= File Edt View Lists Favorites Company Customers Vendors Employees Banking Repods Window Help Special Offers

L O@ |- = x

Searcn Company or v < R =o't O 5= AR

© Due on or before

My Shortcuts

Home.

Show bills

® Showall bils Filer By

SortBy  Due Date

A&® My Company 12022022 0ilCo 250.00 000 000 000 4
I 12022022 Hotel Inc 194.00 000 000 0.00
O I 12022022 cPA 52500 000 000 0.00
By e I 12022022 Big Steaks 858.00 000 000 0.00
12022022 Cleaning St 40000 000 000 0.00
Bl calencar I 12022022 Commbata 89853 000 000 0.00
I 12022022 QuickBooks 5000 000 000 0.00
¢ ot I 12022022 Water Co 2500 000 000 0.00
TS I 12022022 Trash Co 10000 000 000 0.00
I 12022022 Security Co 75.00 000 000 0.00
TaJ vendors M 12022022 Intemet Co 250,00 0.00 0.00 0.00
I 12022022 Gas Co 15000 000 000 0.00
H e I 12022022 Electic Co 55000 000 000 0.00
ank Feed I 12022022 Hotel Inc 194.00 000 000 0.00
I 12022022 Online Retailer 1500 000 000 0.00
2 QuickBook: 120212022 Hotel Inc 97.00 000 000 0.00
I 12022022 Signs N Stuff 200000 000 000 0.00
oo I 12022022 Wichael Butier 5000 000 000 0.00
H Reports [F7 2032022 'ACME Tire & Auto 112,00 000 000 112.00
I 12222022 cPc 038122 5277.00 000 000 0.00
@ orcercnecs [ zam0z2 supplesinc 01122 105500 000 000 0.0
@ rccror I 12222022 Electronics Co 030122 214999 000 000 0.00
I 12222022 Electronics Co 025222 sa8 000 000 0.00
- v
= Totals 1735025 000 000 112,00
A My Shortcuts
E View Balances Clear Selections
MW Run Favorite Reports DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
o= Vendor  ACME Tire & Auto Terms Number of Credits 0
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available 0.00
GotoBil Set Discount Set Credits
COVID-19 Resources
4 Tum on Payrol & saveupto50% IR
Date Method R Account
8 Accept Credit Cards 1232022 @ Check - To'oe printed Bank 1 -
& Order Checks & Supples @ Baslgn check NUMET g ging Batance 566,273,365
4 Save 50% on QuickBooks Online.
[ boy setecteaniis IR
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Basic How-To Instructions
Standard Operating Procedure #17 — Pay Bill with Check

3. If you have not setup a bank account setup within QuickBooks, when you click Pay Bill, it will
prompt you to do so. Enter the CED’s banking information and click Save & Close.

CED CoA - QuickBooks Premier Edition 2021 - [Add New Account]

ees Banking Reports Window Help Special Offers

FLE™ 0@ |- o x

om Examples

oooooo

BankAcct No. | 112233445566

Routing Number | 123456789]

Enter Opening Balance. Should  enter an opening balance?

Remind me to order checks when | reach check number

P
S onsercnecs o Guickcors Leam more

COEED| seston | cao
fSaes ceee

COVID-19 Resources

& Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Onine.

4. Enter your Ending Balance as of your most recent bank statement and click OK.

Enter Opening Balance: Bank Account

Enter the ending date and balance from the last bank statement you received befare your
QuickBooks star date.

Attention: If this account did mot have a balance before your QuickBooks
start date, click Cancel and use a transaction to put money in this account.
Example transactions

Statement Ending Balance 5,000.00

Statement Ending Date 1{}.'31.’2{}22 ﬂ]

—
I“] Cancel Help
N
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Basic How-To Instructions

Standard Operating Procedure #17 — Pay Bill with Check

5. QuickBooks gives you the option for it to assign check number or for the user to. Select the option
your entity uses and click OK. For this example, the user will assign check number 16.

Assign Check Mumbers

Fayment Account Bank 1

How do you want to assign check numbers?

Let CiuwickBooks assign check numbers.

® Let me assign the check numbers below.

16 | 11/23/20... B8 |ACME Tire & Auto

11200

————)

Cancel Help

6. Payment Summary will display after. Click Done.

Payment Summary

PAYMENT DETAILS

Payment D ate N2312022
Payment Account Bank 1
Payment Method Check

FPayment has been successfully recorded for the following bill:

16 12/03/2022 ACME Tire & Auto

Total

How do | find and change a bill payment?

-
- Pay More Bills l Done

112.00

112.00
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Basic How-To Instructions
Standard Operating Procedure #17 — Pay Bill with Check

7. The Vendor Information screen has been updated showing the bill payment.

CED CoA - Qu 2021 - [Vendor C:
File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers - &8 X
Search Company or Help | < A Newvendor. v | New Transactions v () Print v Excel ¥ Word ¥ [ BilTracker
or ts Vendors . '
s Vendor Information ¢ .o
A Home Active Vendors - >
&® Wy Company 2 REPORTS FOR THIS VENDOR
Billed From - ACME Tire &Auto

N income Tracker A 112 Random R QuickReport

ACHE Tire & Auto 0.00

A OKe. oK7s0z0 Open Balance
B B Tracke Big Steaks 858.00
Cleaning Stuff 400.00, wap | Directions
W calendar CommData 89853 Order 1099 Forms
@ snapshos Gomputer Co. 000 order Checke
Gonstruciton Co 000
& customers Construction Equipment nc 000
T Vendors CountyA 000 Transactions | Contacts ToDos Notes SentEmail
County B 000
[— Countyc 000 swow  AllTransactons = Al - This Fiscal Year ~ | o7m0tr2022- 06202023
cPA 52500 T ¥ RecouT X
£ Bank Feeds cpc 5277.00 Bil 1112312022 Accounts Payable 11200
¥ ouacons EastReparinc 15208
i Electic Co 55000 |
Electronics Co 223497 [
B Reports Engineering Fim 000
@ orvercrecs Gasco 19000
Health & Life Ins Co 000
@ dPaynl Hotel Inc 776,00
Information Systems Inc 97870
B o oo Intemet Co 25000
1 My Shortcuts T Consuttant 000
I View Balances Lab Gear 0.0
M Run Favorite Reports Land Lord 000
B Open Windown Michael Butier 5000
occeDs 000
oEsc 000
COVID-19 Resources Office Supplies Co 2300
4 Tum onPayol & saveupto50% LIRS 25000
@ AocoptCros Carts Online Retailer 1500
otc 000
e Phone Go 556,00
4 Save 50% on QuickBooks Oniine | EWIER 5000
Manage Transactions | v Run Reports .
v
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Basic How-To Instructions
Standard Operating Procedure #18 — Pay Bill with Credit/Debit Card
Pay Bill with Credit/Debit Card

1. Click on Vendor from the My Shortcuts menu. Then select Bill Payment from the Manage
Transactions drop down menu.

CED CoA - QuickBooks Premier Edition 2021 - [Vendor Center: Quic

Fils Edt View Lists Favories Company Customers Vendors Emplojees Banking Reports Window Help Special Offers pcovery (@) |- & x
[Search Company orHelp + Pl vewvendor v J5) NewTransactons v & print v [ Excel v [B wors v (@) BTracker
e Vendors [IE 1 ¢
S Vendor Information C # hore
A Home Active Vendors - >
Company Name
® ’ 5 Fullame
&9 My Company REPORTS FOR THIS VENDOR
X Biled From
) ncome Tracker A QuickReport
X a
cre 52700 Open Balance
By il Tra Custom Fencing 000
EastRepair nc. 15406,
Calendar
L Electic Co 550,00 Order 1099 Forms
Electronics Co 223497
€ snapshots Order Checks
Engineering Firm 000
& customers Gas Go 15000
Healh & Lite Ins Co 000
T vendors Transactions | Confacls ToDo's Notes: Sent Email
Hotel Inc 776.00
— nformation ystems Inc 97670 AlTransacions = Al - This Fiscal Year ~ | o7m1r2022-06
Internet Co 250,00, Tvee X oare ~ T AMOUNT
nk Feeds IT Consuitant 000 £ 112212022 Accounts Payable 50.00
Lab Gear 000
2 QuickBooks
LandLord 000
o Wichael Butler 50.00
occepe 000
B Reports = 000
Offce Supplies Co 2300
@ owercn
oilco 250,00,
@ raaravan Online Retailer 1500
otc 000
B oot carme Phone Co s25.00
s T YT
View Balances Retreinein wu 000
e —— Sales and Rental Inc 1099
Secury Co 7500
5 Open Windows i
Signs N St 200000
Software License 000 Purchase Orders
COVID-19 Resources Supplies Inc 1,056.00. tfem Recsipts
% Tumon Payoll & save wpto50% IS EI A ] 000 sils
il Payments
Trllers R Us 000 | enpamens ]
@ Accept Credt Cards
Trash Co 100.00, e ot
&) Order Checs & Supplies redit Card Acivties
Us Treasury 000 Edit Selected Transaction
4 Save 50% on QuickBooks Oniine | {[TRESY 2500
B RunReports v
v

2. Check the box of the bill or bills you want to pay. Select the payment method to be used and what
account to pay it from. Click Pay Selected Bills

CED CoA - QuickBooks Premier Edition 2021 - [Pay Bills

File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers |- & x
[Search Company or Help | < [
© Due on or before
Show bills
My Shortcuts. @® Show all bills Filter By -
o SoitBY Due Date -
Home
&® My Company 081282022 Phone Co 556.00 0.00 0.00 0.00 &
1210212022 EastRepair Inc. 154.08 0.00 0.00 0.00
8 income Tracker
X 12022022 Information Systems Inc 043322 97670 000 000 0.00
B i Trocke I 12022022 Sales and Rental Inc 036322 1009 000 000 0.00
12022022 Hotel Inc 201.00 000 000 0.00
il calendar 1210212022 0il Co 250.00 000 000 0.00
12022022 Hotel Inc 194,00 000 000 0.00
apshols
G s 1210212022 CPA 525.00 000 000 0.00
0 e 12022022 Big Steaks 858.00 000 000 0.00
I 12022022 Cleaning Stuf 40000 000 000 0.00
T vendors M 12022022 Commbata 89853 0.00 0.00 0.00
12022022 Quickooks 50.00 000 000 50.00
M Employe [B]
| 12022022 Water Co 2500 000 000 0.00
ik Feeds I 12022022 Trash Co 100.00 000 000 0.00
12022022 Securiy Co 7500 000 000 0.00
2 QuickBooks I 12022022 Internet Co 25000 000 000 0.00
5 12022022 Gas Co 150.00 000 000 0.00
o
I 12022022 ElectricCo 550,00 000 000 0.00
H Repors 120022022 Hotel Inc: 194.00 000 000 0.00
I 12022022 Online Retailer 1500 000 000 0.00
@ orcercnecs O aw2z0z2 ol o700 000 000 0.0
I 12022022 Signs N St 200000 000 000 0.00
@ rcaran
12022022 Wichael Bufler 50.00 000 000 0.00
- v
[ okt Coen Totals 17.247.25 0.00 0.00 50.00
0 My Shortcuts
B View Balances Clear Selections
MM Run Favorite Reports DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL.
e Vendor  QuickBooks Terms Number o Credis o
Bl Rel. No, Sugg. Discount 000 Total Gredits Availatle 0.00
GotoBil Set Discount Set Credits
COVID-19 Resources
4 TumonPayoiizsaveupto50% RS
Date Wethod Account
@ Accept Credit Cards 11232022 [Credit Card ~ Visa -
& Order Checks & Supplies. Ending Balance 231.41

& Save 50% on QuickBooks Onine.
Cancel
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Basic How-To Instructions
Standard Operating Procedure #18 — Pay Bill with Credit/Debit Card

3. Ifno credit card is linked to QuickBooks, you will receive the following prompt.

Need a Credit Card Account

In order to recard a charge or credit you need to have avalid credit card account

Would you like to create one now?

Yes No

4. Complete the required information and click Save & Close.

Add New Account

] Account Type Credit Card -

Account Mame | wisg

Select from Examples
Subaccount of -
OPTIONAL
Description
Credit Card Acct. No. [1111222233334444| |
Enter Opening Balance... Should | enter an opening balance?

[ Save & Close Z Cancel
I

Version 1
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Basic How-To Instructions
Standard Operating Procedure #18 — Pay Bill with Credit/Debit Card

5. Review payment and click Pay Selected Bills.

CED CoA - Quickt

Premier Edition 2021 -

[Pay Bills]

= Fle Edi View Lists Favorites Company Customers Vendors Emplojees Banking Repods Window Help Special Offers oY | @l |- & x
[Search Company or Help - SRR S=LECT BILLS TO BE PAD
© Due on or before
Show bills
My Shortcuts @ showallbils Filter By =
P SOmBY Due Date -
Home
&® My Company 081282022 Phone Co 556.00 0.00 0.00 0.00 &
I 12022022 EastRepairnc. 15408 000 000 0.00
& income Tracker
I 12022022 Information Systems Inc 043322 97870 000 000 0.00
By el Tracker I 12022022 Sales and Rental Inc 036322 1990 000 000 0.00
. I 12022022 Hotel Inc 29100 000 000 0.00
Ml calencar I 12022022 oilco 25000 000 000 0.00
I 12022022 Hotel Inc 194.00 000 000 0.00
Snapshot
¢ I 12022022 cPA 52500 000 000 0.00
O G I 12022022 Big Steaks 858.00 000 000 0.00
I 12022022 Cleaning Stuff 40000 000 000 0.00
T vendors O 12022022 Commbata 89853 0.00 0.00 0.00
. [ Taitez0zz QuickBooks 5000 000 000 50.00
mplo
H e I 12022022 Water Co 2500 000 000 0.00
£ Bank Feed: M 12022022 Trash Co 10000 000 000 0.00
I 12022022 Security Co 75.00 000 000 0.00
2 QuickBooks I 12022022 Intemet Co 25000 000 000 0.00
5 I 12022022 Gas Co 15000 000 000 0.00
ocs
12022022 Electic Co 55000 000 000 0.00
B Reports I 12022022 Hotel Inc 194.00 000 000 0.00
I 12022022 Online Retailer 1500 000 000 0.00
@ orcercnecs O aw2z0z2 ol o700 000 000 0.0
I 12022022 Signs N st 200000 000 000 0.00
@ dd Payol
I 12022022 Wichae Butier 5000 000 000 0.00
v
Totals 1724725 000 000 50.00
0 My Shortcuts
= View Balances Clear Selections
MW Run Favorite Reports DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
e Vendor  QuickBooks Terms Number of Credits 0
Bill Ref. No. Sugg. Discount 0.00 Total Gredits Availatle 0.00
GotoBil Set Discount Set Credits
COVID-19 Resources
4 TumonPayoiizsaveupto50% RS
Date Method Account
@ Accept Credit Cards 11232022 [Credit Card ~ Visa -
& Order Checks & Supples Ending Balance 214
4 Save 50% on QuickBooks Online.
pay selectod gils) AT

6. Review the Payment Summary and click Done.

PAYMENT DETAILS

Payvment Date
Payvment Account

Pavment Method

1112302022
Visa
Credit Card

FPayment has been successfully recaorded for the following bill:

1210242022 CluickBooks

Total

How do | find and change a bill payment?

| Pay More Bills | Print Payment Stub

50.00

Done
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Basic How-To Instructions
Standard Operating Procedure #18 — Pay Bill with Credit/Debit Card

7. The Vendor Information screen has been updated showing the receipt of payment by credit card.

emier Edition 2021 - [Ve

= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers Q|- 5 x
[Search Company o Help = Pl & vewvencor. v 5] MewTransactions ¥ & prit v [ Excelv [Bwors v [ BiTracker
—_— vendors  [RIE 1 ¢
s Vendor Information U o
A Home | Active Vendors - >
Company Name

&® Wy Company 2 REPORTS FOR THIS VENDOR
% income Tracker AE QuickReport

CPA 52500 Open Balance
By BT crc 5277.00
i
€ snapsnots Order Checks
I v T AR S
R 77800
’ Lao Gear 000

Michael Butler 50.00.
H Reporis occeps 0.00
@ orcer Crecis
@ A Paral oico 25000
A My shortcuts Phone Co 556.00°
2 v auoeons | 0|
M Run Favorite Reports Retirement Co 0.00
8 Open Windows
'COVID-19 Resources Software License 0.00
P e R 10500
a Credit Cards Tony's Engineering Serv. 0.00’
& orter Chcks & upptes Tasnce o000
T

.
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Basic How-To Instructions
Standard Operating Procedure # 19 — Creating Customer Invoice

Creating Customer Invoice

1. Click on Customers from the My Shortcuts menu.

CED CoA - QuickBooks Premier Plus Edition omer Center: ODOT-County A, JP 123467, Duncan]

Fle Edi View Lists Favories Company Customers Vendors Employees Banking Repors Window Help Special Oflrs DECOER (@ |- & x

Word ¥ & income Tracker

& tow Customer .00 v {g) New Transacions + & it v [H] Excel v

Customers & Jobs [ Job |nf0rmat|0n 6 ¢ * ore
(pctive Customers = i Jobiame County A, JP 123467, Duncan
el Customer Name  ODOT REPORTS FOR THIS JOB
JobStaus None
— ©o 5170 Oklahoma Depariment of Transporiation QuickReport
o1 000 ‘ NE. 21t Street Open Batance
+ County 1 000 (] OKlahoma City OK 73105 S
- County 2 000 Estimates ve Actuals
+ Fire Department 1 250000 Map | Directons
] catoncar + Fire Department 2 000
+0D0T 9218340
@ snapstots +Bridge Inspection 2721500
+CountyA 1320000
e eotm00 Transactions | Contacts ToDos Notes  SentEmai
T veras [ comnaspizsoromean | sooooo | AlTransactons ~ Al - This FiscalYear -
+Constructon Site Inspecion 000 u . st -
M Employe oLab 000 Invoice 1 111512022 Accounts Receivable 110000
+PE Design 600000 Payment o 1112412022 Undeposited Funds 1,10000
+PE Environmental 000 nvoice 37 11712022 Accounts Receivable 185000
+PE Geotech 000 Payment 204 112412022 Undeposited Funds 185000
+PE ROW Acauisifion 000 nvoice 30 0410572023 Accounts Receivable 200000
+PE Suey 000 nvoice r 0410572023 Accounts Receivable 400000
+PE Utiity Relocation 000 nvoice 27 1112212022 Accounts Receivable 3000000
+CountyA, JP 9988 000 Payment a05 112412022 Undeposited Funds 30,00000
@ orcercrecs +County B, JP 67891, OKC 000
+Constructon Site Inspecion 000
P . 000
1 My Shortcuts +PE Design 000
[r— +PE Environmental 000
M Run Favorte Reports +PE Geotech 000
B Open Windows +PE ROW Acauisifion 000
+PE Suey 000
+PE Uity Relocation 000
COVID-19 Resources +County C, JP 45653, Tuisa 000
@ Tum on Payrol +Construction Site nspection 000
@ hccept CroctGarts +Environmental 000
oLab 000
@CumCiaist ot PEDesign 0.00
+PE Geotech 000
Manage Transactions | v RunReports |+
v

2. Click Manage Transactions and select Invoices. For this example, we will create a Customer
Invoice for ODOT under County A, JP 1234567, Duncan. Click on the Customer/Job/Sub Job you
are to invoice.

CED CoA - QuickBooks Premier Plus Edition 2023 - [Customer Center: ODOT-County A, JP 123467, Duncan]

Employees Banking Repors Window Help Special Offers

DISCOVERY | 755 -
& R o)

&, Hew Customer & Job ¥ f] New Transactons v &5 prit v Excel v [T Word v & Iincome Tracker
Customers & Jobs [N 1 ¢
E Job Information U » o
Active Customers 4 >
Lebtame County A JP 12947, Duncan
pel Customer Name ODOT REPORTS FOR THIS JOB
BilTo Oklahoma Department of Transportation QuickReport
y o+ City 1 000 Al 200 N.E. 21st Street Open Balan
B i T - Courty2 000 R Estimates vs Actuals
R
€ snapshot: +Bridge Inspection 2721500
»CountyA 13,200.00
& vencos CountyA JP 123467, Duncan 600000 | AlTransactions  ~ Al - This Fiscal Year - 0613012023
»Construction Site Inspection 0.00° -
M Employees oLab 0.00 Invoice 1 111512022 Accounts Receivable 1,100.00
+PE Design 6,000.00 Payment m 1112412022 Undeposited Funds 1,100.00
+PE Environmental 0.00 Invoice 37 1111712022 Accounts Receivable 1,650.00
+PE Geotech 0.00 Payment 804 1172412022 Undeposited Funds 1,650.00
+PE ROW Acquisition 0.00 Invoice 39 04/05/2023 Accounts Receivable 2,000.00
+PE Survey 0.00 Invoice 40 04/05/2023 Accounts Receivable 4,000.00
ﬁ — +PE Utility Relocation 0.00 Invoice 27 1172312022 Accounts Receivable 30,000.00
+CountyA, JP 9988 0.00 Payment 606 1172412022 Undeposited Funds 30,000.00
@ orercn >County B, JP 67891, OKC 0.00
M 24 Do oLab 000
1 My Shortcuts. +PE Design 0.00
B View Balances +PE Environmental 0.00
M Run Favorite Reports »PE Geotech 0.00
“PeROw
Pr— PE ROW Acquisition 0.00°
+PE Sunvey 0.00 Estimates
+PE Utility Relocation 0.00° Sales Orders
COVID-19 Resources +County C, JP 45663, Tulsa 0.00 woices Cirl+|
@ Tum on Payroll »Construction Site Inspection 0.00 Sales Receipls
& Accept Credit Cards Receive Payments.
oLad 000 Credit M¢ /Refund:
&) Order Checks & Supplies R L
PE Design 000 Edit Selected Transaction
y
= = T
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Basic How-To Instructions
Standard Operating Procedure # 19 — Creating Customer Invoice

3. For this example, County A, JP 1234567, Duncan is billed 20 hours at $55 an hour for ROW
Acquisition Assistance. Ensure you select the correct corresponding Item/Subitem.

CED CoA - QuickBooks Premier Plus Edition 2023 - [Create Invoc =
= File Edit View Lists Favories Company Customers Vendors Emplojees Banking Reporls Window Help Special Offers -8 x
Main _ Fomating _ Send’Ship __Reporls % A
journal
€«> B B X Boewacw @ & & ] Pntbaie 0 | Becmecoss &R Create a Batch
Wy Shortcuts Find | New Sae Dolele @BMemorze  MarkAs  Prnt Emal [ |Emailaler  Atach  W@lApplyCredts | Receve BRefunciCredt
CE Pending | T " Fie Payments
A Home
uomwwp 25427 Duncan P ROWAcasion - Ruwmmsmun - mmwm e 5 _
® 7
B Cash Flow Hub I H e .
NVOICE <ccrcen )t ¢
8 income Tracker e Preferred dellvery method ~ E-mail
1 . Open balance 000
Active estimates 0
Sales Orders to be imoiced 0
e Prio e -
[Enoimesiing Senices Gortrac 1234AROW Acquisiion sssistan = 20 Z0nours @ 55,00 ROW Acauiaiion ssisance 5500 < [RoWAG ~ | 110000
¢
Crackseal Senices senvice = CUSTOMER PAYMENT
s Enginesring Senices Senvice Your customer can not payoniine
Edit customer preferences
B Eroy Contract 12344 senvice
Design Senice e
RECENT TRANSACTION
sank Feeds Environmental Senice
11124122 Payment 110000
Geotecn senvice
11115122 Invoice - Paid 110000
ROW Acquisition Assisa Senice.
Sunvey Senice wores ¢
Utiity Relocation Senvice
B Repots Contract 56764 Senice
Design Senvice '
@ orercnec
Environmental senvice
B o Do Geotech Senvice
B My shortcuts ROW Acquisition Assista senvice
Suney Senice
View Balances
Utiity Relocation senvice
L e Fracture Critical Bridge Senice
e Contract 12348 senvice
Contract 56788 senvice
v
COVIDA9 Resources Lab Senice Enterprise Senices senvice
& Tum on Payroll
Your customer cant pay this invoice onine
@ Accept Credt Cards Turm on 1,100.00
&) Order Checks & Suppiies o 1.100.00
0.00

swescose | [ETTIERD | revn

CED CoA - QuickBooks Premier Plus Edition 2023 - [Create Invoi =
B

File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers - x
Main  Formattng  Send/Ship  Reports B oA
€ B B R Boueacw @ G = Y Prlatr @  @rwTmecoss | @R E)Ceateassich
Find New Save Delle @dMemoize  MakAs Pt Emal [ | Emailaler  Atach B} Apply Creds Receive B Refund/Credit
- Pendng | * " Fie Payments
uomww 23457, DuncanPE RO Acqution - Ruwmmsmun - mmmm e C _
Customer
B, Cash Flow Hub I R st
NVOICE cc s i R et ¢
" income Tracker 200 N.E. 21st Street
e Preferred deliery method  E-mail
1 Open balance 000
il Tracker
Adtive estimales 0
Bl Colender £0.NO. Sales Orders to be invoiced 0
o AvounT
Enginsering Senices.Conlrac! 1234AROW Acquisfion Assistan + |20 20 haurs @ 55 00 ROW Acquiston Assistance 5500 < [ROWAG. ~ | 1,100.00
CUSTOMER PAYMENT ¢

Your customer can not pay online
Edit customer preferences

RECENT TRANSACTION
1172422 Payment 1,100.00
S22 Ieice -Faid 110000
wotES ¢

@ ororcrecis
[ rer e

Al My Shortcuts

View Balances
M Run Favorite Reports

B Open Windows.

COVID-19 Resources

&3 Tum on Payroll
©) 1o cstomer cantpey s v e
Turn on

@ Accept Credit Cards 1.100.00
&) Order Checks & Supplies. 1.100.00
. 0.00

savesciose | AT | revnt

Version 1 79
05/22/2023



Basic How-To Instructions
Standard Operating Procedure #20 — Receiving Payment

Receiving Payment
1.

Transactions menu.
reference number 522134.

CED CoA - QuickE

Premier Plus Edition Duncan:PE ROW Acquisition]

= File Edit View Lists Fawres Company Customers Vendors Employees Banking Reporis Window Help Special Offers

Select the invoice to apply payment and then click Receive Payments from the Manage
For this example, ODOT has sent payment of $1,100.00 using e-check,

- DISCOVERY
H

& llow Custorer 8 Job 2] New Transacions v & prt v [ Eacel v & ncone Tracker

Wora

Job Information

PE ROW Acquisition
ODOTCounty 4, JP 123457, Duncan

Customers & Jobs

Active Customers - >
Job Name

vl Customer Name

0 ¢

# NoTE

REPORTS FOR THIS JOB

JobStatus None
e e 517 Oklahoma Depariment of Transportation QuickReport
- ciy1 000 200 NE. 21t Street Open Balnce
+ Gounty 1 000 (] OKiahoma Gity, OK 73105 et
« County2 000 Estimates vs Actuals
< Fire Department 1 250000 Map | Directions
« Fire Department 2 000
+opoT 9328340
<Bridge Inspection 2721500
+CountyA 13,200.00
< Counn Te01500 Transactions | Confacls ToDos Notes: SentEmail
A < CountyA, JP 123467, Duncan 710000 ssow |AlTransacions Al - This Fiscal Year ~| ormimoze-
+Consiruction Site Inspection 000 T X oaTe T
+PE Design 6000.00
+PE Environmental 000
+PE Geotech 000
+PE ROW Acauisition 1100.00
+PE Surey 000
+PE Uity Relocation 000
oCountyA, JP 9988 000
o County B, JP 67891, OKC 000
+Consiruction Site Inspection 000
oLa 000
A My Shorteuts +PE Design 000
= View Baiances +PE Environmental 000
M Run Favorite Reports +PE Geotech 000
o —— +PE ROW Acauisition 000
+PE Surey 000 Ectimates
+PE Uity Relocation 000 Sales Orders
COVID-19 Resources County C, JP 45663, Tulsa 000 Invoices ottt
& Tum on Payroll +Consiruction Site Inspection 000 Sales Receipts
Statement Charges
& Accept Credi Cards :z:‘m"’“e"‘z‘ ZZZ ec F.ay‘ .
redit Hemos/Refunds
@ [CresChocs & Suwkes *PE Desion 000 Edit Selected Transaction
+PE Geotech 000
Manage Transactions  + RunReports v
v

Check next to the invoice to apply payment. QuickBooks will automatically input the payment
amount as the same, this may need to be altered by the user. Select the type of payment received,
input a check/reference number click Save & Close.

©
= Fle Edt View Lists Favortes Company Customers Vendors Emplojees Banking Reports Window Help Special Ofers @l- s x
Fomating  Repors _Payments S
X @ = Process payment
My Shortcuts New Dete  Pinl Email  Aach Lookup Un-Apply Discounts And
A Home
‘ & Get business funding when it matters using QuickBooks Capital. Apply for $5,000-5100,000. (R e] X
B Cash Flow Hub
Customer Payment
9 income Tracker
2 ODOTCountyA JP 1. ~
By Bl Tracker | E | we
110000 .
s | creck ecHECK
e Oeam
Bl Calendar 1302022 [] N/
522134 Where does this payment go?
& Customers /o u ™ AT, DUE PavEnT
P 1100.00 1100.00 1100.00
& vendors L
@ oreercnecis
m .. 1
T My Shorcuts
S View Balances
M Run Favorite Reports
5 Open Windows
Totals 1100.00 1100.00 1100.00
AMOUNTS FOR SELECTED INVOICES
COVID-19 Resources
& Tum on Payroll 110000
& Accept Credit Cards 110000
&) Order Checks & Supplies 000
Save & Close Clear
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Basic How-To Instructions
Standard Operating Procedure #20 — Receiving Payment

3. The Job Information has been updated with the recorded payment.

Edit View Lists

Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers

J——
S Tracker
Catendar
—
F—
Vendors
Employs

ik Feeds
Docs
User i
B Repors

@ o cress

[ -

1A My shortcuts.

View Batances

M Run Favorite Reports

5 Open Windows.

'COVID-19 Resources
@} Tum on Payroll

@ Accept Gredit Gards

5 Order Checks & Supplies

Version 1
05/22/2023

& tow Custorer 8 Job ¥ (5] New Transactons ¥

Customers & Jobs T tior

Active Customers -
2

+City 1

+ County 1

+ County2

» Fire Department 1
» Fire Department 2
»0D0T
+Bridge Inspection
»CountyA
»County C
»CountyA, JP 123457, Duncan
»Construction Site Inspection
oLab
+PE Design
PE Environmental
PE Geotech
+PE ROW Acquisition
PE Survey
+PE Utily Relocation
CountyA, JP 9988
County B, JP 67891, OKC
»Construction Site Inspection
oLab
oPE Design
PE Environmental
PE Geotech
+PE ROW Acquisition
PE Survey
+PE Utily Relocation
»County C, JP 45663, Tulsa
»Construction Site Inspection
~Environmental
oLab
+PE Design
PE Geotech

& pot v [ Exolv

2,500.00
0.00
92,183.40
27,215.00
13.200.00
14015.00
6,000.00
0.00

0.00
6,000.00
0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

word ¥ & Income Tracker

Job Information

JobName  PEROW Acquisition
Customer lame  ODOT-CountyA, JP 123467, Duncan
Job Status None

8iTo OKlahoma Department of Transportation
200 NE. 215t Street
Oklahoma Gity, OK 73105

Map | Directions

Transactions | Contacts ToDo's Noteg

siow AllTransactions =

Sent Email

This Fiscal Year -

A NOTE

REPORTS FOR THIS JOB
QuickReport

Open Balance

J

Profitabili

Invoice

11182022

Accounts Receivable

1

Manage Transactions v Run Reports -
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Basic How-To Instructions
Standard Operating Procedure #21 — Deposits

Deposits

1. Click on Record Deposits from the Home Page. As you can see QuickBooks informs you that a
deposit needs to be made.

= File Edt View Lists Favories Company Customers Vendors Employees Banking Reports Window Help Special Offers

Feser Compam oo sons

y Snorcuts VenooRs SoMPANY
A Home
Chartor
&® My company @ % % Accounts,
B ncome Tracker Erterails Paysils New:Business -
< Loans ks
rems & orer
Sernces Checks
cusrouers
&y Upgrade your Quickgooks Catencar
Sales = Create Sales
Orders Receipts.
Accept BANKING
Credit Cards B
b 3
Estmates Create Receive

e ‘(m|
oiss Poyments e toyour bank account
& & L]

Statement Statements. Refunds e Check
Charges &Credits e o

suroveEs
@ rearares &
- B
o
ner Tumon R

Al My Shortcuts Time Payroll

= View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Onfine.

2. This takes you to the Payments to Deposit screen. From here check the payment you have deposited.
Click OK.

SELECT VIEW
View payment method type All types - What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
/i DATE TIME TYFE 40 PAYMENT METH AME AMOUNT
< 113012022 PMT 552134 E-Check QDOT Contract 12344 1,650.00
1 of 1 payments selected for deposit Payments Subtotal 1,650.00
Select None
Eo] Cancel Help
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3. Verify the deposit and click Save & Close.

Company Customers Vendors Emploees Banking Repors Window Help Special Offers.

@ Previous ® Next [ sove ) Print - | @ Payments (@ Hstory | @ Atach

Date 117302022 @ Memo Deposit

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

My Shortcuts

. DepositTe
Home DepositTo

My Company

B income Tracker

ODOT Contract 1234ACounty A JP 123456, Duncan Undeposited Funds

y Bl Tracker
Calendar
napshots
Customers

Vendors

QuickBooks
Docs

B Repors

@ orercn

@ caravon

Al My Shortcuts

= View Balances

M Run Favorite Reports
I Open Windows

To get cash backfrom this deposit, enter the amount below. Indicate the account

COVID-19 Resources ‘where you wantthis money to o, such as your Petty Cash account

G Tum on Payrol & save up 1o 50% Cash back goes to Cash back memo Gash back amount
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

Basic How-To Instructions
Standard Operating Procedure #21 — Deposits

Make

552134 E-Check 1,650.00

Deposit Subtotal 1,650.00
Deposit Total 1,650.00

Save & Close Clear
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Basic How-To Instructions
Standard Operating Procedures SOP #22 - Refunds

Refunds

1. Click Vendor on the My Shortcuts Menu and select the Vendor to apply the credit.

= - Qui Premier Edition 2021

®

File Edit View Lists Favories Company Customers Vendors Emplojees Banking Reporis Window Help Special Offers

= P—
y Shortcuts 8 ew Vendor.. v 5] New Transactons v &3 prnt v [F] Excel v [B Word v (@) BilTracker
A Home | vendors [ Vendor Information LA
&% My Company (Active Vendors - > Company Name
B il Trocer AME A ATT . QuickReport
) Comnbaiz _| 89853 Open Balance
e - CIC
CountyA 0.00
County C 0.00
oA #2500 Transactions  Contacts ToDo's Notes Sent Email
Electric Co 550.00 Bill 1112212022 Accounts Payable -2,700.00
@ o crecis Hotel Inc 776.00
Information Systems Inc 976.70.
@ raapayn Intemet Go 25000
# My Shortcuts Lab Gear 000
LVEoien Michael Butler 50.00.
MM Run Favorite Reports OCCEDB 0.00
8 Open Windows OESC 0.00
COVID-19 Resources ouce 25000
& Tum on Payroll & save up to 50% oTc 0.00
@ Accept Credit Cards Phone Co 556.00.
S e
@ oo 0% on cuszomisonne | (INHRNNINS oo || (e romcions [+ mnmons v

2. Click Credit, then input vendor, credit amount, and memo. Click Save & Close. Note: Complete
the memo line with the following information: Description of product/service being returned, date
of purchase, payment type and reference number to payment type if available. Also, ensure the
credit is applied to the expense account that the original purchase was made from.

—ox
Search Company or Help E Enter Bils —ox
Main | Reporis B
My Shorteuts =
«» B H %8 Bouecw &
A Home Fng || New Sae Delle @uemorze Pl Atach Clear  Recalcuale
- - e oits
&P vy Company om  ©oes
8 income Tracker Credit Vendor
By il Tracker SUMMARY ¢
Wi calendar venpos  [Computer Co. - 1232022 W Open batance 000
POs to be received 0
20000
& venaors V=10 [PChada defective ram kit PC was order on 11/22122 for $2,700 paid with check #9
Expenses $200.00 ltems $0.00 e
* = - RECENT TRANSACTION
- — — — — 11/24/22 Bill Pmt -Check 2,700.00
General Expens... ¥ 200.00 PC had a defective ram kit. PC was order on 11/22/22 for $2,700 paid with check #3 v v 3
1122122 81 -Paig 270000
2 uickgooks
Docs
B Repors
¢

vores
@ o
@ raoraron

Al My Shortcuts
[ View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources
4 Tum on Payroll & save up 10 50%

@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

Clear
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Basic How-To Instructions
Standard Operating Procedures SOP #22 - Refunds

3. The Credit has been applied to Computer Co. and can be seen on the Vendor Information screen.

Company Customers Vendors Emplojees Banking Reports Window Help Special Offers.

fSearch Company or Help | =

y Snoru & o vendor. * §3) New Transactons v &) prot + [F] Excel v [ vers v (@) G Tracker
& Home Vendor Information 2 4o
My Company (Active:Vendors - 4 Company Name
) ANE BALA ATT. QuickReport
R Bt Commbata Open Balance
Construciton Co
Snapshots Constructon Equipment inc T,
County A
e P Order Checks
Vendors County ©
cra
Transactions Contacts ToDo's Notes. Sent Email
Employe cre
Custor Fencing sow AlTransactons ~ A - This Fiscal Year .
TR EastRepair Inc. TYPE u 0 v T AMOUNT
ook Blectic o Bl Prt-Check B 112412022 Bank1 270000
Etecionics Co Creait 111232022 Accounts Payable 20000
Docs Engineering Firm Bill 112212022 Accounts Payable -2.700.00
GasCo
ﬂ Health & Life Ins Co
@ orverCrecis Hotelinc 77600
Informaton Systems inc 97670
@ adpayrol Itemet Co 25000
— IT Consultant 0.00
0 My Shortcuts Lab Gear 000
= View Balances LandLord 000
Michael Butler 50.00.
M Run Favorite Reports. OCCEDB 000
8 Open Windows OESC 0.00
Offce Supplies Co 2300
COVID-19 Resources Oil o 25000
& TamonPeyot v wposon [P 1500
ore 000
B Accept Crodt Carts Phone Co 55600
&) Order Checks & Supplies. QuickBooks 0,00
@ saves0% on cuicgooks onine |Gl = Manage Transactions | RunReports v
Sales andRentalInc 1999 -
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Transfers

1. Select Transfer Funds from the Banking drop down menu.

CED CoA - QuickE

s Premier Edition 2021 - [Home |

Basic How-To Instructions
Standard Operating Procedure SOP #23 — Transfers

oiscoveRy
RS
Pe— - Page I wrte Gneces Canew
OrderChecks & Envelopes  »
op—. Enter reaitCard Chargeo veNoors CoMPANY
& Use Register CR o .
P, r ® 2 8
Purcnase d Entergite New Business Chanter ety
&® wy Company Orders, JETEEA entory Against Accounts Activities
Reconais nventory
% income Tracker Bank Feeds > =
T Loan Wanager tems & order
B o Tracker Paysils Senices Checks
Otner ames List
New: Business Loans
cusTomens
& Ungrade your QuickBooks Catendar
Sales &= Create Sales
orders Receipts
T Vendors o BankinG
H Emvioy
2 @
Estmates Create Recene Record Reconcie
vcicss Paments Deposts

=
Statement

H Repons Charges

@ orier i

@ recrayor

Enter

0 wy Shortcuts e

= View Batances.
I Run Favorite Reports

5 Opon Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Onfine.

Statements

EMPLOYEES
&

Tum on
Payroll

&3

Refunds
&Credits

g =]
wiile Chieck
Checks Register

L =
Print Enter Cresit
cnosis Cars Charges

2. Input the accounts and amount for the transfer. In the memo line, write transfer and what account
it is being transferred to. Click Save & Close.

CED CoA - QuickBooks Premier Edition 2021 - [Transfer Funds Between Accounts]

= File Edit View Lists Fawries Company Customers Vendors Emplojees Banking Reporis Window Help Special Offers

¥ o= oa

oo corpery orr < JERR € "o ® Ne B seve ] @ Anach -
g o Transfer Funds B cos

T2z []
Ml Calendar

€ snapshos

® Customers
& Customers

& vendors
MENO Transer to Bank 1
B Employees

1 Bank Feeds
Save & Close
2 Quickooks

Docs
B Reports
@ orr crecis
@ rworamn

T Credt

& My Shortouts
= View Balances
M Run Favorite Reports

5 Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Online.

TRANSFER FUNDS FROM (Bank2 <] Accounr saLance 1450000
TRANSFER FUNDSTO Gkt ] AccouNT BALANGE w0613

TRANSFER AMOUNT 150,000.00

Revert
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Basic How-To Instructions
Standard Operating Procedure SOP #23 — Transfers

3. The transfer can be verified by clicking Lists and selecting Chart of Accounts from the drop-down

menu.

CED CoA - QuickBooks Premier Edition 2021 - [Home ] e
=, e, i e () Favortes, Gompany, cusiomers Vendors, Emplosses, Banking, Repos, Mindow, Help Special Oflrs DiscoveRy - e x
FSearcn company or FC R Cirt+A
e List
My Shortcuts Eied Asset flem List VENDORS coMPANY
- Price Level List - -
o [ & % @ %
rchase Receive Enter Bils New: Business Chartof Inventory
Calendar Other Names List rders Inventory Against Loans Accounts Activties
Customer & Vendor Prfie Lists » nventry
Templates =
Memorized TransactionList  Gtt+T e orger
Add/Edit Multiple List Entries Enter Bills PayBills Senices Checks
Manage Groups ®
CUSTOMERS
&y Upgrade your QuickBooks Calendar
Sales Create Sales
Orders Receipls
Aecept BANKING
Credit Cards
Estimates Create Recsive Record Reconcile
@ orcercrecis Invoices Paymenis Deposits
@ raarayon
®
B Credt Care Statement Statements Refunds
M Cre Wite Check
Charges & Credits
< Checks Register
EMPLOYEES
& P e
Enter Tumon Checks Card Charges
Crsims Time Payroll
M Run Favorite Reports
5 Open Windows
COVID-19 Resources
4 Tum on Payroll & save up 10 50%
@ Acoept Credi Cards
&) Order Checks & Suppiies
4 Save 50% on QuickBooks Oniine
CED CoA - QuickBooks Premier Edition —ox
File Edi View Lisis Favories Company Cusiomers Vendgrs Emplojees Banking Reporis Window Help Special Ofers _ & x
Search Company or Help Lookfor account narme or numoer
My Shortcuts
A Home
« Accounts Receivatle Accounts Receivable 4301330
o Inventory Asset Other CurrentAsset 0.0
+ Undeposited Funds Other CurrentAsset 0.0
« Accounts Payzble Accounts Payable 1722425
o +Visa Crecit Card 18141
Bl Calendar
« Payrol Liabifes Other Current Liabily 0,00
€ Snapshots +403(0) Payable Other Current Liabily 0.0
+Fed Withhalding Other Current Liabily 0,00
(S Gl +FICAPayable Other Current Liabily 0.0
& vendors oLifeInsurance Payable Other Current Liabily 0.00
+Medical Ins Payable Other Current Liasily 0.0
+Medicare Payable Other Current Liabily 0.00
+OK Withholding Other Current Liasily 0.0
+SUTAPayable Other Current Liabily 0.00
+ Construction Senice Revenue Income
+ Crack Seal Team Revenue Income
+ Engineering Senvice Revenue Income
« Interest Income Income
+ Material Testing Lab Revenue Income
@ o crecs + OCCEDB Revenue Income
oAuction Procesds Income
@ Aadpayon +CERI Income
_ +0DOT Revenue Ingome
By shortcats +Bridge Inspection Income
+Contract 12348 Income
E View Balances
+Conlract 56788 Income
M Run Favorite Reports
+Construction Management Income
Ueamnts +Contract 1234C Income
+Conlract 5678C Income
S e e +Fracture Criical Bridge Income
+Conlract 12348 Income
& Tum on Payroll & save up 1o 50%
+Conlract 56788 Income
(el e oPreliminary Engineering Income
&) Order Checks & Supplies +Conlract 12344 Income
e +Conlract 56784 Income i
Account v Activities ||| Reports |+ | Attach | [ include inactve
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5. The Bank 1 ledger shows the transfer in the amount of $150,000.

Eile Edit View Lists

Basic How-To Instructions
Standard Operating Procedure SOP #23 — Transfers

Bl Calendar

€ snapshots

O Ermrs
& Customers

T vencors

@ ororcrecis
@ rcrayon

Al My Shortcuts
= View Balances.
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & save up 10 50%

@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:
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CED - [Bank 1] - ox
Favorites_Company Customers Vendors Employees Banking Reports Window Help Special Offers Sty | @l | - & x
P & Goto.. | & print. | 2 Edit Transaction [8) QuickReport [2) Setup Bank Feeds g
1112312022 83,155.00 219085.35
DEP  -spit Deposit
1112312022 153,000.00 37208538
DEP  -spit Deposit
11232022 Dran  OESC 20000 37278538
BILLPHT Accounts Payable
11232022 Dram oG 50000 37228538
BILLPNT Accounts Payable Employee Contriution
11232022 Draf US Treasury 530000 366,985.35
BILLPNT Accounts Payable
111232022 |Draft  Retrement Co 200000 364985.38
BILLPNT Accounts Payable Employee and Employer Contibution
11232022 |15 Health & Life Ins Co 910,00 364075.38
BILLPNT Accounts Payable Nov Health & Life Insurance
11232022 |2 John E Dempsey 10,890.00 353185.38
GENJRN GBRI ExpensePersonal Senices:Salary Wage Expense [spif] Nov Net Payroll
[] - 50,000.00 503,185,368
TRANSF Bank2 ~ | Funds Transter
1112012022 10,000.00 493185.38
TRANSF Bank2 Funds Transfer
111202022 31,150.00 52433538
DEP  -spit Deposit
1113012022 34,550.00 556,885.38
DEP  -spit Deposit
111202022 475000 563,635.35
DEP  Undeposited Funds Deposit
111202022 110000 564735.38
DEP  Undeposited Funds Deposit
1112012022 165000 566,385.35
DEP  Undeposited Funds Deposit
111202022
Spits ENDING BALANCE 566,385.36
TLine
SOtbY  Date, Type, NumberRet + [ Recos RS
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Basic How-To Instructions
Standard Operation Procedures #24 — Bank Reconciliation

Bank Reconciliation

1. Click Banking and select Reconcile.

any Customers Vendors Employees (IR eports Window Help Special Offers

@ Wit Checks citew
Order Checks & Envelopes ~ »
p— lsishis EnterCreaCara Cnages
o Use Register cii+R E
Home . Wake Deposits -

&® My Company Transfer Funds = @ %
Purchase “Reconcte Enterils New Business
Orders ventory Against Loans

Bank Feeds Inventory.

Loan Manager

Other Names List %

PayBills
New: Business Loans

CUSTOMERS

Sales & Create Sales
Orders Receipts
Credit Cards

2
eimates cest

Receive
Invoices

Payments

= & &3
Statement Statements Refunds
Charges &Credts

EMPLOYEES

e ®
B View Balances Enter

Tum On
Time

Payroll

B Open

COVID-19 Resources

4 Tum on Payroll & save up o 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

2. Enter ending bank balance and click Continue.

N
@
Chartor entory
Accounts. Activities
‘ =
Items & Order
Senvees Checks
Uprade our uickBooks  Calendar
@ &
Recors Reconce
Deperts
=4 =]
wite Check
Checes Redstr

Prnt Enter Credit
Checks Card Charges

nciliation

Select an account to reconcile, and then enter the ending balance from your account statement.

Account | MFCU - ]

Statement Date 10/31/2022 E

Beginning Balance 5,000.00

Ending Balance 5,000.00

Enter any service charge or interest earned.

Service Charge Date Account

0.00 10312022 @& hd

Date Account
0.00 1003112022 E b

Class

Interest Earned Class

Locate Discrepancies Undo Last Reconciliation |

—

.
Continue | Cancel
]

\What if my beginning balance doesnt match my statement?

Help
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Basic How-To Instructions
Standard Operation Procedures #24 — Bank Reconciliation

3. Click the check boxes next to items that have cleared the bank. Click Reconcile Now.

CED CoA - QuickBooks Premier Edition 2021 @ x
Eile Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Ofers R aaoR - |
[Searcn Company or Help - 8] NFCU - ox
= Print... | [B? Edit Tansaction | QuickReport(2) Setup Bank Fesds
My Shortcuts
A Home - v
&® Wy Company v 500000 500000
oDEP
: 5000 505000
I e Fiide fransacions aftr ihe siatemants end dats '
1 Checks anaPayments - ) Deposis and Oer Orets B ) 765 408235
awmw."':‘ . s -
975,00 5957.35
oDEP
112212022 Transfert.. TRANSFR | 1,000.00 +.00000) a05735
TRANSF}
2212022 @ |Numoer ~ [Payment Deposit
 Highlight Marked Mark All || Unmark Al GoTo Columns to Display.
Beginning Baiance 500000 Moary | Senice Charge 000
Htems you have marked cleared = Interest Eamed 000
0 Deposits and Otner Credits 000 Ending Balance 500000
0 Checks and Payments 0.00 Cleared Balance 500000
Difference 000
COVID-19 Resources
4 Tum on Payroll & save up 0 50%
& Accept Cred Cards = ENDING BALANCE 6,957.35
Line
& Order Checks & Supplies
Sortby - [ Recors  JEETEES
4 Save 50% on QuickBooks Online. (Dete, Tpe, NumberRel

4. QuickBooks will ask what kind of Reconciliation Summary you want to create. Click Display.

Select Reconciliation Report

Congratulations! Your account is balanced. All marked items
have been cleared in the account register.

Select the type of reconciliation report yvou'd like to see.

SUrmrmanry

To wiew this report at a latertime, selectthe Report menu,
display Banking and then Previous Reconciliation.

“ Display il Print... Close
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Basic How-To Instructions
Standard Operation Procedures #24 — Bank Reconciliation

5. Reconciliation Summary will generate.

CED CoA - QuickBooks Premier Edition nciliation Summary]

= File Edt View Lists Favorites Company Customers Vendors Employees Banking Repods Window Help Special Offers

e od

[Searcn Company or Help  ~ Pl | customize Report | | CommentonReport |  Share Tempiate | Memorize | | Print | v | E-mail |v| Excel |v| | HideHeader | CollapseRows | | Refresh
My Shortcuts Show Filters
P 10:43 AM CED CoA
Home
12z
&® My company NFCU, Period Ending 10/31/2022
oct31,22

8 income Tracker Seginning Balance )

 Cleared Transactions

TR Deposits and Credits -1 item
] catoncar Total Cleared Transactions
Cleared Balance
@ Snapshots  Uncleared Transactions
Checks and Payments -1 item
& Customers Deposits and Credits - 1item

Total Uncleared Transactions
T vendors Register Balance as of 10/3112022
 New Transactions

Deposits and Credits -2 items

o Total New Transactions
nk Feed
Ending Balance »
2 QuickBook
Doc
H Report

@ orercnecss
@ rcaramn

A My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

& Tum on Payroll & save up 1o 50%
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.
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QuickBooks Reports

QuickBooks Reports

Reports that would be beneficial for Management and District Boards are Bank Reconciliations, General
Ledger, Profit & Loss Detail, Account Receivable (A/R) aging Detail, Accounts Payable (A/P) aging Detail,
Trial Balance, Item Listing, Income by Customer Detail, Transactions by Class, and Transactions by Job.

Bank Reconciliation shows all banking transactions that have cleared and transactions that are in
QuickBooks that have not cleared the bank. This should balance to the bank and the District’s General
Ledger. See how to run the Bank Reconciliation report at SOP #24.

The General Ledger will show all individual banking balances and transactions, accounts receivable,
inventory asset, undeposited funds, accounts payable, liabilities, and expenses by account. See how to run
the General Leger report at SOP #25.

Profit & Loss will show all income, cost of goods sold, and expenses. This report has two printing options.
Profit & Loss Standard which will give a total all transactions and report only the total in the accounts
implemented. Profit & Loss Detail will break down each account with the detail of transactions that fall
within the designated time frame. See how to run the Profit & Loss report at SOP #26.

Accounts Receivable Aging Detail will show all invoices that are currently outstanding within
QuickBooks. If there are invoices that are over 30 days unpaid, they need to be researched to see if another
invoice needs to be sent to the customer or already have been paid and the transaction is a duplicate. In the
case of a duplicate transaction, screenshots of the duplicate and cleared transactions need to be retained
with an explanation of what happened. The duplicate transaction will then need to be deleted. See how to
run the Accounts Receivable Aging Detail report at SOP #27.

Accounts Payable Aging Detail will show all bills that are currently outstanding within QuickBooks. If
there are bills that are over 30 days unpaid, they need to be researched to ensure they either need to be paid
or already have been paid and the transaction is a duplicate. In the case of a duplicate transaction,
screenshots of the duplicate and cleared transactions need to be retained with an explanation of what
happened. The duplicate transaction will then need to be deleted. See how to run the Accounts Payable
Aging Detail report at SOP #27.

Trial Balance will show the total banking balance, outstanding deposits, and outstanding bills. Trial
Balance Report at SOP # 28

Item Listing report can be run on a specific item. For example, if you wanted a report that would show all
billings for Preliminary Design a report can be generated from the time span requested. SOP #29

Income by Customer Detail will show funds received for any given period by customer. See how to run
the Transactions by Class report at SOP #30

Transactions by Class will enable the District to print a report based on designated classes set in this COA.
For example, a report can be run on Preliminary Design for any given period. This will show all transactions
specifically for design. See how to run the Transactions by Class report at SOP #31

Transactions by Job can be easily printed. For example, if an individual wanted to know all billings for
ODOT Job Coal Co, JP 12345, Leader Creek Bridge, they could print a report with all activity for this
project. See how to run the Transactions by Job report at SOP #32
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QuickBooks Reports

Financial Statement

QuickBooks is unable to generate a report that states the beginning balance, income, expenses, and ending
balance. Due to this limitation, SAI, has created a Financial Statement report, Form CED 101. The District
will use this form to produce a monthly financial statement that will be presented at the monthly District
Board meeting. Additionally, the District will need to use this template to create a financial statement for
the Fiscal Year.

To use the template, the District will need to generate the following reports on cash basis from July 1, 2021
— June 30, 2022: General Ledger, Profit & Loss Standard, and Profit & Loss Detail. Information in these
reports will be needed when creating a financial statement using SAI’s template. This form will help assist
the Districts in locating erroneous postings

The Financial Statement, Form CED 101, can be located at Circuit Engineering Districts (ok.gov).
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General Ledger

QuickBooks Reports
Standard Operating Procedures #25 — General Ledger

Click Reports from the My Shortcuts menu and select Accountant & Taxes. Click the the green icon to Run

the report.

File Edt View Lists Favorites

y Company
§ income Tracker
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Calendar
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Vendors

Employ

B ot Cart
A My Shortcuts

= View Balances

M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.
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Favorites Contributed
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CED CoA - Qu Premier Editio
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o022 105312022
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o 4

Run Ino Fave Help
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o2 R0z
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Similar to the Profit & Loss Statement, QuickBooks defaults to Accrual basis when creating a report. This
can be changed by selecting Cash for Report Basis.

File Edit View Lists Favorites

Company _Customers _Vendors

Employees Banking Reports Window Help Special Offers

My Shortcuts
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& Save 50% on QuickBooks Oniine:
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Customize Report

Dates  This Month-to-date

207Pm
3022

Accrual Basis

CommentonReport | Share

Report Basis: @ Accrual () Cash

emplate | Memorize | | Print |v| Email |v| Excel |v| | HideHeader | | Refresh
~ | From 11012022 @ To 11302022 [ Sortgy Default -
Show Filters
CED CoA
General Ledger
As of November 30, 2022
Type Date Mum Name Memo Spiit Amount
Bank 1
> Depost a0z Deposit Undeposted 190000
Depost 1212022 Depost Undeposted a7s.00
Transter 222022 Transterto..  Bank2 +.000.00
Depost nram022 Deposit seum 7100000
Depost nram022 Depost Inerest income: 5500
Depost a2 Deposit s 8,15500
Generalloumal 12202 2 omnEDempsey  NovNetPay. SalaryWage. -10890.00
Transter 232022 Funds Trans...  Bank2 15000000
BiPm-Check 11232022 Dt OESC Accounts Pa
BiPmCheck  TRM22 D OTC Employes Co.. Accounts Pa.
BPm-Check 1222  Draft  USTressury Accounts Pa
BiPTCheck 11242022  Draft  RelrementGo Empioyee an...  Accounts Pa.
BPm-Check  TRU202 15 HeshalfehsCo  NovHeathd. Accounts Pa
Depost nram022 Depost s
Transfer 292022 Funds Trans...  Bank2
Depost 102022 Depost s
Depost 102022 Depost s
Depost 102022 Depost Undeposted
Depost 102022 Deposit Undeposted
Depost 02022 Depost Undeposted
Tota Bank 1 50538500
Bank 2
Transfer 222022 Transferto...  Bank1 -1.00000
Transter 232022 Transterto...  Bank -150,000.00
Transter 292022 Funds Trans...  Bank 1 1000000
Tota Bank 2 13100000
Accounts Receivable
nvoice sz 1 0DOT Contract 12 Contract 122, 1.100.00
nvoice sz 2 County 1 seum 147500
nvoice sz 3 County 2 Engineerng S 2750.00
nvoice sz 4 County 2 Engineerng S 170000
nvoice sz s County 2 Engineerng S 1,10000
nvoice sz 6 Trbe 1 Engineerng S a7s.00
nvoice ez 9 0DOT Contract 12. Contract 123 180000
Payment eZ022 0001 ODOTContract 12 Undeposited 190000
nvoice Wiz 5 oDOTContact 12 Contract 122, 165000

Balance
6100036
6290036 4
6387536
6457536
13587536
13593036
2190853
20819536
35819536
35798536
35749536
35219536
35019536
34928536
50318536
48318536
52433536
55888536
56363536
56473536

se6.285.35

S56,385.36

-
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QuickBooks Reports
Standard Operating Procedures #25 — General Ledger

If you would like to create a General Ledger showing only bank balances complete the following steps.
1. Click Customize Report.

CED CoA - QuickBoaks Premier Edition 2021 - [General Ledger] -0x
= Eile Edit Miew Lists Favorites Company Customers Vendors Employees Banking Reporls Window Help Special Offers B RSOV @ | - 8 x
[Search Company or Help c Customize Report | | Commenton Report | Share Templ Memorize | | Print v | E-mail v Excel |v|  HideHeader | | Refresh
oy Shorcuts Dates | This Month-to-date ~ From 11012022 B To 11302022 I SortBy Default -
o Report Basis: ® Accual O Cash  Show Filters
Home
&® wy company WPM CED Coh
w 0z General Ledger
“Y——— Accrual Basis As of November 30, 2022
¢ Type Date - Mum Name Memo Spiit Amount Balance
By B Tracker Bank 1 6100036 A
) > Depost Tnezizz Depost Undeposted 190000 629003 4 (]
Bl calencar Depost 1212022 Depost Undeposted a75.00 3753
Transter 22022 Transferto..  Bank2 100000 7538
€ snapshots Depost 232022 Depost seum 7100000 12587535
Depost nram022 Depost Inerest income: ss00 12583036
Depost nram022 Depost seum €3,155.00 21908526
T Vendors Generalloumal 123202 2 omnEDempsey  NovNetPay. SalaryWage. -10890.00 20818526
Transter nram022 Funds Trans...  Bank2 150,000.00 28519535
H empo BilPm-Check 1122022 Drah  OESC Accounts Pa 20000 270053
BlPm-Check 122022 Draf  OTC Employee Co.. Accounts Pa ~500.00 274053
sank Feeds BlPm-Check 1122022  Drah  USTreasury Accounts Pa 520000 as21953
BilPm-Check 1122022 Draht  RetrementCo Employee an...  Accounts Pa 200000 2019535
P BlPm-Check 11232022 15 HeamhalfehsCo  NovHeaths. Accounts Pa 510,00 24028535
Depost 3022 Depost -seum 153.800.00 503,12535
Docs Transter Trsm022 Funds Trans...  Bank2 -10000.00 43,1853
B Rovors Depost 102022 Depost seum 21150.00 s2:2353
Depost 02022 Depost -seum 2455000 ssses3s
@ orceronecis Depost 102022 Depost Undeposted 475000 se363535
Depost 102022 Depost Undeposted 1,10000 s47353
@ rsapayol Depost 302022 Deposit Undeposted 1850.00 56838538
Total Bank 1 505385.00 s66.26535
= Bank 2 200000
0 My Shortcuts
Transfer N2z Transferto .. Bank 1 100000 100000
= View Balances Transfer 1232022 Transferto Bank 1 -150,000.00 -149,000.00
Ty e— Transter 18022 Funds Trans...  Bank 1 10000.00 -129.000.00
B pen windows TotalBank 2 14100000 ~139,000.00
Accounts Receivable 25000
nvoice nsz 1 oDOTContract 12. Contract 122, 1,10000 125000
COVID-19 Resources nvoice sz 2 County 1 seum 147500 262500
T nvoice sz 3 County 2 Engineerng S 2750.00 sg7500
nvoice sz 4 County 2 Engineerng S 170000 727500
& Accept Cred Cards nvoice sz s County2 Engineering S 1,10000 &a7500
e nvoice sz 6 Trive 1 Engineerng S a75.00 925000
nvoice ez 9 opOTContract 12. Conract 122, 190000 125000
) R EE D Payment 11162022 0001 ODOTContract 12. Undeposted -1.900.00 9350.00
nvoice nATRZ2 37 ODOTContact 12 Conract 122, 165000 1,000.00 o

2. Click Advanced.

Display Eilters Header/Footer Fonts & Mumbers

REFPORT DATE RANGE

Dates > The date range you specify in the From and To fields

From 11/071/2022 B JTo 1120/2022 E

REFPORT BASIS

0 Accrual & Cash This setting determines how this report calculates income and expenses.

COLUMNS

Sort by  Default -

¥ @ Ascending order 24
- A Sortin — . =

- | (left margin) Descending order L

Trans # .
o

Tvpe Advanced...

EnterediLast Modified Put a check mark next to each column

v that you want to appear in the report. Revert
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QuickBooks Reports
Standard Operating Procedures #25 — General Ledger

3. Select In Use and click OK.

Advanced Options

INCLUDE OPEN BALANCE | AGING
Al (& Current (faster)
(= _InUse 7 Beport Date

...................

|»I| Cancel Help
p—

4. Click the Filters tab and select All bank accounts from the Account drop down menu.

Modify Report: General Ledger

Display Filters Header/Footer Fonts & Mumbers

CHOOSE FILTER CURRENT FILTER CHOICE S

Account FILTER SET TS
FILTER — Account All bank accounts
b | All bank accounts| r ] .
[ Mata Thic Mnanth_tn_data
Account
i All accounts
Aging
Multiple accounts...
Amount

Billing Status

All balance sheet accounts
Class

- All assets

All current assets
ACCOUNT FILTER

All bank accounts

Choose the types of accoun® N
drop-down list. Indicate whe Al @ccounts receivable
to appearinthe report (Bala A other current assets

All fixed assets

All other assets

All liabilities and equity
All liabilities

All current liabilities

All accounts payable

AN e cBid il
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QuickBooks Reports
Standard Operating Procedures #25 — General Ledger

5. Click OK.

Display Filters Header/Footer Fonts & Mumbers

CHOOSE FILTER CURRENT FILTER CHOICE S

Account F o
- Account All bank accounts
[AII bank accounts - ] )
Account ' - - Date This Month-to-date
: ' Include split detail?
Aging & Mo
Amount T Yes

Billing Status For detail accounts matching

Class

Remove Selected Filter
ACCOUNT FILTER

Choose the types of accounts or a specific account from the

drop-down list. Indicate whether or not you want split detail
to appearin the report (Balance Sheet accounts only).

Tell me more...
Revert

Cancel Help

6. Now the General Ledger only displays bank account balances. Use this report for your monthly
reports.

o x
w Lists Favorites Company Customers Vendors Employees Banking Reports Window Help 3 a
o General Ledger -ox
y Snorcuts Customize Report | | Commenton Report | | Share Template | | Memorize | | Print v | E-mail v | Excel |v| | HideHeader | | Refresh
" Dates  Custom ~ From 110012022 [ To 11/30/2022 [ SortBy Default -
Home
Report Basis: O Accrual @ Cash  ShowFilters
&® My Company
10:19AM CED CoA
% income Tracker 12008122 General Ledger
- Cash Basis. As of November 30, 2022
By BilTr Type Date  : Mum Name Memo Spit - Original Amount - Paid Amount
Bl Catendar Baned A
> Depost Ter022 Deposi Undeposted 1,900.00 120000
€ Snapshots BlPmt-Check 1162022 1 Office Supples o Toner Cartl..  Accounts Pa 7.6 arss
Depost 1212022 Deposi Undeposted a75.00 a75.00
mers Transfer 122022 Transferto..  Bank2 1,000.00 +.000.00
BlPmt-Check 1222022 3 County 8 Materl Req...  Accounts Pa. 75000.00 75,000.00
T vendors BiPmCheck 1222022 4 Electronics Co custTie AccourtsPa 1 Srss
BilPmt-Check 1222022 T Countya Materl Req...  Accounts Pa. 20000.00 20000.00
BUPmt-Check 22202 & Constructon Equp...  Crack Seall.. Accounts Pa £2000.00 200000
BlPmt-Check 1222022 2 CustomFencng  nvoice 1233 Accounts Pa -10000.00 -10,000.00
BlPmi-Check 1222022 10 CountyC Materl Req...  Accounts Pa. -10000.00 -10,000.00
BUPmICheck 22022 1 TalersRUs Invoice 1981 Accounts Pa. -5000.00 500000
BlPmi-Check 1222022 12 LabGear LabOven  AccountsPa 500000 500000
BlPmi-Check 1222022 13 LandLord NovRent  AccountsPa 420000 20000
BUPm-Check 1222022 14 TonysEngieerng.. Confact#! .. AccountsPa £000.00 500000
Depost 13022 Deposi seum 7100000 71,000.00
Depost 13022 Deposi Inerest Income: 00 00
@ ouer oepost a2z bost s w5500 w550
Generalloumal 1232022 2 omnEDempsey  MovNetPay. Saary Wage. -10890.00 -10890.00
@ rasramon Tansier sz Funds T Bark2 om0 15000000
_ BiPmCheck 122022 Drat  OESC Accounts Pa 20000 20000
B My Shortcuts BlPmi-Check 1122022 DR OTC Employee Co... Accounts Pa. 500,00 ~500.00
e P—— BlPmi-Check 1122022 Draht  USTreasury Accounts Pa 5,200.00 520000
BilPmi-Check 1122022 Drah  RetrementCo Employee an...  Accounts Pa. 2000.00 200000
M Run Favorite Reports Bl Pt -Check M232022 15 Health &Lifelns Co  Nov Health &..  Accounts Pa. -910.00 -910.00 351,985.36
5 Gpen Windows Depost 13022 Depost seum 153,900.00 153,800.00 S0 28535
BlPmi-Check 11232022 16 ACMETreBAuo  Replacedre.. Accounts Pa 12,00 11200 s05,77335
BlPmt-Check 1242022 § Computer Co Computer fo...  Accounts Pa. 2,700.00 270000 02,0733
B Transfer 18022 Funds Trans...  Bank2 -10000.00 -10,000.00 42,0733
4 Tum on Payroll & Save up 10 50% Depost 102022 Depost seum 31150.00 31,150.00 202233
AN Depost 1102022 Depost s 2455000 2455000 sse77a%s
Depost 102022 Deposi Undeposted 475000 475000 525233
& Order Checks & Supplies Deposit 113012022 Deposit Undeposited 1,100.00 1,100.00 564,623.36
PO — Depost 1R02022 Depost Undeposted 1,850.00 165000 88,2733
TotalBank 1 s62r3%6 66,2733
Bank 2 152,000.00 Yy
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Profit & Loss

QuickBooks Reports

Standard Operating Procedures #26 — Profit & Loss

Click Reports from the My Shortcuts menu and select Company & Financial. Click the green icon to Run

the report.

CED CoA - Qu Premier Editio

File Edit View Lists Favorites Company Customers Vendors Employees Banking Repods Window Help Special Offers

Standard Memorized Favorites Contributed

l Company

Company & Finan

§ income Tracker
 Bil Tra
Calendar
apshots
cu

Vendors

Customers & Receiva
Sales

Jobs, Time & Wileage
Vendors & Payables

Purchases

Inventory

Employees & Payroll

Banking

Company & Financial

Profit & Loss (income statement)

Profit & Loss Standard

Profit & Loss Detail

Profit & Loss YTD Comparison

Profit & Loss Prev Year Comparison

etk

Accountant & Taxes
Employ
Budgets & Forecasts

List

B ot Cart
A My Shortcuts
= View Balances
M Run Favorite Reports

I Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.

Dates:  This Month-to-dlate ~ Dates: This Fiscal Year-to-date ~

o2 1Re0z2

Od 9@

72022 1iRen022

ise

Dates:  This Month-to-date ~
o2 R0z

Od 9O

Profit & Loss by Job Profit & Loss by Class

Profit & Loss Unclassified

Dates:  This Fiscal Year-to-date ~ This Fiscal Year-o-date ~

ez

oO:dea

r2e2022 ez

oO:Hdea

Ter022

This Month-to-date ~
o2 R0z

[S =

Dates:

This Fiscal Year-to-date

ez

Od @O

QuickBooks defaults to Accrual basis when creating a report. This can be changed by selecting Cash for

Report Basis.

File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers
[Search Company or Help Customize Report | | CommentonReport | Share Tempiate | Memorize | | Print v | E-mail v | Excel |v| | HideHeader | | Refresh
— Dates | This Fiscal Year-to-date ~ | From 07012022 B To 11302022 [ Sortéy Default -
“ Report Basis: @ Accrual ) Cash  Show Filters
Home
~ z06PM CED CoA
J® My Company "
& oz Profit & Loss Detail
Accrual Basis
W income Tracker July through November 2022
" Type Date. Num Name Memo Class cir split.
By B income
Construction Service Revenue
Bl Catendar > e N2 2 couy2 Sshs @10 Couty Accounts Re.
Total Construction Service Revenue
€ snapshots Crack Seal Team Revenue
nvoice osez0z2 25 Schoolt 10hs@25  School Accounts Re.
& Customers
Invoice M2 21 Countyt A CrackSea...  County Accounts Re.
& vendors nvoice Nz 23 countyt SOhrsatss.  Couty Accounts Re.
TotalCrack Sea Team Revenue
B Employ Engineering Service Revenue
nvoice sz 2 County 1 Nnows@.  County Accounts Re.
nvoice sz 3 County 2 Sohoursat . County Accounts Re.
Invoice: nns022 4 County 2 20ns @S85 County /Accounts Re.
nvoice nnszz s County 2 W @ss00  County Accounts Re.
nvoice sz 6 Trive 1 18hrs @65 Tries Accounts Re.
Docs
TotalEngineering Service Revenue
H Reports Interest Income
Depost 3022 Nov terest Bank1
@ orcercnecss Total nterest ncome
Material Testing Lab Revenue
@ rworayon s wmaz 2 oyt omas. o Accourts e
TotalMaterialTesting Lab Revenue
" 0CCEDB Reverue
Shortcuts
= Auction Proceeds
View Balances. Deposit 112312022 OCCEDB Nov Auction. Bank 1
Y — TotalAuction Proceeds
cori
5 Gpen Windows
Depost 3022 occeos Nov CBRIpa. Bank1
TotalCBRI
COVID-19 Resources. Total OCCEDB Revenue
0DOT Revenue
4 Tum on Payroll & save up 10 50%
Bridge Inspection
& Accept Crea Cards Contract 12348
(Y ermETmae nvoice fRAR022 12 ODOTComractiz.  45hours @ Accounts Re.
nvoice N2 14 ODOTConractiz. 8Bhis@1S Accounts Re.
) R EE D Invoice oIz 19 ODOTContract 12.. 112 hrs @9. Accounts Re.
nvoice NP2 3 ODOTComractiz. 320hs@1 Accounts Re.

e
n
0
qwon
T sson

380000 380000
380000 380000
14,000.00 14,000.00
14,000.00 14,0000
57,000.00 57,0000
57,000.00 57,0000
71,000.00 71,0000
337500 337500
1320000 16,575.00
10,640.00 2721500
6240000 a9515.00
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To remove non active account from the report complete the following steps.
1. Click Customize Report

CED CoA - QuickBooks Premier Editio

= File Edt View Lists Favorits Company Customers Vendors Employees Banking Repors Window Help Special Offers

QuickBooks Reports
Standard Operating Procedures #26 — Profit & Loss

- BscoveRr
RUE

o@l- s x

fSearch Company or Help | Customize Report | Comment on Report

My Shortcuts Dates  This Fiscal Year-to-date

Report Basis: @ Accrual () Cash

A Home
206 PM

&® Wy Company 3022

8 income Tracker Accrual Basis
By Bil Tracker
Bl Catendar

& Customers

T vendors

2 QuicBooks
Docs
B Repors
@ o on
@ rr
';w Shortcuts

= View Balances

M Run Favorite Reports

8 Open Windows.

COVID-19 Resources

4 Tum on Payroll & save up to 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

~ Fom 07012022 [ To 113022022

Show Filters.

Memorize

print |v| Email |v | Excel |v| | HideHeader | | Refresh

B SortBy Default -

CED CoA
Profit & Loss Detail
July through November 2022

Type Date Num Name Memo Class
Income

Construction Service Revenue
Invoice. o2 2 County 2 Shs@10.  County
Total Construction Service Revenue

Crack Seal Team Revenue
Invoice. a0z 25 Sehool 1 10hs @25 School
Invoice. ez 21 County 1 1 CrackSea..  County
Invoice. w22 23 County 1 0 hrsatss..  County
TotalCrack Seal Team Revenue

Engineering Service Revenue
Invoice. sz 2 County 1 20hours @ County
Invoice. sz 3 County 2 Sohoursat..  County
Invoice. sz 4 County 2 20ws@s8s  County
Invoice. sz s County 2 County
Invoice. sz 6 Trbe 1 Trbes
TotalEngineering Service Revenue

Interest Income
Depost. 11232022 Nov Iterest

Total Inerest ncome:

Material Testing Lab Revenue
Invoice. o2 2 Ciy 1 Qhs @95 Ciy
Total WateralTesting Lab Revenue

OCCEDB Reverue

Auction Proceeds
Deposi. 11232022 occeos Nov Aucton.

Total Auction Proceeds

ceRl
Deposi. 23022 occeos Nov CBRIpa

Total CBRI

Total OCCEDB Revenue

0DOT Revenue

Bridge Inspection

Contract 12348,
Invoice. w22 12 ODOTContract 12.. 45 hours @.
Invoice. w2z 14 ODOTContract 12..  83hrs @ 15
Invoice. w2z 19 ODOTContract 12, 112hrs @8,
Invoice. Nz %0 ODOTContract 12.. 320 hrs @ 1.

crr

split

Accounts Re.

Accounts Re.
Accounts Re.

Accounts Re.

Accounts Re
Accourts Re.
Accourts Re.
Accourts Re.

Accounts Re.

Bank 1

Accounts Re.

Bank 1

Bank 1

Accounts Re.
Accounts Re.
Accounts Re.

Accounts Re.

Amount

580000
580000

25000
37,00000

485000
220000

1,100.00
275000
1.700.00
1,100.00

380000
380000

14,000.00
14,000.00

57,000.00
700000

71,000.00

337500
1320000
10,640.00

6240000

Balance

580000 4
580000

25000
3725000
220000
220000

1100.00

380000
380000

14,000.00

1400000

57,0000
7,000.00

71,0000

337500
16.575.00
2721500

a9515.00

-)

2. Click Advanced.

Display
REPORT DATE RANGE
11/01/2022

From B | 1o

REFPORT BASIS

T Accrual -

COLUMNS

- | (left margin)
Trans #
< | Type
EnterediLast Modified

Eilters

Dates -

11202022

- >

Header/Footer

This setting

Sort by Default

& Ascending order
Sortin .

Descending order

Fonts & Mumbers

Put a check mark next to each column
that you want to appear in the report.

Cancel

The date range you specify in the From and To fields

determines how this report calculates income and expenses.

Advanced...

Revert

Help

Version 1
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3. Select In Use and click OK.

Advanced O pt ions

QuickBooks Reports
Standard Operating Procedures #26 — Profit & Loss

INCLUDE OPEN BALANCE / AGING
A ® Current (faster)
®inUse " Report Date

...................

Help

sz Cancel

Version 1
05/22/2023
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QuickBooks Reports
Standard Operating Procedures #27 — Accounts Receivable & Payable Aging

Accounts Receivable Aging

Click Reports from the My Shortcuts menu and select Customers & Receivables. Click the green
icon to Run the report.

Premier Edition 2021

JSearch Company or Help S Report Center

My Shortcuts standard Memorized Favorites Contributed Search

A Home

® vy Company c &Fi 1 i
&® wy Company ompen & Financel Customers & Receivables

AR Aging (what my customers owe me and what is overdue)

Customers & Receiv...
% Income Tracker

sales

By BilTr Jobs, Time & Mileage

AR Aging Summary AR Aging Detail Accounts Receivable Graph Open Invoices
B Calendar Vendors & Payables " = :

Purchases 10 e wmm o
Inventory
Employees & Payroll
Banking
Accountant & Taxes
Budgets & Forecasts

List

Dates: Today ~ Dates: Today ~ Dates: Today ~ Dates:  Today ~
noe022  1ese22 ez ez noe022  er022 1292022 11292022

OHd@®e@O § OHde®eO OHdeeO

@ rucraan Collections Report Average Days to Pay Summary Average Days to Pay

-

i
i

A My Shortcuts

Ef§
|

HI

= View Balances

M Run Favorite Reports

i

I Open Windows.

i

COVID-19 Resources

4 Tum on Payroll & save up 1o 50%

@ Accept Credt Cards Dates: Today ~ Dates: Al ~
ez 1Rs2022

oO:dea oO:Hdea

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.

Accounts Payable Aging

Select Reports from the My Shortcuts menu and click Customers & Receivables. Click the green
icon to Run the report.

CED CoA - Quickt Premier Edition 2021

pany Customers Vendors Emplojees Banking Repors Window Help Special Offers

fSearch Company or Help & Report Center

My Shortcuts Standard Memorized Favorites Contributed Search

A Home
&® My Company Company & Financial

Vendors & Payables
AJP Aging (due and overdue bills)

Customers & Receiva
8 income Tracker

Sales

By B Tracker .
= Jobs, Time & Wileage AP Aging Summary AP Aging Detail Accounts Payable Graph

Wi Catendar A hg sy e P Ty

Purcrases

entoy
Ermpiyess s Payron
caning
Aecountnt & Taxes
et & Frecass s G men

List

Dates: Today ~ Dates: Today ~ Dates: Today ~
noe022  1ese22 noe0z2 e noe022  er022

Od 9@ O 490 Od 9O

Run nfo Fave Help

e Add Payroll Vendor Balances

-

7 My Shortouts Vendor Balance Summary Vendor Balance Detail Unpaid Bills Detail Transaction List by Vendor

= View Balances

M Run Favorite Reports

I Open Windows.

COVID-19 Resources
% Tum on Payroll & save up 1o 50%

@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.
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QuickBooks Reports
Standard Operating Procedures #28 — Trial Balance

Trial Balance Report

Click Reports from the My Shortcuts menu and select Accountant & Taxes. Click the green icon to Run
the report.

Flle Edt View Lists Favorles Company Customers Vendyrs Emplogees Banking Repors Window Help Special Offers
Report Center -ox

™ - Standard Memorized Favortes Recent Contributed Seareh

® My Company Jompany & Financial
£ Company & Frncl Accountant & Taxes
Customers & Reciva

B casn Account Activity
Sales
% income T

Jobs, Time & Mileage Trial Balance General Ledger Transaction Detail by Account Journal

B o Trackor Vendors & Payabies

Calendar
Invertory
¢ s Employees & Payrol =
S Banking R
Customers EEEEE
a e

Accountant & Taxes ot

Budgets & Forecasts

st rp—"

Dates:  Last Monih - Dates:  This Monihto-date « Dates:  This Monthto-date ~ Dates:  This Monfhto-date «
a2 o0z snoon sn sz s sz sns

OHd 9O [ ] cCdeeO

Audit Trail Closing Date Exception Report VoidedDeleted Transactions Summary. Voided/Deleted Transactions Detail

0wy Shortcuts
5 View Balances
W Run Favorite Reports

B Open windows

COVID-19 Resources

& Tum on Payroll
@ Accept Credit Cards Dates: Al + Dates: Custom + Dates: A+ Dates: Al +

&) Order Checks & Supples

Cd 9O COHd 9O Cd 9O COHd 9O -

QuickBooks defaults to Accrual basis when creating a report. This can be changed by selecting Cash for
Report Basis. Click Customize report.

s Favoriles Company Cystomers Vendors Employees Banking Repors Window Help

CustomizeReport | | Conmmeaton Report| [ShareTemmi]  Memorica | [ pr [ Exnat[=] oo [=] | Fhte Honder | Cotesa Rows | [ Retrosh

Dates  This Fiscal Year ~ Fom 07012022 B To 06302023 B Sory Defaull -

Report Basis: ) Accrue, @ Cash  Show Filters

ssom CED CoA
oumiz Trial Balance
Casn Basis As of June 30, 2023
n30.23
Debit - Crear
Bank 1 » e85 4 o
o pi I
Accounts Receivable am
Inventory Asset o
Undeposited Funda 16470000
Acsounts Payable o
Payroll Lisiltes:Fed Wibhoiding om0
Payrol Lisbiltes:FICA Payable am
Payroll Lisiltesi e Insurance Payable o
Payrol Lisbiltes:Medical ns Payable am
Payrol isitties:Madicare Payabie o
Payroll Libiltes:k Withholding 00
Payroll itities Retiamant Payable o
Payroll Libiltes:SUTA Payable 000

Opening Balance Equity
Retained Earnings

Construction Revenue:Sale of Assets 2600000
Construction Revenue:Services s80000
Crack Seal Team Revenue:Sale of Assets 700000
Crack Seal Team Revenue:Service: 495000
Engineering Revenue:services 782500
Interest income s500
Material Testing Lab Revenue:services 380000
0CCEDS RevenueiAuction Proceeds 1400000

OCCEDB Revenue:CBRI
W Run Favorite Reports

0DOT Revenue:Bridge InspectionContract 1248

B Open Windows.

0DOT Revenue:Construction Management:Coniract 1234C 20500
0DOT Revenue:Prefiminary Engineering:Contract 1234A @270
Sign Shop Revenue: 500
COVID-19 Resources
B Expense:Capital Outay

G Tum on Payroll BRI Expense:Grants:County A
@ Aocep Credit Cards B ExpenseGrants:County B
BRI Expense:Grants:County C
BRI Expense:ms0
B Expense:MA0:Office Buiding Expense.

&) Order Checks & Supples

CBRIExpense:Ma0:0ffice Supplies e
Com Expense:mao: Bopaic 11200 v
IS S
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QuickBooks Reports
Standard Operating Procedures #28 — Trial Balance

Select the date range for the report. In this example we are using the current Fiscal Year. Next click
Advanced.

Modify Report: Trial Balance

Display Eilters Header/Footer Fonts & Mumbers
REPORT DATE RANGE
Dates |LLiERSET=TR{ET - From the first day through the last day of the current fiscal year

From |07/01/2022 B8 To

REPORT BASIS

T Accrual @ Cash

COLUMNS

Sortby Default

& Ascending order

Sortin )
Crescending order

06/30/2023

2
FXU

This setting determines how this report calculates income and expenses

Advanced... Revert

Cancel

Help

To shorten the report by selecting Non-Zero for Display Rows and Display Columns.

Version 1
05/22/2023

Advanced Options

DISPLAY ROWS

T Active
Al

® Mon-zero

DISPLAY COLUMN 5 REPORTING CALENDAR

T Active
Al

® Fiscal Year
T Calendar Year

T Income Tax Year

Cancel Help
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QuickBooks Reports
Standard Operating Procedures #28 — Trial Balance

Your Trial Balance report is now ready to print.

e Edit View Lists Fawiles Company Customers Vendgrs Emplojess Banking Reporis Window Help g BcoveRr

Customize Report ‘Comment on Report Share Template  Memorize Print v Emall v | Excel v | HideHeader Collapse Rows Refresh
y Shoats Dates | Ths Fscal vear - From 07012022 B To 06302023 | Sontgy Default -
e ReportBasis: O Accual © Casn  SnowFiters
356 PM CED CoA
oz Trial Balance
CosnBasis As of June 30, 2023
un30,23
eon - Crean
Bank 1 » 254,118.36 4 S
& vendors Bank2 w0
B Emvioyees Undepasitea runds 18470000
Opening Baance Equiy 2200000
R Retainea Earnings 15000000
Construction Revenue:Sale of Assets 2400000
Constructon Revenue:services seo
Crack SeatTeam RevenuesSale of Assets om0
Y cerLicenses Crack SeatTeam Revenueservice sssom
Engineering Revenue:Services re2s00
L nterestincome ss0
@ o WateriaTesting Lab Revenue:Services aem0m
OCCEDS Revenue:Auction Proceeds Te00000
@ rsrorn occeDs Revenue:car om0
0DOT Revenue:ridge Inspection:Contract 12348 @a0m
@ cro can 0007 Revenue Coniructon MansgementConrct 124G 2w
0DOT Revenue:Praiminary Enginsering:Contract 1234A warso
(] Sin Shop Revenue w0
R ExpenseCapital Outay
W Feedback CBRI Expense:Grants:County A
R ExpenseGrants:County B
o ExpensesGrants:County C
9y Shorcuts com Bxpensema0
View batances R Expense:MBOffcs Buiding Expense
Com Expense:macitce Supplies
M Run Favorte Roports
R Expense:MBO:Vehile Maintenance & Repair
R Expenseersona ServicesiHeath s, Expense.
R ExpensePersonal Services:Payrol Tax Expense
S e R Expensepersona Services Retiremen Expense
et R ExpansePersonal Services:Salary Wage Expense
@ Tum on Payroll Construction Service Expense:Capital Outlay 5,000.00
. Constructon Service Expense:Ma0
Constructon Service ExpensePersoral ServicesiHeath . Expen.
& Order Checks & Supples Construction Service Expense:Personal Services:Payroll Tax Expen.
Construction Service ExpensePersonl Services:Retirement Expen.
Consteuction servce ExpensePersona Services:Saary Wage Expe..
crc y
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QuickBooks Reports
Standard Operating Procedures #29 — Item Listing

Item Listing Report

Click Reports from the My Shortcuts menu and select Company & Financial. Click the green icon to Run
the report.

Report Center

[Seatch Company or Help

My Shortcuts standard Memorized Favortes Recent Contributed

\ Home 1867

S0y snnezs snaozs— snozs
ny & Financial OH @@ OH 9@

omers & Recaiva

Search

&® Wy Company

- c
& Cash Flow Hub
sales

o CETEEES Jobs, Time & Misage
Listin
B Bt Tracker Vendors & Payables 9

Furchases Account Listing Hem Price List tem Listing Payrol ltem Listing

Inventory

Employees & Fayrol
Bankng
Accountant & Taxes

Bugets & Forecasts

‘ Dates:  Today + Dates: Today - Dates: Today « Dates:  Today «

sn20m snes snpon s sn20m sz sizon sna

CR9e0 COR9®O CH@9eO CH 90

0 my Shortcuts Fixed Asset Listing Terms Listing To Do Notes Memorized Transaction Listing

= View Balances
M Run Favorits Reports
e = WP : _ [T -2 T
COVID-19 Resources S )G
3 Tum on Payrol
@ Accopt Crodit Cards
& Order Checks & Supples
Dt Ty Dates Todny + Dates Todaw D Today ~

‘CED CoA - QuickBooks Premier Plus Edition 2023

Edit_View Lists Fawries Company Customers Vendors Emploess Banking Reporis Window Help Special Ofers

Searcn Gomoany or e~ INNRRRC] Item Listing - o x

o Sl cu-onizoovort | | Conmenton Report | SharsTomplate | Memorze | | Pring | | Emal |+ | Excel |7 | Wiroader | | Retregh | |Derun 5
Show iters
o
wson CEDCoh
A& Wy Company asorm Item Listing
Y — My 1,2023
- vescrpion e - ke SaesTexCode ; QuanityOntand ;  QuantlyOn Sees Order
W income Tracker truction Manageme Service 0.00 0.00 0
e e o o
Pg— o Nragrent o sovie o oo
; i szt o see o o
1l caoncr Comriconansgorrton sovee o o
e =5 om o
— e o o
e w g Srvess o o
: Service 000 0.00
T vendors Service 0.00 0.00
e o o
B Empioyee: serve ™ o0
e o o
1 Bank Feeds Service 000 000
= an a
e o o
s ow o
e o -
o o
e o -
sovie o o
e o o
s o oo
Wy Shorun e om o
[T—— sevee o o
M Run Favorite Reports seriee oo oo
o Gt sovce o o
18 Open Windows Lab Service Enterprise Servic. Service 0.00 0.00
st Sine e om o
Progran Hangenenseve o o
COVID A9 Resources
Progran asagaren e sovn o -
@4 Tum on Payroll Right- y Services Service 000 0.00
P Sanston S soe o o
o ofests over e o o0
& orcer cts s Supptes ot hancts Cension's overcrase om o
ot fhast rsk s overcase o o
S tionen g Y omercharse om o b
« -
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QuickBooks Reports
Standard Operating Procedures #29 — Item Listing

Select what columns are to be displayed in your report and click OK.

Modify Report: ltem Listing

Display FEilters Header/iFooter Fonts & Mumbers

COLUMNS

|1 | sortpy | Defaurt -

® Ascending order
Sortin

BN NP
&=

< (left margin}
Active Status
< ltem

T Descending order

-

+ Description

MPM
~  Type
Account
Fut a check mark next to each column
A4 that you want to appear in the report.
Revert
| OK ] Cancel Help
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Income by Customer Detail

QuickBooks Reports
Standard Operating Procedures #30 — Income by Customer Detail

Click Reports from the My Shortcuts menu and select Company & Financial. Click the green icon to Run

the report.

File Edit View Lists Favories Company Customers Vendors

Standard Memorized

Company & Financial
Customers & Receiva
Sales

Jobs, Time & Wileage
Vendors & Payables
Purchases

Inventory

o
- Employees & Payroll

T venciors Banking
Accourntant & Taxes
H ey
Budgets & Forecasts

List

@ overcn
@ rcparon

B ot Cart
A My Shortcuts
 View Balances

M Run Favorite Reports

I Open Windows.

COVID-19 Resources

& Tum on Payroll & save up 0 50%
@ Accept Credit Cards

& Order Checks & Supplies

& ‘Save 50% on QuickBooks Oniine.

Employess

Favorites Contributed

Income & Expenses

CED CoA - Qu

Banking Reports Window Help Special Offers

income by Customer Summary

Income by Customer Detail

Expenses by Vendor Summary

Expenses by Vendor Detail

e o o o oo s

Dates: This Fiscal Year-to-date ~

2022 1iRez022

OH 9@

Dates:  This Fiscal Yearto-date
2022 1iRen022

Il Fave Help

Income & Expense Graph

Dates: Today ~
ez 1Rs2022

OH 9@

Dates: This Fiscal Year-to-date ~

022 ez

OH 90

Similar to the Profit & Loss and General Ledger, QuickBooks defaults to Accrual basis when creating a
report. This can be changed by selecting Cash for Report Basis.

Dates: This Fiscal Year-to-date ~

22 ez

OH @@

File Edit View Lists Favorites Company Customers Vendors

Employees Banking Reports Window Help Special Offers

Customize Report | | Comment on Report | Share Terp Memorize | | Print |v| Email |v | Excel |v| | HideHeader | | Refresh
Dates  This Fiscal Year-to-date ~ From 07/01/2022 B To 05112/2023 B SortBy Default -
Report Basis: () Accrua. ) Cash  Show Filters
2 PM CED CoA
My Company 0518123 Income by Customer Detail
Cash Flow Hub. Cash Basis July 1, 2022 through May 18, 2023
Type Date Mum . Memo Account Cit . Spit - Original Amount : Paid Amount Balance
City 1 E
nvoice Nz 26 4Iws@SS. Senvces Acoourts Re. 380000 280000 2780000
Total Cay 1 2780000 2780000
County 1
nvoice Nz 2 StpSigns  Sign Shop Revenue Acoourts Re. 7500 7500 w7500
nvoice Nz 2 Whours@.  Servces Acoourts Re. 1.10000 110000 147500
nvoice M2 21 1CrackSes.. SakofAssels Acoourts Re. 3700000 37,000.00 3847500
nvoice nZaz2 23 smwsass.  Sences Acoourts Re. 495000 495000 42500
s TotalCounty 1 Basn a0
County 2
Emplo nvoice Nz 3 SOnoursst..  Semies Acoourts Re. 275000 275000
nvoice Nz 4 s @ses  Servces Acoourts Re. 1.70000 170000
e Invoice 132022 5 20hr @55.00  Services Accounts Re. 1,100.00 1,100.00
nvoice Nz 22 Sews@0. Senvces Acoourts Re. sg0000 s80000
Does Total County 2 11,350.00
oot
Bridge Inspection
B Reports County
nvoice N2 W WOWs@1. Contract 124D Acoourts Re. 240000 240000 240000
@ orrcrecs T cauty ¢ T maw mew
Tota Brige nspecton 240000 240000
B oz County A, JP 123467, Duncan
Ty Shortcuts PE Environmental
I View Balances nvoice 1aR022 37 20hrsatss.  Contract 12344 Accounts Re. 165000 1,650.00 1650.00
e Tota PE Environmental Tes000 765000
PEROW Acquisition
B Open Windows Invoice. 1202 1 20hours @ Contract 1234A Accounts Re. 1,100.00 1,100.00 1,100.00
Tota PE ROW Accuistion 110000 110000
PE Survey
COVID-19 Resources
nvoice N4z 2 20Ws@1. Convact1234A Acoourts Re. 3000000 30,000.00 3000000
Tum on Payrol Tota PE Survey 3000000 000000
@ Aocopt Croc Carts Tota County A, 1P 123467, Duncan 275000 275000
County B, 4P 67691, OKC.
&) Order Checks & Supplies R
nvoice sz 9 20hrsofEn..  Contract 1234 Acoourts Re. 1.900.00 190000 190000
Tota PE Design 790000 790000
3 Y
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QuickBooks Reports
Standard Operating Procedures #31 — Transactions by Class

Transactions by Class

1. Click Lists and select Class List from the drop-down menu.

CED CoA - QuickBa

Premier Edition 2021 - [Home ] - ox

= File Edit View JESSN Favortes Company Customers Vendors Emploees Banking Reports Window Help B - 8 x

[Search Company orH ~ Chart of Accounts Ctil+A
tem List
My Shortcuts Eixed Assetitem List VENDORS

) e &

ot ames List tchase Receive Enter Bills New: Business Chartof Inventory
&® wy Company er lames Lis rers inventory Against Loans Accounts Actvties
Gustomer & Vendor Profile Lists , Inventory

Templates

% income Tracker| =
e ® 8 - =
X . Enter Bills Pay Bills Senices Checks

AGGEGit Hultiple List Entries

Ml calendar Wanage Groups

CUSTOMERS.

% Upgrade your QuickBooks Calendar

& Customers Sales Create Sales
Orders. Recsipts

- Accept ANKING
T vendors bt BanG

[H Employees
)] 3

Estimates Create Recsive Record Reconcile
Invoices Payments Deposits

€ snapshots

2 QuickBooks

m=
=
= & B
o ctamants Rotnce !
H Repors Charges & Credits Write Check

Checks Register
@ orercrevis
eweLovEes

@ e ®
B 3 ‘ Print
# My Shortcuts Enter Tum On Checks

Time Payroll

= View Balances
M Run Favorite Reports

5 Open Windows

COVID-19 Resources
4 Tum on Payroll & Save up o 50%
@ Accept Credit Cards

&) Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

2. Select the Class you want to generate a report for.

CED CoA - Quic Premier Edition 2

File Edit View Lists Favories Company Customers Vendors Emplojees Banking Reports Window

[Search Company or Help .
“city
My Shortcuts + Construction Ste Inspection
o « County
Home
+ Design
£® vy Company « Environmental
« Fire Department
® income Trax
i Tra
« ROW Aquisition
Calendar OSEIEE]
« Suney
Snapshots +Trioes

» Utiity Relocation

Customers

Vendors

]
@ oroercrecis
@ recravon

0 My Shortcuts

View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & Save up to 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:

class v || Reports |+
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QuickBooks Reports
Standard Operating Procedures #31 — Transactions by Class

3. Click Report and select QuickReport.

CED CoA - Quic

Premier Edition 2021 - [CI -ox

= File Edit View Lists Faworites Company Customers Vendors Employees Banking Repors Window Help - & x

[Search Company or Help e

- City

My Shortcy  Construction Site Inspection
» County

% Home
» Design

2® wy company » Environmental
» Fire Department

> ROW Aquisition
» School
» Survey
o Trives

a » Utilty Relocation
-

T vendors
B Emvioy

nk Feeds

2 QuickBooks
Do

H Reporis

@ o on

@ rooramn

Al My Shortcuts
View Balances
M Run Favorite Reports

5 Open Windows

COVID-19 Resources

% Tum on Payrol & Save up 1050%

@ Accept Credit Cards

) OrderChecks & Supples QuickReport Geotsch _Cii»Q

& Save 50% on QuickBooks Oniine: Reports on All Classes ’

Class | v | Reports v

4. Select date ranges displayed in report.

CED CoA - QuickBooks Premier Edition 202 QuickReport] -ox
= Flle Edi View Lisis Fawiles Company Cuslomers Vendors Employees Banking Reporls Window Help .8 x
Search Gompany or Fe Customize Report | | CommentonReport | Share Template | Memorize | Print v Email |v| Excel |v| | Hide Header | | Refresh
Custom - 1012022 11302022 Detaut -
y Shorats Dates From RS o sony
o Report Basis: O Accrual ® Cash  Show Filters
Home
1059 AM CED CoA
® My Company
& " 1208122 Class QuickReport
® income Tr Cash Basis November 2022
Trpe e Wum Name Memo - Original Amount - Paid Amount
By BilTr Geotech
» o weiee HAOZZ 3 ODOTComsctiz.  1shrsofGe 475000 475000 ¢
Calendar Tota Geatech 47000
ToTaL 5000

€ snapsnoss

T vendors
B Empoy

@ orercnecis
@ raoraron

Al My Shortcuts
B View Balances
M Run Favorite Reports

I Open Windows

COVID-19 Resources

4 Tum on Payroll & Save up to 50%
@ Accept Credit Cards

& Order Checks & Supplies

& Save 50% on QuickBooks Oniine:
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QuickBooks Reports
Standard Operating Procedures #31 — Transactions by Class

To generate a report that shows all classes, complete the following steps.

1. Click Reports, select Reports on all Classes, and select Profit & Loss By Class.

CED CoA - QuickBooks Premier Edition 2021 - [Class - o x

© File Edt View Lists Favortes Company Customers Vendors Employees Banking Repors Window Help = - & x

o city
uts » Construction Site Inspection
Home

My Company

Income Tracker

» ROW Aquisition

Calendar »School

apshols

» Utiity Relocation
Customers

Vendors

Employee:

ports
@ ororcreis
@ recrayon

Al My Shortcuts
View Balances
M Run Favorite Reports

5 Open Windows

COVID-19 Resources
4 Tum on Payrol & Save up 10 50%
@ Accept Credi Cards

&) Order Checks & Supplies: QuickReport Geotech  Cir+Q.

4 Save 50% on QuickBooks Onlino [—Revoits on Al Classes »| ProfitsLoss By Ciass o |

class || Reports v Profit & Loss Unclassified

Graphs 11:01 AM

2. Select date ranges displayed in report.

CED CoA - QuickBooks Premier Plus Edition

= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers -
Customize Report | | Commenton Report | Share Tempiate | Memorize | | Pring |v| Email |v | Excel |v| | HideHeader | CollapseRows | Collapse Columns | | Refresh
Dates  Custom ~  From [MEZZ ®| To 11302022 B ShowColumps Class ~ SortBy Default -
Report Basis: () Accrual ® Cash  Show Fillers
256 PM CED CoA
osie23 Profit & Loss by Class

—— Cash Basis July 1, 2022 through May 18, 2023
city Construction Site Inspection County Design Environmental Geotech Lab ROW Aquisition
® income Tracker income

Construction Revenue

-

B Bl Tra Sale of Assets > 000 4 0.00 0.00 0.00 0.00 0.00 0.00
Services 000 000 000 000 000 000 000
[ ez Total Construction Revenue 000 000 000 000 000 000 000
Crack Seal Team Revenue
Sale of Assets 000 000 000 000 000 000 000
Services 000 000 000 000 000 000 000
Total Crack Seal Team Revenue 000 000 000 000 000 000 000
Engineering Revenue
Services 000 000 565000 000 000 000 000 000
Total Engineering Revenue 000 000 665000 000 000 000 000 000
Interest income 000 000 000 000 000 000 000 000
Material Testing Lab Revenue
Services 280000 000 000 000 000 000 000 000
Total Material Testing Lab Reven. 380000 000 000 000 000 000 000 000
0CCED Revenue
Auction Proceeds 000 000 000 000 000 000 000 000
CED Revoiving Proceeds 000 000 000 000 000 000 000 000
Total OCCEDB Revenue 000 000 000 000 000 000 000 000
@ orvercrecs 0D0T Revenue
Aprgee) Bridge Inspection
Contract 12348 000 000 000 000 000 000 000 000
A My Shortcuts Total Bridge Inspection 000 000 000 000 000 000 000 000
p—— Construction Management
Contract 1234C 000 2072500 000 000 000 000 1730000 000
L s Total Construction Managem. 000 2072500 000 000 000 000 730000 000
5 Open windows Preliminary Engineering
Contract 12344 000 000 000 1,900.00 000 1,100.00
Total Preliminary Engineering 000 000 000 190000 000 110000
COVERiFREotrces Total ODOT Revenue 000 272500 000 780000 730000 110000
& Tum on Payroll Sign Shop Revenue 000 000 37500 000 000 000
@ Accept Credit Carts Total Income 360000 2472500 77500 790000 1730000 110000
Gross Profit 320000 272500 17,7500 7.900.00 1730000 110000
& Order Checks & Supples o
CED Revolving Expense
Capital Outiay 000 000 000 000 000 000 000 000 o
< >
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Transactions By Job

1. Click Customers from the My Shortcut menu. Select the Job you want to generate a report for.

QuickBooks Reports
Standard Operating Procedures #32 — Transactions by Job

CED CoA - QuickBooks Premier Plus Edition omer Center. ODOT-County A, JP 123467, Duncan]
File Edi View Lisis Favories Company Cusiomers Vendgrs Employees Banking Reporis Window Help Special Ofers DECOVERY (@ |- & x
& tlew Custoneradob 3] New Transactors v & prnt v [ Excelv [ Word * & incomeTracker
Customers & Jobs [JIRE i
5 Job Information # hore
Active Customers - >
Jobiame  County A, JP 123467, Duncan
vl Customer Name  ODOT REPORTS FOR THIS JOB
- - JobStaus None
— i siTo Oklahoma Department of Transportation QuickReport
oyt NE. 21st Street Open Balance
OKlahoma City OK 73105
» County 2 000 Estimates vs Actuals
« Fire Department 1 250000 Wap | Directons
] catoncar « Fire Department 2 000
00T 9218340
apshols +Bridge Inspection 2721500
+County A 1320000
< Couny © 101500 Transactions | Contacls ToDos Notes  SentEmai

T v —CouyA Jp 2347 Duncan | 600000] AlTransactons Al This Fiscal Year -
H Employes olab 0.00 Invoice. 1 11512022 Accounts Receivable 1,100.00
+PE Design 6,000.00. Payment 522134 1113012022 Undeposited Funds 1,100.00
+PE Environmental 0.00 Invoice 37 111712022 Accounts Receivable 1,650.00.
+PE Geotech 0.00 Payment 804 1112412022 Undeposited Funds 1,650.00
+PE ROW Acquisition 0.00 Invoice 39 04/05/2023 Accounts Receivable 2,000.00.
+PE Survey 0.00 Invoice 40 04/05/2023 Accounts Receivable 4,000.00
+PE Utility Relocation 0.00 Invoice 27 1112312022 Accounts Receivable 30,000.00
+CountyA, JP 9988 0.00 Payment 606 1112412022 Undeposited Funds 30,000.00
@ orcercneas +County B, JP 57891, OKC 0.00
B 14 Do olab 0.00
[ My Shortcuts +PE Design 0.00
M Run Favorite Reports ©PE Geatech 0.00
B Open Windows +PE ROW Acquisition 0.00
COVID-19 Resources +County C, JP 45663, Tulsa 0.00
()G asss PEDesign 0.00
.
2. Click Run Reports and select View as a Report from the drop-down menu.
CED CoA - QuickBooks Premier Plus Edition 2023 - [Customer Center: ODOT:County A, JP 123467, Duncan] - %
File Edt View Lists Favorites Company Customers Vendors Employees Banking Reporis Window Help Special Offers DISCOVERY - x
&, tiew Customer s Job v {5] New Tansactons v &5 prot v [ Excel v [ word v 6 ncome Tracker
sy s Job Information # ore ;
A Home Active Customers v > - County A, JP 123467, Duncan
Cash Flow Hub A B 8o Oklahoma Department of Transportation QuickReport
2 City1 0.00 Al 200 NE. 215t Street Open Balance
8 rcomo Tacor -+ Count 1 oo Oxahoma Gy 0K 73105 Joo Pt
+ County 2 000 Estimates vs Actu
Bill Tracker + Fire Department 2500.00 Map | Directo -
Calend: » Fire Department 2 0.00°
o CountyA 13,200.00
Customers “Couny© 1401500 Transactions | Contacts ToDo's Notes SentEmail u
Employ oLab 0.00 Invoice 1 111512022 Accounts Receivable 1,100.00
. +PE Design 6,000.00. Payment 522134 1113012022 Undeposited Funds 1,100.00
PE Environmental 0.00 Invoice Ed 117712022 Accounts Receivable 165000
+PE Geotech 0.00 Payment 804 1112412022 Undeposited Funds 1.650.00
+PE ROW Acquisition 0.00 Invoice 39 0410512023 Accounts Receivable 2,000.00
+PE Survey 0.00 Invoice 40 0410512023 Accounts Receivable 4,000.00
ﬁ Reports +PE Utility Relocation 0.00 Invoice 27 1112312022 ‘Accounts Receivable 30,000.00
»CountyA, JP 9988 0.00 Payment 606 1112412022 Undeposited Funds 30,000.00
@ orer checis +County B, JP 67891, OKC 0,00 il
»Construction Site Inspection 0.00°
s oo oLad 000
8 My shortcuts. +PE Design 0.00
M Run Favorite Reports *PE Geotech 0.00 i
COVID-19 Resources +County C, JP 45663, Tulsa 0.00
s
&) Order Checks & Supplies +PE Design 0.00
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QuickBooks Reports
Standard Operating Procedures #32 — Transactions by Job

3. Select date ranges displayed in report.

mier Plus Edii
Edit View Lists Favores Company Customers Vendors Employees Banking Repors Window Help Special Ofers a@l- =
Customize Report | | Commenton Report | Share Template | Memorize | | Print |v| E-mail |v | Excel |v| | HideHeader | | Refresh
Nates  Custom ~ From 1100172022 B To 113022022 B SortBy Amount v s
Show Fiers
303 PM CED CoA
05118123 All Transactions for ODOT:County A, JP 123467, Duncan
sh Flow Hub November 2022
Type Nom . Date Account Amount
8 income Tracker Novz2
» invoice 1 1ASR022  Accounts Receivable 1,10000 ¢
By il Payment S2213¢ 1302022 Undeposted Funds 1.10000
nvoice & M2 Accounts Recevable 165000
il Calendar Payment 04 1242022 Undeposted Funds 165000
nvoice 27 ez Accouns Recevable 000000
Payment 605 1242022 Undeposted Funds 000000
Novz2

T Vendors
M Empioye

7 My Shortcuts
= View Balances

M Run Favorite Reports

B Open Windows

COVID-19 Resources
& Tum on Payroll
& Accept Credit Cards

& Order Checks & Supples

Version 1 112
05/22/2023



	0000 cover page
	000 Table of Contents
	00 Introduction
	01 Things to Review Prior to Chart of Accounts Implementation
	02 SOP #1 Fiscal Year
	03 SOP #2 Cash Basis Reporting
	04 Income Charts
	05 Expense Accounts
	06 Income Accounts
	07 SOP #3 Creating Income Account
	08 Income Subaccount
	09 SOP #4 Creating a Subaccount
	10 ODOT Customer Jobs
	11 SOP #5 Creating a Customer
	12 SOP #6 Creating a Job
	13 Item Listing
	14 SOP#7 Creating an Item
	15 Income Classes
	16 SOP #8 Enabling Class Tracking for Transactions
	17 SOP #9 Creating a Class
	18 Expense Accounts
	19 SOP #10 Creating an Expense Account
	20 Expense Subaccounts
	21 Expense Sub-Subaccounts
	22 Expense Account Example in QB
	23 Payroll Liabilities
	24 Outsourced Payroll
	25 Inhouse Payroll
	26 SOP #11 Entering Employees
	27 SOP #12 Tracking leave on Paystub
	28 Paying Inhouse and Outsourced Accrued Liabilities
	29 Finalizing Implementation
	30 SOP #13 Updating Old Accounts
	31 SOP #14 Update Outstanding Invoices
	32 Basic How To Instructions
	33 SOP #15 Creating a Vendor
	34 SOP #16 Entering Bills
	35 SOP # 17 Pay Bill With Check
	36 SOP #18  Pay Bill with Credit or Debit Card
	37 SOP #19 Customer Invoice
	38 SOP #20 Receiving Payment
	39 SOP #21 Deposits
	40 SOP #22 Refunds
	41 SOP #23 Transfers
	42 SOP #24 Bank Reconciliation
	43 QuickBooks Reports
	44 SOP #25 General Ledger
	45 SOP # 26 Profit & Loss
	46 SOP #27 Accounts Receivable & Payable Aging
	47 SOP #28 Trial Balance
	48 SOP #29 Item Listing
	49 SOP #30 Income by Customer Detail
	50 SOP #31 Transaction by Class
	51 SOP #32 Transaction by Job



