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QUICKBOOKS BASIC 2003 

MORE PRINTING OPTIONS FOR FORMS

You can now associate some printer options on a form-by-form basis by saving the number of copies, page orientation, and page size.

QUICKBOOKS PRO

PREDESIGNED FORM TEMPLATES AVAILABLE FOR EASY DOWNLOAD

You can download predesigned form templates directly into QuickBooks. Select from a gallery of over 100 customized ready-to-use templates featuring new layout designer options. Forms are available for download and also on the QuickBooks CD. 

From within QuickBooks, you can access the template download feature by displaying the Format menu on any sales form, or by looking at the Templates menu in the Templates list. Selecting Download Templates takes you to the Solutions Marketplace page where you can choose a template.   To experiment with the tools available to create your own forms, visit the forms library at http://templategallery.quickbooks.com/forms/.

AUTOMATICALLY CREATE A BUDGET

Use your QuickBooks data to automatically set up a budget. Setting up the budget is easy using the new wizard. And you don't need to run a report to view your budget data. You can now view it in something very similar to a spreadsheet.

Creating a Budget 

You can create budgets for either Profit and Loss accounts or Balance Sheet accounts by fiscal year.  All budgets must be account-based. 

1. From the Company menu, choose Planning and Budgeting, then Set Up Budgets. 

Note: If a budget currently exists, the most recent budget will be displayed in the Set Up Budgets window. 
 

Editing a Budget 

You may want to have a paper copy of your budget at your side while you make changes. Print a report that lets you see budget amounts. 

1. Display the Set Up Budgets window. 

2. Choose the budget, and if necessary, Customer:Job and Class that describe your budget. 

3. When QuickBooks displays the monthly budget amounts, change the amounts as desired. 

4. Click Save. 

5. (Optional) Choose another budget (and if necessary, Customer:Job and Class), and repeat Step 3 and Step 4. 

6. When finished, click OK. 

2. Click Create New Budget. 

3. In the Create New Budget window, choose the fiscal year for the new budget, then choose Profit and Loss (income and expense) or Balance Sheet accounts. 

Balance Sheet Accounts 

Accounts that appear on a balance sheet report. In QuickBooks, these include the following types of accounts: 

· bank 

· accounts receivable 

· accounts payable 

· fixed asset, other asset, other current asset 

· other current liability, long term liability 

· credit card 

· equity 

Each balance sheet account in QuickBooks has its own register that tracks the balance of the account. You can also see the account balances by looking at your chart of accounts. 

4. If you choose Profit and Loss, you can specify additional criteria of either Customer:Job or Class, if class tracking has been turned on. 
 

Turning on Class Tracking 

In QuickBooks, classes give you a way to classify your transactions.  You can use classes to classify your income and expenses by department, business office, or location, separate properties you own, or and other meaningful breakdown of the business you do.

For example, a general contractor might classify all income and expenses as relating to residential or commercial work.  A farmer might create a class for each enterprise – for example, “Corn,” “Hogs,” or “Soybeans.”  At the end of an accounting period, the contractor could create separate reports for the residential and commercial parts of the business.  Likewise, the farmer could create a separate report for each farm enterprise.

To turn class tracking on:

1. From the Edit menu, choose Preferences. 

2. In the Preferences window, select Accounting from the list on the left. 

3. Select the "Use class tracking" checkbox. 

4. Click OK. 

5. Choose whether you want to create the budget from scratch or from previous year's actual data. 
 

Choosing how you want to create a budget 

· Create budget from scratch  - You manually enter amounts for each account you want to track. 

· Create budget from previous year's actual data - QuickBooks automatically enters the monthly totals from last year for each account in the budget. 

6. Click Finish to create the new budget. 

Click Finish to create the new budget. 

MORE OPTIONS FOR DESIGNING FORMS
Create a more professional business look by customizing your forms with color, watermarks, rounded corners, and other options. You can:

· Add a watermark of your company logo

· Use a dashed border to define a remittance slip on your customer statement

· Use a favorite background image to identify your business

· Make your company colors part of the form layout

· Add text boxes to convey important business information, like your hours, return policies, directions to your location, and so on.

QUICKBOOKS PRO 5.0 FOR MAC

BUILT FOR MAC OS X. ALSO WORKS WITH MAC OS 9
QuickBooks Pro 5.0 for Mac has been built from the ground up to take advantage of the features, speed and new look of Apple's powerful OS X operating system. QuickBooks also works with Mac OS 9.2.2. 

EASIER TO CUSTOMIZE INVOICES AND STATEMENTS THE WAY YOU WANT
You can customize your forms in QuickBooks Pro 5.0 for Mac to meet the unique needs of your business. Just by clicking buttons, you can change fonts and styles, add more fields, insert your color logo, modify columns, format headers and footers, and more. In just minutes, you can create professional looking forms such as statements, invoices, cash sales receipts, estimates and purchase orders. And unlike those created with word processing or other applications, QuickBooks forms do the math for you - no retyping information.
REPORT EXACTLY THE INFORMATION YOU WANT
Easier-to-use QuickBooks Pro 5.0 for Mac report filters allow you to "slice" your company information as fine as you want it, so you see exactly what you need to see-no more and no less. That means you don't have to wade through irrelevant information, and you can gain more insight into your company at a glance. 

CHOOSE THE RIGHT REPORT MORE EASILY WITH ONSCREEN PREVIEW
With the new Report Finder, choose the report or graph that contains the information you need. Just highlight a report name from a scrollable list, and instantly see a sample of the content and format right in the same window. Then you can click a button in the same window to modify the look and content before actually running the report. 

SAVE INVOICES, STATEMENTS OR REPORTS AS PDFs YOU CAN EMAIL
Now, without leaving QuickBooks Pro 5.0 for Mac, you can save any invoice, statement or report as a PDF file that most users can read. Then you can use your email application to send the PDF to your customers, suppliers, co-workers or accountant. You'll save time on faxing and mailing, and you'll have the comfort of knowing your documents look exactly as you designed them. 

QUICKBOOKS PREMIER

CREATE AN ANNUAL FORECAST

Create an annual forecast of your expected income and expenses based on your actual QuickBooks data. You can then save forecast reports and find them using the Report Finder.

Creating a forecast 
You can create forecasts for either Profit and Loss accounts by fiscal year. All forecasts must be account-based.

1. From the Company menu, choose Planning and Budgeting, then Set Up Forecast. 

Note: If a forecast currently exists, the most recent forecast will be displayed in the Set Up Forecast window. 
 

2. In the Create New Forecast window, choose the fiscal year for the new forecast. 

3. You can specify additional criteria of either Customer:Job or Class, if class tracking has been turned on. 

4. Choose whether you want to create the forecast from scratch or from previous year's actual data. 

5. Click Finish to create the new forecast. 

CREATE A BUSINESS PLAN

With your existing historical QuickBooks data and answers to simple, step-by-step questions, easily create a new business plan. A balance sheet, profit and loss statement, and statement of cash flows will automatically be projected for the future. Detailed instructions and sample text are also provided so you can be done in a fraction of the time. Once you build the plan, you can print it or, if you prefer, export it to MS Word.

To Create a Business Plan:

1. From the Company menu, choose Planning & Budgeting.

2. Click on Use Business Plan Tool.

3. Follow directions and answer questions in Business Planner Wizard.

TRACK SALES ORDERS AND BACK ORDERS

QuickBooks now has a sales order feature that lets you keep track of orders from customers. With this feature you can track what orders you need to fulfill without affecting accounts receivable. This feature is also a great way to track back orders when your customer orders something you do not currently have in stock.

Tracking Back Orders 
If you create an invoice and QuickBooks indicates that you do not have enough of an item to sell, you can create a sales order rather than an invoice. Then use the sales order to create a partial invoice for those items you have on hand. The sales order, with the amount not on hand, will remain open. When you receive the items, you can create a final invoice from the sales order. 

Likewise, when taking orders you can initially create a sales order and, if not all items are found in stock, you can create a partial invoice and use the sales order to track the remaining items.

Note: In QuickBooks Basic and Pro, you can work with existing sales orders but cannot create new ones. 

TRACK INVENTORY ASSEMBLIES

In QuickBooks you can track both individual inventory items (components, raw materials) and assemblies (combined inventory items, finished goods or products) that you sell.

· easily define assemblies you want to track

· assign a unique sales price to any assembly

· set alerts to remind you to build new assemblies

QuickBooks Premier products let you track the building and sale of finished goods using assembly items. When you define assembly items, you tell QuickBooks how many of each inventory item is needed to create the finished product.

Inventory assembly items allow you to create an item that contains assembled material units (finished goods) you buy or produce, track as inventory, and resell. You can keep track of how many items remain in stock after a sale, how many items you have on order, your cost of goods sold, and the value of your inventory. Note that inventory assembly items in QuickBooks are appropriate for indicating “light” assembled items on sales forms and in reports. QuickBooks does not track inventory throughout a manufacturing process.

You must have a QuickBooks Premier Edition product to create and build inventory

assembly items. Afterwards, you can use any version of QuickBooks to view, sell, and

report on existing assembly items.

Deciding Whether to Use Group Items or Create Inventory Assemblies

Both group items and inventory assembly items record a group of items as a single entry on purchase or sales forms in QuickBooks.

Using Group Items

Group items are useful for quickly entering a group of individual items that you've already set up as single items on your list and often sell together.

Group items let you track the items you sell in greater detail. For example, a construction firm that remodels houses could set up a group item that lists the significant components of a remodeling job: lumber, carpentry hours, markup, etc. Sales reports for the company would then show income broken down by each component instead of a single lump sum for all remodeling jobs.

If you need to track a lot of detail about your items but you also want to give your customers simple, uncluttered invoices, you can use group items to do both. You can set up a group item so that the printed version of an invoice reduces a group item to a single line item and one amount. Yet when you view the invoice on your screen, you see a separate line entry and amount for each item in the group.

Group items also give you a way to enter a great amount of line item detail quickly.

On a sales or purchase form, all you have to do is enter the name of the group item—

QuickBooks fills in all the details about the items in the group for you.

Using Inventory Assemblies

When you build an assembly, an assembled unit is automatically added to quantity on hand and its component parts (inventory items or other assembly items) are automatically deducted from quantity on hand. By using assembly items, you always know how many assembled and component items you actually have in stock.

You can specify a price for an assembly that's different than the sum of component items.

You can easily access the date items were assembled, quantity and cost of assembled items, and a detailed list of component items.

You can set a build point and QuickBooks will automatically remind you to build finished goods when stock is running low. At build time, QuickBooks will notify you if you don't have enough component items in stock to build the specified number of assembly items.

Note: The ability to create inventory assemblies is available only in QuickBooks Premier products. To proceed through this exercise, you must be using QuickBooks Premier.

Creating Inventory Assembly Items

Creating assembly items in QuickBooks is a two-part process: first you define an assembly item, and then you build the assembly. Assembly item units are not added to inventory and assembly components (inventory parts or other assemblies) are not deducted from inventory until you build the assembly.

Inventory assembly items can include inventory part and other assembly items only. If you want to include a different type of item (a service item to charge for labor, for example), then you must include the assembly item and service item in a group item.

All items included in an inventory assembly item must be defined in the Item list. You can define them before you create the inventory assembly item, or as you create the assembly item. Note, however, that you cannot edit the items included in the assembly item once it’s been used in transactions, or saved with a quantity on hand.

To create an inventory assembly item:

1. From the Lists menu, choose Item List.

2. Click the Item menu button and select New.

   QuickBooks displays the New Item window.

3. In the Type field, select Inventory Assembly.

4. In the Item Name/Number field, type the name of the item.

5. In the Description field, type the description.


6. In the Sales Price field, type the sales price, and then press Tab twice.

QuickBooks allows you to set any price for assembled items; the price is independent of the sales price of the component items.

In this case, the assembly item uses the same sales tax code as the component parts, but you can use different sales tax codes for the assemblies, if necessary.

7. In the Income Account field, select from the drop-down list.

8. In the Components Needed section, click in the Item column.

9. In the Item drop-down list, select, and then press Tab.

10. In the Qty field, type the quantity, and then press Tab.

The New Item window should resemble the following graphic.
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Assembly definition details, such as the list and quantity of components, can be edited until the assembly is used in a transaction. After an assembly has been used in a transaction, you can't edit the assembly’s component list. However, you can still modify most other aspects of an assembly definition.

Because you cannot change components in an assembly, if a part changes, for example, you’ll have to create a whole new assembly.

17. Type in the Build Point field.

18. Leave the On Hand and Total Value fields blank.

19. Click OK.

After you create inventory assembly items in the New Item window, you must build them using QuickBooks Premier Editions or QuickBooks Enterprise Solutions before component items are removed from inventory and assembly items are added to inventory.

Note: You can't delete assembly items from inventory after they have been built, so think carefully about which assemblies you truly need before defining and building them in QuickBooks.

1. From the Vendors menu, choose Inventory Activities, then Build Assemblies. 

2. From the Assembly Item drop-down list, choose the assembly item that you want to build. Information about this assembly appears at the top of in the Build Assemblies window. In addition, the Quantity on Hand and Quantity Needed for each component in the assembly appears in the Components Needed table.


Tip: If you want to create a new inventory assembly right now, choose Add New and define the assembly. When you save the assembly, you return to the Build Assemblies window.

3. Enter a value in the Quantity to Build field indicating how many assemblies you want to build at this time. You can build partial assemblies by entering fractional values (for example 1.5) in the Quantity to Build field.
What's the maximum number you can build from the quantity on hand?
4. (Optional) Change the build date.
Important: Changing the build date can cause this build to become pending if the quantity of components in inventory on the date you specify is less than the amount required to build this number of assembly units.
What's important about pending builds?
5. (Optional) Change the build reference number.

6. (Optional) Enter a memo describing this build.

7. Click Build & Close or Build & New to build this assembly or click Clear. Clear all fields in the Build Assemblies window.

Building Finished Goods

Once you’ve defined assembly items that define the pieces you build, you are ready to enter the builds into QuickBooks.

To build an inventory assembly:

1. From the Vendors menu, choose Inventory Activities, and then choose Build Assemblies from the submenu.

QuickBooks displays the Build Assemblies window.

2. In the Assembly Item field, select from the drop-down list.

The Build Assemblies window should resemble the following graphic.
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3. Type In the Quantity to Build field.

If you choose to build an assembly and do not have enough components in inventory to build the number of assemblies you have specified, you can postpone the build by marking it pending. If you don’t mark the build as pending, you have to reduce the number of assemblies or you won’t be able to save the build.

4. Click Build & Close.

Understanding the Effect of Builds on Inventory

When you build an assembly item, QuickBooks decrements the appropriate number of individual inventory items from inventory and increments the number of inventory assembly items. It takes the inventory asset value of the component items and transfers the value to the assembly item. The parts and the values are combined into the quantity and value of the assembly item.

Managing Pending Builds

A pending build is an inventory assembly build transaction that could not be finalized because there were not enough component parts in inventory to build the specified number of assemblies at build time. When a build is pending, “Pending” appears in the Build Assemblies window to remind you that these assemblies haven't been built. If you modify or delete a previous build transaction, or change inventory quantities or the dates of purchase orders, invoices, or sales receipts, assembly builds that were finalized could change to pending. Finalized builds change to pending when the quantity of at least one component drops below the quantity needed to build the specified number of assemblies on the build transaction date. You can use the pending builds report to see a list of all builds that are currently pending.

In addition, you can choose to manually mark a build as pending even if you currently have enough components in stock to build the specified quantity. This allows you to set up build information but postpone building the assembly until later.

Disassembling Inventory Assemblies

There are several ways to disassemble inventory assemblies and return component items to inventory. You can do any of the following:

· Use the Adjust Quantity/Value on Hand window to adjust the quantity on hand for each assembly component and the assembly item.

· Reduce quantity to build in the Build Assemblies window and then click Build & Close. The quantity of assembly units in inventory are decreased and the quantity of component inventory parts are increased accordingly.

· Delete a build transaction completely. The quantity of assembly units in inventory are decreased and the quantity of component inventory parts are increased accordingly, but this method completely removes the build transaction from QuickBooks and should not be used if you want to maintain a record of the transaction.

Selling Finished Goods

When assembly items appear on any form (for example a sales receipt or in a report), their component items are hidden. Only the assembly name, description, and price appear.

If you attempt to sell more assembly units than you have available in inventory,

QuickBooks warns you that quantities are insufficient to fulfill the order. If you decide to go ahead with this transaction, the quantity on hand for the specified assembly changes to a negative value. You can set a build point in the Build Assemblies window to remind you when assembly stock is getting low and you need to build more units. If you turn on reminders, a list of assemblies that need to be built appear in the Reminders window.

QUICKBOOKS PREMIER: CONTRACTOR EDITION

FIVE NEW JOB COST REPORTS
Premier: Contractor Edition includes 5 new reports designed specifically for contractors to help you see where you're making money and where you're not. The reports are already designed for you-no setup or customization needed. Just enter your bills as you normally do, assigning a job to each expense. Premier: Contractor Edition does the rest, showing you exactly where your money is going on each job. Reports include:
	· Job Costs Detail - Instantly see where every dollar went on every job so you can bid more accurately, focus on profitable jobs, and avoid the money-losers. You can instantly drill down to see the "why" behind any expense, so you can learn from mistakes and work more efficiently.

	· Job Costs by Vendor - Summarize billings from all of your materials suppliers and subcontractors. See if you're relying too heavily on any one vendor.

	· Expenses Not Assigned to Jobs - No more unbilled job expenses! Before you invoice a customer, run this report to instantly see every expense you've incurred that hasn't been assigned to a job. You can easily drill down from this report and find the detail you need to assign the right costs to the right jobs.

	· Unpaid Bills by Job and Unpaid Job Bills by Vendor - show you exactly where you stand on each job.



TRACK AND PRINT CHANGE ORDERS ON ESTIMATES
Make a change to any estimate, and Premier: Contractor Edition asks if you want to track the edits as a change order. Click "Yes" and QuickBooks adds a change order memo to the estimate, detailing each change, its cost, and it's impact on the total cost of the job. If you like, you can add a signature line and a text box for terms and conditions, and submit the printed form to your client for approval. No surprises, misunderstandings or billing disputes. QuickBooks tracks the changes through the entire billing process, so nothing falls through the cracks.

NINE NEW CONTRACTOR-SPECIFIC REPORTS
Premier: Contractor Edition comes with 9 new fully customizable reports designed by contractors for contractors. They'll give you instant insight into your job costs and profitability. Reports include: 

	· Job Status

	· Time by Name with Billable Status

	· Certified Payroll – Box 1 Employee Information

	· Time by Name and Job with Billable Status

	· Time by Name and Item with Billable Status

	· Open Purchase Orders by Vendor

	· Open Purchase Orders by Vendor Detail

	· Vendor Account Information

	· Customer Account Information


CONTRACTOR MENU AND NAVIGATOR
The customized Contractor Navigator gives you a desktop "picture" of your daily workflow, with one-click access to all the functions you use most. And you'll find all the same features in a new Contractor Menu you can pull down from anywhere in QuickBooks. Just click Estimates & Change Orders icon in the Navigator to create estimates and change orders. Click the Invoice icon to create invoices. Click other icons to record received payments, create Purchase Orders, enter bills, pay bills, track time, pay employees or pay liabilities. You get step-by-step guidance for each function. In addition, you get one-click desktop access to your memorized contractor reports and to contractor-specific Help. 
QUICKBOOKS PREMIER: ACCOUNTANT EDITION

MULTIPLE JOURNAL ENTRY VIEW
Now you can view multiple journal entries while you edit them... all in a single window. The new Journal Entry window offers a split-screen view. Choose a 30-, 60-, 90-day or 1-year date range for viewing in one screen. Select any entry, and it appears in the other screen for editing. You'll save time and mouse clicks.

CONDENSED REPORTS
Now you can see just the information you use. Eight new accountant-specific QuickBooks reports automatically condense transaction details (payroll, liabilities, invoices, etc.) into one-line summaries. You'll work faster and get the information you need. New condensed reports include:

	· General Ledger

	· Transaction Detail by Account

	· Balance Sheet Detail

	· Profit & Loss Detail

	· Income Tax Detail

	· Audit Trail

	· Transaction Journal

	· Journal Report


CUSTOMIZED REPORTS FOR ACCOUNTANTS
Save time with reports specifically designed to present information the way you need to see it. An Income Tax Preparation Report gives you the figures you need to prepare your clients' tax return. And six detail reports now always display debit and credit columns instead of just the amount column:

	· General Ledger

	· Trial Balance

	· Balance Sheet Detail

	· P&L Detail

	· Transaction Detail by Account

	· Transaction Journal


MORE ROBUST INTEGRATION WITH PROSERIES® TAX SOFTWARE
Streamline tax preparation by seamlessly flowing information back and forth between QuickBooks and ProSeries Tax Software (sold separately). QuickBooks automatically assigns tax line items to the relevant ending balances from Income & Expense accounts, and now from Balance Sheet accounts. You can flow the data automatically to the appropriate places in the ProSeries return without leaving QuickBooks. Or, create a new return and flow the information from QuickBooks without leaving the ProSeries application. Make further changes to QuickBooks files; ProSeries alerts you and offers to flow the changes into the return. You'll save hours of entering the same information in two applications, and your clients are assured of accurate returns.

QUICKBOOKS ENTERPRISE SOLUTIONS 2.0

UP TO 10 USERS CAN WORK SIMULTANEOUSLY
You can add up to ten employees on networked computers can edit the same company file at the same time.

RECEIVE 10 SOFTWARE LICENSES 
You receive 10 software licenses of QuickBooks Enterprise Solutions with your purchase. That means you can install it on 10 different computers for simultaneous access by departments throughout your organization.

ADD TWICE AS MANY CUSTOMERS, PRODUCTS, AND VENDORS
You can add a total of up to 29,000 names such as customers, vendors, and employees, and a total of 29,000 inventory, non-inventory, and service items to the same company file.

TRACK MORE INFORMATION WITH THE QUICKBOOKS EMPLOYEE ORGANIZER
The QuickBooks Employee Organizer, already included with your Enterprise Solutions Software, puts employee information, compliance guidance, and critical reports right at your fingertips. The Employee Organizer gives you:

	· 
	Centralized Employee Information – including personal data, employment information, emergency contacts, current and historical compensation and payroll information.

	· 
	Compliance Guidance – for critical processes including recruitment, hiring, compensation, benefits, employee relations, and employment termination.

	· 
	Management Reports – that give you a clear view of employee-related information.

	· 
	Employment Forms, Letters and Templates – including selected state and federal government forms, templates for letters and other documents, employee management forms, tips on interviewing and evaluation reviews, and more.


COMBINE REPORTS FROM MULTIPLE COMPANY FILES IN ONE STEP
You can automatically combine financial reports from multiple company files to get a complete picture of your business. No cutting and pasting, no manual calculating, no errors. It's ideal for companies with multiple locations or those who use separate files to track each project. Just choose one of four reports: Balance Sheet, Profit and Loss, Cash Flow or Trial Balance report. Customize the parameters for that report. Then select the data files to draw from. QuickBooks creates a Microsoft Excel® spreadsheet for the report that includes a column for each data file, and a column that totals all data files.

QUICKBOOKS ONLINE EDITION

QuickBooks Online Edition organizes your business financial information all in one place, so you feel more in control. The accounting tasks you do now-pay bills, invoice customers, track expenses, print reports-are faster and easier so you spend more time building your business, and less time on bookkeeping and paperwork. Plus, customizable reports help you gain greater insight into your business. There's no software to install or upgrade; all you need is an Internet connection. Your financial data is stored on firewall-protected servers and backed up daily.

ACCESS YOUR BUSINESS FINANCES ANYTIME, ANYWHERE

With QuickBooks Online Edition, you can access your books anytime, from anywhere. You can access your books from home, when traveling, or at a customer's office. Just log onto the Internet using a high-speed connection. 

SECURITY

Password-protected Access 
QuickBooks Online Edition offers access only to registered users who have specified a user name and a password. As an added check in the event of a forgotten password, we also ask registrants to specify a security question and answer. 

Data Security During Transmission 
QuickBooks Online Edition requires the use of encrypted transmissions using industry-standard Secure Socket Layer (SSL) technology. SSL helps ensure that your information is protected during transmission over the Internet. This is the same technology used by banks and online trading companies when transmitting data over the Internet. 

You Control Who Accesses Your Data 
You have control over who accesses your QuickBooks Online Edition data and what they can see and do. Once you set up a company in the Online Edition, only the people whom you explicitly invite can access your data. QuickBooks Online Edition offers multiple permission levels that let you limit the access privileges of each individual user.

PAYROLL INTEGRATION WITH PAYCYCLE

PayCycle integrates data with your QuickBooks Online Edition account. With PayCycle, now you can manage your payroll, and automatically export your data to your Online Edition account.

PayCycle is a web-based payroll solution that shares data with your QuickBooks Online Edition company.

· Simplify payroll, paying taxes and filing forms

· Easy to get started and use

· Helps you never miss a tax deadline or pay a penalty

· Automatically updates payroll data in your Online Edition company

· Access from home, the office or while traveling

· Payroll experts available by phone or email

Fast and Easy Pay Days

· Enter your hours

· PayCycle calculates your paychecks including all withholdings and deductions

· PayCycle creates paystubs you can print and hand your employees

· Offer your employees direct deposit or, print paychecks from PayCycle, QuickBooks Online Edition or hand write them yourself.

· Summary or detailed reports at your fingertips

Worry-Free Tax Payments and Filings

· Email reminders tell you when tax payments and forms are due

· Pay your Federal taxes electronically with a click of a button

· PayCycle fills out your 941's for you so all you do is print, sign and put them in the mail

· W2's are filed electronically, you print them to hand to your employees, at no extra cost

Anytime, anywhere access with your Internet connection

· Manage your payroll from your home office or while traveling

· Give access to your off-site accountant

· Easily email reports

How PayCycle and QuickBooks Online Edition work together 
After you print paychecks and stubs, simply click 'Export to QuickBooks Online.' Your QuickBooks Online Edition reports and check register will be updated automatically.

QUICKBOOKS POINT OF SALE

RING UP SALES
Now you can ring up cash, check and credit card transactions using your computer and keyboard. Like a cash register, your computer opens the cash drawer with each sale and prints a receipt.

STORE SALES INFORMATION
QuickBooks Point of Sale captures and stores information from each sale as it is completed, so you can easily track inventory, look at customer purchase information or quickly run up-to-the-minute sales reports without leaving your register.

AUTOMATIC INVENTORY ADJUSTMENT
Inventory totals automatically adjust as you sell or purchase items, so you always know what inventory you have on hand without conducting a manual count.

SORT INVENTORY
Sort inventory items by department, item number or other description, so you can quickly locate an item, check if it is in stock or look up the price.

INVENTORY CHARTS
Easy-to-understand inventory charts allow you to look up similar versions of a single inventory item, so that you can see what you have on hand. For example, you can easily see how many t-shirts you have on hand in each color and size.

TRACK CUSTOMER INFORMATION
QuickBooks Point of Sale lets you record the details of each purchase, including customer name, address, phone number, items purchased and purchase date. You can view a customer's purchase history at any time with one easy click.

CUSTOMIZE PRICE LEVELS
It's easy to assign different price levels for employees, sales promotions, friends and family or another group you choose. During the Setup Interview, you can create your price levels and assign discounts. Then, you can assign those price levels to your customers or to an item while you are ringing up a sale.

PROCESS CREDIT CARD SALES
Avoid costly mistakes caused when entering credit card transactions in both your cash register and your credit card terminal. Now you can process all major credit cards with QuickBooks POS Merchant Service, powered by Wells Fargo Merchant Services.

RUN REAL-TIME REPORTS
Instantly get the information you need from customizable reports. QuickBooks Point of Sale includes sales, inventory and customer reports.

· Best and worst seller report - Find out which items have been selling and which have not.

· Daily summary reports - Summarize daily point of sale activities, such as total sales, returns and taxes to help reconcile your cash drawer.

· Inventory reports - Analyze what has sold and what has been received. Also, view your stock, both on-hand and on-order, at any given time.

· Sales history reports - Generate sales reports summarized by department, vendor or employee.

· Customer promotion lists - Create and sort customer lists by name or ZIP code to promote special events or offers to specific customers.

· Order tracking reports - Track purchase orders by order date, ship date or vendor.

· Track Employee Transactions - You can easily track sales transactions by employee – even when you're not in the store. Simply set the security option that requires employees to log in to ring up sales. That way you can easily generate a sales transaction report by employee in QuickBooks Point of Sale.

SET SECURITY OPTIONS
You control who accesses your information in QuickBooks Point of Sale and what they're allowed to see. You can set individual permissions to limit who can view certain reports, change prices, process returns or complete other key tasks.

NETWORK UP TO 5 REGISTERS IN A SINGLE LOCATION
You can network up to 5 computers – including your back-office computer – at one location using QuickBooks Point of Sale. To do so, just buy the number of copies of QuickBooks Point of Sale software you need. Each QuickBooks Point of Sale software disk can only be installed on one computer. 
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