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1 INTRODUCTION

1.1 ABouTt THISs MANUAL

This manual is designed to be an introduction to using QuickBooks Pro for farm & ranch accounting.
It is written to provide you with basic information that you need to know to get started with
bookkeeping in QuickBooks, using a step-by-step approach. Because farm & ranch accounting is
slightly different than accounting for other small businesses, this manual contains examples and
suggestions of how to handle certain types of transactions.

The manual is written with the assumption that you have QuickBooks Pro installed and are able to
start the program. If you need help with installation and starting the program, look at one of the
many good general QuickBooks manuals available.

Throughout this manual, a reference to QuickBooks is actually a reference to QuickBooks Desktop
Pro. The 2017 version was used in preparing this manual so the manual text and any included
screenshots are from that version. But, don’t worry if you don’t have this version. For most
everything contained in this manual, the same information applies to any desktop version of
QuickBooks from the last 4-5 years.

Although there may be some crossover, proceed with caution if using any version of QuickBooks
Online. Most of the same tools and features are available in the Online version but the user
interface is dramatically different. In addition, the cost of using Online is higher than Desktop. A
one-time purchase of Desktop will work for 4-5 years while using QuickBooks Online requires a
monthly or annual subscription.

A warning: QuickBooks is not for everyone. You should be:
* Confident in your ability to use a computer
*  Willing to commit time to bookkeeping
* Detail oriented

1.2 ABoUT QuUIcKkBOOKS

WHY QuickBooks DESKTopr PRoO?

QuickBooks is a powerful and flexible double-entry accounting program that is marketed towards
small businesses. In all honesty, it is probably not the best software on the market but it is the
most widely used. In fact, QuickBooks dominates the small business accounting market.

Some of the advantages of using QuickBooks:

* Itisflexible, allowing you to accomplish nearly everything you want to
* Once you have passed the learning curve, it is relatively easy to use
* Your accountant/tax preparer probably already knows and uses QuickBooks
* The Desktop version can be purchased for about $200
* Unless you want to upgrade every year, a version should be adequate for 3-5 years
* Keyboard shortcuts are available for nearly every task
* QuickBooks does a great job of:
* Tracking invoices and accounts receivable
* Tracking bills and accounts payable
* Calculating non-farm cost of goods sold (COGS)
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» Payroll - If you pay annually (=$300)
* Tracking inventory

Some of the disadvantages of using QuickBooks:

There is a learning curve

QuickBooks is not designed for farm accounting

* It uses the average cost method rather than the First-In, First-Out (FIFO) method to
calculate COGS. FIFO is more commonly used in a farming operation with resale
livestock. Several methods can be used to force the FIFO method to be used

* It does not handle both quantity and weight

If you only use QuickBooks as a check register where you record income and expense after-

the-fact and don’t use features like invoices, billing, class tracking, or inventory, QuickBooks

is much more than you need and is relatively expensive

The built-in flexibility of QuickBooks can lead to unintended consequences if you are not

careful about what you do

Intuit (the maker of QuickBooks) has difficulty listening to their customers. They tend to

decide what customers want and force them to change/update rather than listen to their

customers.

QuickBooks CANNOT create a market value balance sheet!! Attempting to force it to do so

can have potentially serious tax consequences!

THE HOME SCREEN

The QuickBooks Home screen is a roadmap for nearly all activities. It is important to follow the
flow chart on the Home page as much as possible. Skipping steps can have unintended tax
consequences or could cause problems with accounts payable (A/P) or accounts receivable (A/R).
To get to the Home screen, select Company>Home Page.

My Farm Name - QuickBooks Pro 2017 (va A - 0O x
= File Edit View Lists Favorites Company C Vendgrs Employ Banking Reports Window Help @ - & x
Home Page IS
VENDORS MPAN
B & ® o &
Purchase Receive Enter Bills QuickBooks Chart of Imventory
Orders Inventary Against Financing Accounts Activities
Inventory - E
® % o
tems & Order
Enter Bills Pay Bills Sendces Checks
CUSTOMERS .
U Calendar
== Create Sales
Accept Receipts AN
Credit Cards
- [l
B &2 &
M Run Favorite Reports Create Receive Record Reconcile
Invoices Payments Deposits
B Open Windows . P
|
= & B 4
Statement Statements Refunds . .
i A Write Chack
Charges i) Checks Register
w@§ Tum on Payroll EMPLOYEES -
@ Accept Credit Cards & F
rint
Tum On Checks
@ Order Checks & Supplies Payroll -
@ See Financing Options
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THE CHART OF ACCOUNTS

The chart of accounts is the foundation of any accounting system and is especially important in
QuickBooks. It is a list of asset, liability, and equity accounts (and their balances) as well as a list of
income and expense accounts.

To open the chart of accounts, click on the Chart of Accounts icon on the Home screen or use the
CTRL+A shortcut key.

If you download a backup KFMA company file or import the KFMA chart of accounts, the basic
structure of your chart of accounts is already set. You will need to add bank accounts (checking,
savings, CDs) and liability accounts (credit cards, operating, equipment, breeding livestock, or real
estate loans).

The KFMA chart of accounts contains nearly every potential income or expense account a farm
might need. However many of these income or expense accounts are inactive by default. Some
may be inactive because they are not needed by an “average” farm. Accounts like milk sales,
feeder pig sales, or breeding ewe purchases are not used frequently, so they are inactive.

Other accounts are inactive because they add a layer of detail that may not be needed for someone
who is new to computer bookkeeping. For example, the KFMA chart of accounts includes an
expense account for Repairs, Tools, and Supplies. This expense account also includes sub-accounts
for Crop Machinery Repairs, Livestock Machinery Repairs, and Repairs on Permanent
Improvements. For most, the Repairs, Tools, and Supplies account is adequate. Start with less
detail, then if you desire more detail in the future, you can make sub-accounts active.

You can see a list of all income and expense accounts on page 92.

To display inactive accounts, check the box in front of Include Inactive at the bottom of the chart of
accounts window. You should now have a new column on the left side of the account list. An Xin
the column indicates the account is marked as inactive. Click in that column to toggle the X on and
off.

ITEMS

Iltems are used to detail purchase orders, sales receipts, or invoices and link the detail to inventory,
income, and expense accounts.

SERVICE ITEMS
As the name implies, service items are used to detail invoices or sales receipts with services
performed. A service item is linked to only one account, usually an income account. Examples of
service items would include custom planting, chemical application, or hauling grain for someone
else.

INVENTORY ITEMS
If you couldn’t guess from the name, an inventory item is used to track inventory, usually a good
that is purchased to resell. QuickBooks links an inventory item to an asset or inventory account, an
income account, and a cost of goods sold (COGS) account.

When goods are purchased, the asset or inventory account is used to “hold” the cost of the asset
because the cost cannot be deducted as an expense until the good is sold. When the good is sold,
two things happen at the same time. First, the sale is recorded in the income account. Second, the
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cost of the good is transferred from the asset or inventory account to the COGS account where it is
deducted as an expense.

Because QuickBooks uses the average cost method to calculate COGS and farmers typically use the
first-in-first-out method, we have to manually move cost from an asset or inventory account to the
COGS account or we have to manually adjust the resale cost that QuickBooks calculates.

Along with items purchased for resale, inventory items can be used to track inventory of raised
grain and market livestock.

NON-INVENTORY PART
A non-inventory part is typically used from something that is purchased and passed on to a
customer and is usually linked to an expense account. For our purposes, non-inventory part items
are the same as a service item. A non-inventory part usually links an item to an expense account.

CLASSES

Classes allow you to categorize or classify income and expenses to an enterprise or to a cost center.
Using classes gives you an added layer of categorization, independent of the income or expense
account. As an example, with classes you are able to allocate seed expense to either corn or
soybeans or a repair bill to a particular piece of equipment.

Using classes is optional and is only needed if you are interested in more information that you can
get from the your tax return.

CUSTOMERS

Customers are those individuals or companies that buy your products.
VENDORS

Vendors are those individuals or companies that sell you goods or services.
KEYBOARD SHORTCUTS

Some people find that the mouse gets in the way of getting work done. If you started using
computers with DOS (or maybe earlier), you may feel this way. Thankfully, Intuit has built in a
multitude of keyboard shortcuts into QuickBooks. Below are a few shortcuts although many more
are available.

Alt+PgUp/PgDn Cycle through open windows

Esc Close active window

Ctrl + Del Delete the selected line in a trasaction
Ctrl + Ins Insert a blank detail line in a trasaction
Ctrl+ N Create a new transaction or list item
Ctrl+ D Delete the current transaction or list item
Ctrl+E Edit an item in an item list or in a register
Ctrl + W Write Checks

Ctrl+ Q Quick Report

Ctrl+) Customer Center

Ctrl+ A Chart of Accounts

Ctrl +1 Create Invoices

Ctrl +R Use Register

Ctrl+F Find
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+
Alt + A

Alt +S

Alt +N

Alt +P

Tab

Shift + Tab

Up arrow (1)
Down arrow ()
Page Up

Page Down

Increase a number in a form, such as a check number or invoice number
Decrease a number in a form, such as a check number or invoice number
Save transaction

Save transaction & open a new transaction

Go to next transaction

Go to the previous transaction

Go to the next field

Go to the prior field

Go to the previous line in a form

Go to the next line in a form

Move to the previous page in a form area or report

Move to the next page in a form area or report
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2 WORKING WITH COMPANY FILES

2.1 ABoUuT COMPANY FILES

A company file is where your company records are stored within QuickBooks. Each company file
can contain multiple bank accounts, asset accounts, or loan accounts so you do not need a
separate company file for each bank account. It is not a problem to track a business checking
account as well as a personal checking account in the same QuickBooks company file, assuming
that you operate as a sole proprietor.

You should NOT track a bank account for an entity (such as a corporation or partnership) in the
same company file that you use to track your personal bank accounts. A general rule of thumb is
that you will need one company file for each tax return filed (1040, 1065, 1120S, 1120, or 1041).

2.2 RESTORE A BAckup COMPANY FILE

1. Inthe No Company Open window, click Open or restore an existing company or select File>Open
or Restore Company.

No Company Open

Select a company that you've previously opened and click Open

Edit List

| k| L
Create a Open or restore an Open a
new company existing company sample file
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Select Restore a backup copy and click Next.

Open or Restore Company

What type of file do you want to open or restore?

) Open a company file
+Open a regular company file (.qbw)

@ Restore a backup copy

+Restore a backup file (.qbb)
+* Restore files from an online backup

) Restore a portable file
+ Re-create a company file that was stored as a portable file (.qbm)

Back m Finish Help Cancel

Select Local backup and click Next.

Open or Restore Company

Is the backup copy stored locally or online?

Ba
network drive.

) Online backup
Backup copy is stored online.

=l

Back m Finish Help Cancel
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4. Navigate to the backup file, select it and click Open.

Open Backup Copy

Lookin: | [Jg. Downloads - @@ e @
(= Name - Date modified Type Size
L (] soleprop.gbb 9/22/2016 3:40 PM  QuickBooks Com... 7,888 KB

Recent Places

Libraries

A
Computer

@ File name: | soleprop.qbb -

Network
Files of type: | QBW Backup (".QBB) %

5. Click Next.

Open or Restore Company

Where do you want to restore the file?

In the next window, you will choose the location where you want to restore the file. As the
file restores, itis converted to a company file with the extension .qbw.

Important: If you don't want to overwrite your existing company file, rename the file in the
next window. For example, you may wantto add a date or version number such as
mycompanyname-Jan2-2007.qbw or mycompanyname-v2.qbw.

Back m Einish Help Cancel
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6. Navigate to a location to save the company file. Make sure to personalize the name of the
QBW file. The location that QuickBooks defaults to is difficult to find later if you need to. The
default is C:\users\public\public documents\intuit\quickbooks\company files\

Save Company File as

Savein: | |, Company Files v @ F e @
= Name -~ Date modified Type Size Alt

= Mo items match your search.
Recent Places

Desktop

o=l
Libraries

Computer

4

@ —

File : F; b
v b= o ey
Save as type: QuickBooks Fies (" QBW) - Cancel

7. Depending on your version of QuickBooks, you may be asked to update the company file. Click
Update Now.

Update Your QuickBooks Company File

@ QuickBooks

Let's update your company file to the newest version
of QuickBooks.

Just to be safe, we'll make a backup copy of your company file before we get started.
Your backup copy will be saved here:

C:\Company Files\QB2014BackupFiles\

Change this default location

n Important: Once you update, you won't be able to open your company file in an older version.

Cancel Update Update Now
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8. Once the update is finished click Done.

Update Your QuickBe

Company File

@ QuickBooks

You're all set!

You successfully updated your company file to
QuickBooks 2017.

2.3 CLOSE A COMPANY FILE

Whenever possible, close the company file before you exit QuickBooks.

1. Open the File menu and select Close Company.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Home ]

(Sl Edit View Lists Fawvorites Company Customers Vendgrs Employees Banking Reporls Window Help Special Offers

2 X

cda | -

Hew Company..

M Insights

Open or Restore Company.
Open Previous Company ¥ VENDORS
Open Secong Company @ 9 X E q
Back Up Company 4 Purchase Recaive Enter Bills See Financing
Create Copy.. Orders Inventory Against Options
Close Company Inventory
Switch to Multi-user Mode @ %
Utilities » Enter Bills Pay Bills
Send Company File » e
E Create Sales

Print Form ¢ Cla?:é':rds i
Printer Setup.
Send Forms. %
Shipping » Create Receive

Invoices Payments

Update Web Senices

Toggle to Another Edition... E @

Exit Statement Statements Refunds
Charges & Credits
G§ Tum on Payroll EMPLOYEES
& Accept Credit Cards &
Tum On
& Order Ch Tax Forms Payrall

%) See Financing Options

Chart of
Accounts

tems &
Sendces

Record
Deposits

C

Write
Checks

1)

Print
Checks

COMPANY
Inventory
Activities

=

Order Checks &
Tax Forms

Calendar

BANKING

&

Reconcile

Check
Register
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2. Occasionally, when closing, QuickBooks will ask if you want to save a backup. Click Yes to save a
backup. See Backup a Company File on page 13.

S =

O@ |- & x

COMPANY
iy Intuit highly recommends backing up your data to avoid any accidental data loss Chart of Inventory
Orders 3 3
Would you like to back up now? Accounts Activities
=

o Mems &  Order Checks &
Senices Tax Forms

CUSTOMERS =
[5] Calendar
E Create Sales
Accept Receipls BANKING
Credit Cards
Create Receive Record Reconcile
Invoices Payments Deposits
&= &8 =
Statement Statements Refunds ;
Write Check
Charges & Credits checks Registet
EMPLOYEES m
B Accept Credit Cards & Print
Tum On Checks
@8 Order Checks & Tax Forms Payroll

) See Financing Options

2.4 OPEN A COMPANY FILE

1. If the company file you want to open is in the previously opened list, select that file and click
Open.

No Company Open

Select a company that you've previously opened and click Open

NY NAME AST MODIFIED

wremne | e | Y

EditList

OCATION: C:

G | &

Creale a Open or restore an
new company existing company
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2. If the company file is not in the previously opened list, click Open or restore an existing
company.

No Company Open

Select a company that you've previously opened and click Open

COMPANY NAME i LAST MODIFIED

Edit List

LOCATION:

@@ ;J:-ih

Create a Open or restore an
new company existing company

3. Select Open a company file and click Next.

‘What type of file do you want to open or restore?

" +Open a reguiar company file (.qbw)

) Restore a backup copy

+ Restore a backup file (.qbb)
» Restore files from an online backup

) Restore a portabie file

* Re-creale a company file that was slored as a portable file (.gbm)

Einish
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4. Browse to the company file. Select it and click Open. Company files have a file extension of
QBW. Backup company files have a file extension of QBB.

Look in: | | Compary Fies - @& E M-

(= MName = Date modified Type Size Alt
&5 lﬁ!ﬂ! Farm Name.qbw 11/11/2016 9:18 AM __ QuickBooks Com... 16,232 KB
Recent Places

[ ()
# i

Computer
- >
@ ... e E Go=a
Network h‘ T
Files of type: CuickBooks Fles (" GBW,"QBA) =
7] Open fle n muliuser mode =

2.5 BAckur A COMPANY FILE

Note: Two USB drives, rotated weekly, are an inexpensive way to always keep a recent backup
copy off-site.

1. When the Create Backup window opens, select Local backup and click the Options button.

cda | -

Vendgrs

Insights

COMPANY

Make a backup copy of everything you need to recreate your company file in case of e % g
accidental loss or damage to your data. Chart of Sty

Do you want to save your backup copy online or locally? Accounts Acthities
9 Onfine becp tems &  Order Checks &
Get automatic, online backup for your QuickBooks data and other important Bills Servces Tax Forms
documents using Intuit's online backup solution (fees may apply).
Try now of learn more =
Calendar

® Local backup
‘Save locally to a removable storage device (such as a CD or USE flash drive) BRGNS

or to a folder on your network.

Record Reconcile
Deposits
Ogtions Click Options to change your current backup seftings. é =
unds ;
Write Check
edits Checks Register

&§ Tum on Payroil
e I — — =

& Accept Credit Cards Print
':'“ UI'I' Checks
ayro

g Order Checks & Tax Forms

#®) See Financing Options

2. Here you can set Backup Options. Itis a good idea to check mark both “Add the date and
time....” and “Remind me to back up.....” Set reminder to less than 5 times. Navigate to your
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preferred backup location. Click OK to close Browse for Folder. Click OK to close the Backup
Options window.

: ] S =

@ My Farm Name - Q ntant) - [H

= File Edit View Lists Favorites Company Cuystomers Vendgrs Employees Banking Reports Window Help Special Offers

i

Use this window 1o set default options for your manual and automatic backups

Make a backup copy of &
accidental loss or damage] LOCAL BACKUP OHLY

hart of Inventory
Tell us where to save your backup copies (required| Fcounts Acthvities
Do you want to save you b P comss (reauirad) 3 "
[ =
8 Onfi Il ] owse.. |
Online backu.p : E _EE ems &  Crder Checks &
Get automatic, online bal 4 Add the date and time of the backup to the file name (recommended) ervices Tax Forms

documenis using Intuit's
# Limitthe number of backup copies in this folder to 3

Try now or learm more
Calendar

® Local backup ONLINE AND LOCAL BACKUP

Save locally to a removal ) "
orto afolder on yournety = Bemind me to back up when | close my company file every 4 | times

LT
Select an option to verify that your company data is OK (that is, not cormupted) when

B View Balances you save
— Reconcile
M Run Favorite 3 b
i Run Favorite @ Complete verification (rec jeposits
B Open Wind 8
pen Win @ Quickerverification |& @
Click ~
Options Mo verification Help me choose Nrite Check
hecks Register

g Tum on Payroil “ Cancel Help ﬁ

B Accept Credit Cards

— | Print
Tum on Checks

& Order Checks & Tax Forms Payroll

M) See Financing Options

3. Click Next.

Make a backup copy of everything you need to recreate your company file in case of

accidental loss or damage to your data. Chart of Inventory
T Accounts Activities

Do you want to save your backup copy online or locally?

oo o -
Online backup fems &  Order Checks &
Get automatic, online backup for your QuickBooks data and other important Bills Senvices Tax Forms
documenis using Intuit's online backup solution (fees may apply)

Try now or lgam more
Calendar

@ Local backup

Save locally to a removable storage device (such as a CD or USB flash drive) BAM
or to a folder on your network.

B My Shoricuts

]

B view Balances

M Run Favorite Reports Di:.;:l?s Reconcile
B Open Windows @
Options Ciick Options to change your current backup settings. é @
unds Wi
7 Write Check
osiais Checks Register
@§ Tumn on Payroll
Einish Help Cancel B
& Accept Credit Cards _ Print
Tum Un Checks

&5 Order Checks & Tax Forms Payroll

‘g See Financing Options
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4. Click Next.

‘ [ |
= File Edit View Lists Favorites Company Cuy Vendgrs Banking Reports Window Help Special Offers

When do you want to save your backup copy?
Chart of Inventory
@® Save ftnow Accounts Adiivities
- =
@ Save itnow and schedule future backups
B Mems &  Order Checks &
il
 Only schedule future backups SEAce Tax;ms
Calendar

Note: If you are saving your backup copy to 3 removable storage device such as aCD
or USB flash drive, insert the CD or connect the device now.

[ My Shoricuts

BB View Balances

W Run Favorite Reports Record Reconcile
Deposits
B Openwi . 3
o ’"0‘9 Nrite Check
Do B Checks Register
&g Tum on Payroll
& Accept Credit Cards Print
TN Chacks

@8 Order Checks & Tax Forms Payroll

@) See Financing Options

5. Edit the file name if desired and click Save.

7 (wa Accr ) -[Home | - N
= File Edit View Lists Favontes C Cy Vendgrs Banking Reports Window Help Special Offers

lome Page Insights

= Chart of Imventory
Savein: | |} QuickBooks Accounts Acthities
R= Name - Date modified Type Size Al =]
o Mo items match your search. ems &  Order Checks &

Recent Praces Sendces Tax Forms
Desktop Calendar
B
B My Shortcuts Libraries
B View Balar -{L
e Reconcile
R Run Favorite Reports Record
Sonmter Deposits

B Open Windows :
@ . , 4 &

Fis Fi 11201 E5 AM Nrite Check
Do More With QuickBooks name: My Farm Name (Backup Jul 11.2016 09 55 AM).GBB x Chaecks Register
Save as type QEW Backup ("QBE) b
&g Tum on Payroll @
& Accept Credit Cards — Print
NABTLENS Checks
&5 Order Checks & Tax Forms Payroll

@) See Financing Options
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6. Click OK.

Banking Reports Window Help Special Offers

g QuickBooks has saved a backup of the company file for My Farm Name to
E\QuickBooks\My Farm Name (Backup Jul 11,2016 09 55AM).QBB.

W Run Fa

B ope

@§ Tumn on Payroll

& Accept Credt Cards
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3 QUICKBOOKS SETUP

3.1 DownNLOAD AND MoODIFY A COMPANY FILE

If you are new to QuickBooks, use this section to get started. If you have been using QuickBooks,
skip to Update an Existing Company File on page 23.

Setting up a QuickBooks company file can be time consuming. To streamline the process, backups
of pre-configured company files are available to download at www.farmersguidetogb.com. You
should be able to download one of these files, personalize it and add financial information (bank
account, loan, and patronage balances) to begin working quickly. The company files contain the
KFMA chart of accounts and preferences are set for a typical farm or ranch. The files were created
with QuickBooks 2014 and can be restored to any version from 2014 to 2018.

Five files are available depending on how your farm business is structured. If you are unsure which
to select, check with your tax preparer.

1.

When you first open a fresh installation of QuickBooks, you may see a QuickBooks Desktop
Setup window. Close the window. We will use a different method to get started.

£ Quickiocks anktop Setup

Let's get your business set up quickly! @

Using one of the links below, download and save the appropriate QuickBooks backup file for
your farm.

www.farmersguidetogb.com/gbsetup/soleprop.qbb
www.farmersguidetogb.com/gbsetup/partnership.gbb
www.farmersguidetogb.com/gbsetup/llc.gbb
www.farmersguidetogb.com/gbsetup/scorp.qbb
www.farmersguidetogb.com/gbsetup/ccorp.gbb

Kansas Farm Management Association | QuickBooks Setup




FARMERS GUIDE TO QUICKBOOKS

3. Restore the backup file. See section 2.2 (Restore a Backup Company File) on page 6. When you
have finished restoring return here and continue with step 4.

4. If you see a Set Up an External Accountant User window, checkmark Don’t show this again and
click No.

Set Up an Extenal Accountant User

External Accountant is a special type of user. Learn More

If you log in as External Accountant, you can:

+ Separate the changes you make in the data file from the changes
your client makes

+ Use the Client Data Review tool more efficiently

+ Access all areas of QuickBooks except sensitive customer data

« Access Client Data Review tools in QuickBooks Pro and QuickBooks
Premier

Only Admin can create an External Accountant user, and only in a regular
company file {.qbw).

Do you wantto create a new user now?

Yes No

5. If you see a New Features window, close it

Feature Tour

Easily Schedule Reports

Save Time On Search Scheduled Report Center
. AL X . .
Easier Amount Search Financal reports tor Crawtish Company | ‘Weekdy, on Fridays 500 pm THS016 50000 pm Actve
Payroll summary reports fo James and..  Biweekly, on Fridays 4:00 pm Schedue is nxctve Actve
Find Customer/Vendor Faster Cash fow reperts Dasy, 21200 am : W13201620000am [ Actve

Journal entries loday 10 account Gepart . Monthly, on the 16 4,00 pm c BNA2016 40000 pm (¥ Actve
Report Filters Made Easy

Insight into Deleted Users

Quickly Select Filters

Keep Deposits in Order

Track Credit Card Status

Automatically email reports on a schedule that fits your business and quickly see their status in the Schedule Reports Center
See it in action: Go to Reports > Scheduled Reports > Scheduled Reports Center
Note: Scheduled reports is not available in multi-user or hosted modes

Learn more

0000
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You may see yellow new feature boxes, which are meant to be helpful hints to get you started
with QuickBooks. Click anywhere on the Home screen to dismiss the Welcome box.

Banking Reports Window Help

Welcome to QuickBooks 2017!

The yeliow boxes show you what's new as you work

3 (i t) - [Home ] -0 x
c Vendors Banking Reports Window Help U - & x
Insights
Want to get back to this later? Click
Help > New Features > New Feature Tour. COMPANY
Purchase Receive Enter Bills QuickBooks Chart of Inventory
Orders Inventory Against Financing Accounts Activities
Inventory
® >R e o=
s Items & Order
Enter Bills Pay Bills Senices Chacks
| cusTOMERS 7
Sl Calendar z
ﬁ Create Sales =z
| Accept Ricuipts Click here to bring the 2
W Credit Cards | yellow boxes back. §
B— > “a = E
Create Recsive Record Reconcile ]ﬂ
Invoices | Payments Deposits
@ & &z 4
Statement Statements Refunds
Write Check
Charges & Credits Checks  Register
EMPLOYEES @
i Print
Tum Cn Checks
Payrall
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8. Select the Company menu and click on My Company.

soleprop - Quic

Home Page
Company Snapshot
Calendar VENDORS

Documents v E q =

Lead Center e Enter Bills QuickBooks Chart of Inventory

Ty Against Financing Accounts Actrvities
T — B =
Advanced Send nistration &
o ftems & Order
et Up Users and Passwords »
getUp Pay Bills Senvices Checks

Customer Credit Card Protection
Set Closing Date

CUSTOMERS
Bulk Enter Business Details.. Calendar
Create Sales
View Conversation List Accept Receipts BANKING
Credit Cards

B My Shortcuts Planning & Budgeting »
I View Balances To Do List @ &

Reminders Receive Record Reconcile
W Run Favorite Reports Alerts Manager Paymants Deposits

B open Window:

o —— | & ) 4

Make General Joumal Enlries... Statements Refunds Write Check
YT Manage Currency » & Credits Checks Register

Enter Vehicle Mileage EMPLOYEES

Prapare Letiers with Envelopes » &’ ﬁ

Print
Export Company File to QuickBooks Online Tumn On e

&8 Order Checks & Supplies Payroll

g Tum on Payroll

B Accept Credit Cards

soleprop

COMPANY INFORMATION & >

Contact Name & Address soleprop Legal Name & Address soleprop
us us
Main Phone EIN
Fax SSN
Email Income Tax Form Form 1040 (Sole Proprietor)
Website Payroll Contact

ANAGE YOUR APPS, SERVICES & SUBSCRIPTIONS  Not seeing all your services?
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10. Change the Company Name to your name or your farm name. Enter your address and phone
number in order to display them on invoices and sales receipts.

Legal Information
Company Identification
Report Information

Payroll Tax Form Information

Company Information

Company Name My Farm Name

Address 1234 Fake Street
Manhattan, KS 66502

Country lUS -

Phone No. | 785-555-5555 |
Fax No.
E-mail

Web Site

Ship To Address...

'] Attach...

11. Click on Legal Information in the menu on the left

your farm name. Enter your address.

Company Information

. Change the Legal Name to your name or

Contact Information
Legal Information
Company Identification
Report Information

Payroll Tax Form Information

EGAL INFORMATION(APPEARS ON PAYROLL TAX F

Legal Name My Farm Name

Legal Address 1234 Fake Street

City/State/ZIP Manhattan

Legal Country |US -

Ks »| |ess03
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12. Click on Company Identification in the menu on the left. Enter your EIN or SSN if desired. This
is not required. Entering an EIN or SSN will trigger QuickBooks Sensitive Data Protection (see
page 23).

Company Information

Legal Information Federal Employer Identification No.

489576543 | |

(EIN is required for Payroll) I

| Company Identification e
Report Information

Payroll Tax Form Information Social Security Number —|
(SSN is used on 1099's if no EIN is entered)

Help
[0 atacn |

13. Click on Report Information in the menu on the left. If your Tax Year begins with any month
other than January, make that change here. You should not need to adjust Income Tax Form
Used.

Company Information ®

Legpl Information First month in your:

Company Identification T
Payroll Tax Form Information : -
Income Tax Form Used [Form 1040 (Sole Proprietor) M
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14. Payroll Tax Form Information only needs to be completed if you are subscribing to the
QuickBooks payroll service.

15. Click OK to close the Company Information window. Close the My Company window.

Company Information ®
Contact Information PAYROLL TAX FORM INFORMATION . m
Legal Information

Contact

(Name of the person preparing and signing payroll tax forms) | Cancel

Company Identification

Report Information

Payroll Tax Form Information Title
Hel
| Ship To Address... |

| 6 Atach.

You are now ready to begin entering details on assets and liabilities.

3.2 UPDATE AN EXISTING COMPANY FILE

If you have been using QuickBooks and already have a company file, you can update your company
file to include the KFMA chart of accounts, item list, and class list by importing IIF files found at
www.farmersguidetogb.com. This method will require some extra effort on your part. Be advised
that duplicate accounts may be possible, depending on your current chart of accounts. Consult
with your KFMA economist or tax preparer.

IMPORT IIF FILES
1. Using one of the links below, download and save the IIF files to your computer.

www.farmersguidetogb.com/gbsetup/kfmachartofaccounts.iif
www.farmersguidetogb.com/gbsetup/kfmaclasslist.iif
www.farmersguidetogb.com/gbsetup/kfmaitemlist.iif
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2. In the File menu, select Utilities>Import>IIF Files...

HMew Company...
Open o Restore Company...
Open Previous Company ¥

s

Foerore IS

VENDORS

Open Second Company Q K E q

Back Up Company £ Purchase Receive Enter Bills See Financing
Creale Copy... Orders Inventory Against Oplions
Close Company Imventory
Switch to Multi-user Mode @
Utilities Import [l  ExcelFiles.
Send Company File , Exon RE |
Synchronize Contacls Web Connact Files..
Comvert v TimerActities
Copy Company File for QuickBooks Mac... Ganeral Jounal Enfries._. P
Print Eorms v ey
: E Copy Company File for QuickBooks Onling. dit Cards
Printer Setup. Repair File and Network Problems
Send Forms. e [ %
0st Multi-User Access
Shipping > H Receive
Payments
Update Web Sendces Verify Da1;
ebulld Data
Toggle to Another Edition. E 4 Dy [ E
ondense Dafa.
AleF4 Statements
™1 Restore Backup For Earlier QuickBooks Version
oy Tum on Payroll EMPLOYEES
@ Accept Credit Cards &
Tum On
g8 Order Ch Tax Forms Payroll

Financing Options

%

Pay Bills

&

Refunds
& Credits

Chart of Inventory
Accounts Activities
=
ltems &  Order Checks &
Senvices Tax Forms
Calendar
BANKING
Record Reconcile
Deposits
Write Check
Checks Register
Print
Checks

3. Navigate to the downloaded IIF file. Select it and click Open.

Cystomers Vendgrs Employees Banking Reports Window Help Special Offers

= FEile Edit View Lists Favorites Compal

Look in: L IF - a ’ E v
&= Name ° Date modified Type Size Al q
L & fmachartofaccounts.iif 11/11/2016 10:37 ... OF File 117 KB See Financing
Recent Places 1) imaclasslis.i 1/11/201610:37 .. TF File 1KB Options
- o Kimaitemlist.iif 11/11/201610:38 .. EF File 59 KB &
Desktop Pay Bills

COMPANY
%
Chart of Inventory
Accounts Activities

—
kg =

tems &  Order Checks &

Services Tax Forms

=
Libraries
Create Sales
* Receipts

pive
Network —
e name Ifmatermist i - ents
Fies of type IF Fles (1IF) - Cancel |
=
@§ Tumn on Payroll EMPLOYEES
B Accept Credit Cards ﬁ
Tum On
- acks & Tax - Payroll

Financing Options

B

Refunds
& Credits

Calendar

Recard Reconcile
Deposits
&
Write Check
Checks Register
Print
Checks
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4. Click OK.

My Farm Nam 8| 1 [Home | .
= File Edit View Lists Favorites C Vendgrs E Banking Reports Window Help Special Offers Oo@ |- & x
Home Page LSS
&l o ko
Furchnss Recq See Financing Chart of Inventory
Orders Inven Options Accounts Activities
tems &  Order Checks &
Enter Bills Pay Bills Senvices Tax Forms
CUSTOMERS
Calendar
E Creats Sales
Accept Receipls
@ My Shortcuts Credit Cards
= Py
B View Balances =] % = E
M Run Favorite Reports Create Receive Record Reconcile
Invoices Payments Deposits
B Open Windows
=) = &3 4 =
Statement Statements Refunds .
Write Check
Chaies 3 Credhs Checks Register
@y Tumn on Payroll EMPLOYEES ;m
@ Actept Credt Cards & e
Tum On Chacks
&8 Order Checks & Tax Forms Payroll
@) See Financing Options

MERGE EXISTING ACCOUNTS WITH NEW

After importing the KFMA chart of accounts, you may see duplicate accounts. To move

transactions in an existing income or expense account into a KFMA income or expense account, you

will need to merge the accounts.

1. Inthe lists menu, select Chart of Accounts (or use CTRL + A).

2. Right-click on the income or expense account that contains the transactions you wish to move.

Click Edit Account.

My Farm Name - Quic 7 (via Accountant) - [Chart of Accounts] = =
= File Edit View Lists Favorites Company Cu: Vendgrs Banking Reporis Window Help Special Offers @ | - & x
+07790 - Soybeans COGS Cost of Goods Sold =
+07800 - Supplies Purchased, Resale COGS Cost of Goods Sold
+07810 - Seed COGS Cost of Goods Sold
+07820 - Supplies COGS Cost of Goods Sold
+07830 - Equipment COGS Cost of Goods Sold
+07910 - Misc ltems Purchased, Resale CO Cost of Goods Sold
+ 50000 - Cost of Goods Sold Cost of Goods Sold
- Fertilize
Fertilizer Find Expense | |
+ Farm Expense Expense
+04100 - Lab¢ Expense
New
srvore VM R
B My Shortcuts =010 Delete Account Expeass .I
+04130 - M Expense
B View Balance Maka &ccount Inactive
+04140 R Expense
Il Run Favorite Reports Customize Columns
S L ENOIR Hopons «04141-R Expense
B Open Windows «04142-d WileChecks Expense
04150 Make Deposits -
i H Enter Credit Card Charges ol
*04180 LU 1oaneter Funds Bxpeaad
*04171°W  Make General Joumnal Entries Expense
@y Tum on Payroll +04172-F  Reconcile Expense
@ Accept Credit Cards «04173 -5 Expense
+04180-§ AMach Expense
& Order Checks & Tax Forms +04190 - F  CQuickReport Fertilizer Expense
v
@) See Financing Options
Account ¥ | Activities ¥ Reports v Aftach Include inactive
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3. Change the account Number to match the account that you would like to move the transactions
to. Most account numbers in the KFMA chart of accounts contain 5 digits so you may have to
add a zero to the end to find an existing account.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Edit Account] = 0 x
= File Edit View Lists Favorites Company Customers Vendgrs Employees Banking Repors Window Help Special Offers @a J— -
FFTT| AccountTipe  |Expense - Number [04610]

AccountName | Ferilizer

Subaccount of -
OPTIONAL
Description
MNote
Tag-Line Mapping | <Unassigned> » | How do | choose the right tax lina?
B My Shortcuts
B View Balances
W Run Favorite Reports
B Open Windows
g Tumn on Payroil
Account is inactive i Save & Close | Cancel

@ Accept Credit Cards X
& Order Checks & Tax Forms

@ See Financing Options

4. If you see the Merge message box, select Yes to merge the accounts. If you do not see this
message box, the accounts have not been merged.

My Farm Name - QuickBooks P ountant) - [Edit Account] i =

7|  AccountType | Expense - Number | 04610

Account Nai]

A This account number is already being used. Would you like to merge them?

OPTIONAL | tes [}l “

Descripti

Note

Tay-Line Mapping | <Unassigned> » | Howdolchoose the right tax line?
B My Shortcuts

B View Balances
M Run Favorite Reports

B Open Windows

g Tumn on Payroil

= Account is inactive ancel
@ Accept Credit Cards Chocel

& Order Checks & Tax Forms

@) See Financing Options
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3.3 QuickBoOKS SENSITIVE DATA PROTECTION

QuickBooks has begun requiring a complex password for company files where you store a company
EIN or tax ID number, vendor ID numbers, employee SSNs, bank account numbers, or credit card
numbers. QuickBooks requires that the password be changed every 90 days.

A complex password is one that has both upper and lower case letters, special characters (!@#$),
and numbers, something like “ComP!3x”. The QuickBooks password must be 7 characters long and
must include at least one upper case letter and one number.

If you have entered an ID number or bank account in QuickBooks, the next time you open the
company file, you will see a Sensitive Data Protection Setup window. Enter a Password and select a
Challenge Question and answer. Click OK.

Sensitive Data Protection Setup

Create Complex QuickBooks Password

To complete sensitive data protection setup, create a new complex QuickBooks password that
we recommend you change every 90 days. Explain

All Fields required
User Name Admin

New Password | Requires atleast 7 characters, including
one number and one uppercase letter

Confirm New Password
Example: coMpiex

Set Up Password Reset

Select a challenge question and enter answer. How will this help me reset my password?
Challenge Question <Select> =
Answer

Answer is not case sensitive

Every time you open the company file, you will be asked to enter your password.

QuickBooks Login x

You need to log in as QuickBooks Administrator to proceed. Please enter the
admin (owner) password for the company:

My Farm Name

Password: || | | forgot my password

Passwords are case sensitive.
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3.4 ADD ASSET ACCOUNTS

Now that your company file has been restored and personalized, it is time to start adding asset and
liability accounts. Cash-based asset accounts are all added to QuickBooks in a similar manner. If
you plan to use invoices and track accounts receivable, QuickBooks uses an internal A/R account.
You do not need to do anything to add this account.

1. From the Home screen, click the Chart of Accounts icon to open the chart of accounts.

B Open wWindows

g Tum on Payroll
B Accept Credit Cards
& Order Checks & Supplies

@) See Financing Options

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Home |

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

s

VENDORS

.- ® .
QuickBooks
Financing

Purchase Receive Enter Bills
Ordars Inventory Against
Inventory
Enter Bills
CUSTOMERS L;
Create Sales
Accapt Receipts
Credit Cards
Craate Receive
Invoices Payments

&

Statement Statements

Charges

EMPLOYEES

=

Tum On
Payrall

@

Pay Bills

3

Refunds
& Credits

Chart of
Accounts

8
tems &
Sendces

Record
Deposits

Write
Checks

]

Print
Checks

Inventory
Activities

=

Order
Checks

Calendar

]

Reconcila

=)

Check
Register

2. Inthe bottom left corner of the chart of accounts window, Click on Account and select New.

My Farm Name

QuickBooks Pro 2017 (va Accountant) - [Chart of Accounts)]

= File Edit View Lists Favorites Company Cuystomers Vendgrs Employees Banking Reporls Window Help

- Resale Inventory

|Cther Current Asset

My Shoricuts +07100i - Beef, Purchased for Resale INV Other CurrentAsset 0.00
+07110 i - Beef Feeder Steers INV Other CurrentAsset 0.00
+07120 i - Beef Feeder Heifers INV Other CurentAsset 0.00
+07130i - Dairy Feeders INV Other CurrentAsset 0.00
«+07700i - Crops Purchased, Resale INV Other CurentAsset 0.00
+07720i - Com INV Other CurrentAsset 0.00
+07730 i - Grain Sorghum INV Other CurrentAssel 0.00
= 077601 - Wheat INV Other CurrentAsset 0.00
+077701 - Alfalfa INV Other Current Asset 0.00
+07780 i - Other Hay-Forage INV Other CurrentAsset 0.00
»N7700 i - Savhaans INV Other CurentAssel 0.00
sale INV Other CurrentAsset 0.00
EditAccount Ciri+E e e
Delete Account Ctri+D scanenmassl :
Other CurrentAsset 0.00
Make Account madiva Other CurrentAssel 0.00
B Open Windows Show Ingciive Accounts
E tesale IN Other Current Asset 0.00
v Hierarchical View
1 Fatview Fixed Asset 0.00
Cuslomize Columns Fixed Asset 0.00
t§ Turn on Payroll Import from Excal Ll =S B0,
yse Ctrl+U Fixed Asset 0.00
B Accept Credit Cards Eind Transactions in Fixed Asset 0.00
& Order Checks & Supplies Print List Clri+P Fixed Asset 0.00
Re-sort List Fixed Assel 0.00
@) See Financing Options — _
Account ¥ Activities ¥ Reports ¥ | Attach Includa ingctive
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3. Use the table below to determine the appropriate Account Type to select. Click Continue.

QuickBooks Account
Account Account Type Number
Farm Checking Account Bank 5011
Savings/Money Market/CD Bank 5018
Farm Credit Installment Fund Bank 5012
Hedge Account Bank 5017
Coop Stock Other Asset 1068
Coop Deferred Patronage Other Asset 1068
Non-Farm Checking Account Bank 5019
Loan to Others (Due in £12 months) Other Asset 1061
Loans to Shareholders Other Asset 1066
Loan to Others (Due >12 months) Other Asset 1067
My Farm Mame - QuickBooks Pro 2017 (via Accountant) - [Add New Account: Choose Account Type] — (=
= File Edit View Lists Favorites Company Cl Vendors Banking Reports Window Help Ol- & %

0 < @ Choose one account type and click Continue.

Categorize money your business eams or spends

) Income
T Expense

Click an account type on the left to
Or, track the value of your assels and liabilities see a description here,

 Fixed Asset (major purchases)
©) Bank

© Loan

) Credit Card
I My Shortcuts © Equity

B View Balances

) Other Account Types E_ e

Accounts Recelvable
" — Other CurentAsset c 1
Help me choose the nght account typd 1 Cancel
OtherAsset S -
Accounts Pa)-alﬁe

Other Current Liability

g Tum on Payroll

ﬂ Accept Giack: Corcty Long Term Liability

& Order Checks & Supplies Cost of Goods Sold
Other Income

@) See Financing Options e L

4. Enter a Number (optional) and an Account Name.

It is helpful to enter both the bank name and a short description of the account as the account
name. For example, “Very Big Bank — Farm Checking”.

QuickBooks will not let you use an account number twice, so to distinguish between similar
types of accounts, an external code is often used, which is usually two digits long. In
QuickBooks, the code for a checking account is separated from the external code by a space.
For example, if you have 2 checking accounts, they might be numbered 5011 01 and 5011 02.

Note: If you enter Bank Acct. No. or Routing Number, QuickBooks Sensitive Data Protections
will be activated and you will be required to password protect the data file. For more
information, see page 23.
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If this account did not exist at the beginning of the year, skip step 5 and do not enter an
opening balance. If the account had a balance at the beginning of the year, click Enter Opening

Balance.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Add New Account] = 0 x

= File Edit View Lists Favorites Company Cystomers Vendors Employees Banking Reporls Window Help O - &8 X

7T AccountType Bank - Mumber |501101

Account Name | very Big Bank - Farm Checking Select from Examples
Subaccount of

OPTIONAL
Description

Bank Acct No.
Routing Number

Shortcut
I My Shortcuts Tax-Line Mapping | <Unassigned> » | How do | choose the right tax line?

B view

| Enter Opening Balance... h | Should | enler an opening balance?

M RunF ports
B Open Windows = Remind me to order checks when | reach check number
\J Order checks | can print from QuickBooks Leamn more

@§ Tum on Payroll .
Save & New Cancel

B Accept Credit Cards

& Order Checks & Supplies

@) See Financing Options

5. QuickBooks asks for a statement ending balance and statement ending date.

When adding a checking account (either farm or non-farm), a savings or money market
account, or a CD, use the bank statement that ends in the first month of the tax year. Enter the
beginning balance of this statement as the Statement Ending Balance. Subtract one day from
the beginning date of this statement and enter as Statement Ending Date.

For all other asset accounts, enter the balance as of the last day of the last tax year.

Click OK.

Enter Opening Balance: Bank Account x

Enter the ending date and balance from the last bank statement you received before your
QuickBooks start date.

i "o ) Attention: If this account did not 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 121312015 @
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6. Click Save & Close save and to go back to the chart of accounts or Save & New to save and add
another account.

7. If you entered an opening balance, you may see a window stating that the transaction is 90
days in the past. Click Yes to continue.

Past Transactions

This transaction is more than 90 days in the past. Are you sure you want to make
this change?

Turn off this warning, or change the number of days, in Edit > Preferences >
Accounting.

Important: QuickBooks recommends setting a closing date and password to

prevent changes that could impact your previously filed tax returns, in Edit >
Preferences = Accounting.

8. QuickBooks may ask if you would like to setup online services. Online banking services are not
covered in this manual. Select No to continue without online banking services.

Set Up Bank Feed *®

3 Setup online senvices to save time.
[ ¢ Your financial institution may offer account statement downloads and other

Bank Feeds senvices for this account.

Do you want to set up online services for this account if these senices are
available?

If yes, all open QuickBooks windows will be closed temporarily.

Yes [ N |

s

9. If you selected Save & New in step 6, repeat steps 3-8 for each checking, savings, money
market, or CD.

10. Below is an example of account numbering when there are two different savings accounts.

,lm Account Type Bank - Number 5018 01
AccountName very Big Bank - Savings Select from Examples
| Subaccount of -
OPTIONAL
Description
'lm Account Type Bank - Number 5018 02
AccountName | very Big Bank - Money Market Select from Examples
| Subaccount of -
OPTIONAL
Description |
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3.5 ADD LIABILITY ACCOUNTS

Liability accounts include an operating loan or line of credit, loans from shareholders, intermediate
loans (equipment or breeding livestock), non-farm loans (house or car) and real estate loans. Like
asset accounts, liability accounts are all added in a similar manner.

If you plan to use bills and track accounts payable, QuickBooks uses an internal A/P account. You do
not need to do anything to add this account.

Note: QuickBooks treats items charged to a credit card as an expense when charged, not when the
credit card is paid. Consult with your tax advisor to see if you have been deducting expenses when
the credit card is paid in order to maintain consistency.

1. From the Home screen, click the Chart of Accounts icon to open the chart of accounts.

g Tum on Payroll
@ Accept Credit Cards

&8 Order Checks & Supplies

&) See Financing Options

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Home | - 0 X
= File Edit View Lists Favontes Company Customers Vendors Employees Banking Reporis Window Help O - & X
Home Page Insights
VENDORS e
Purchase Receive Enter Bills QuickBooks Chart of Inventory
Orders Inventory Against Financing Accounts Activities
Inventory
® S -
tems & Order
Enter Bills Pay Bills Sendces Checks
CUSTOMERS =
I:..E Calendar
E] Create Sales
Accapl Receipts
Credit Cards
. ==
& L] B &
Create Receive Record Reconcile
Invoices Payments Deposits
Statement Statements Refunds .
Write Check
Charges & Credits Checks Register
EMPLOYEES @
] Print
Tum On Checks
Payrall

32\
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2. Inthe bottom left corner of the chart of accounts window, Click on Account and select New.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Chart of Accounts] - 0 X
= File Edit View Lists Favorites Ci Cu: Vendors Banking Reporis Window Help O J— -
AR 5 ATTACH
- Resale Inventory | Other Current Asset 0.00 - =
+07100 i - Beef, Purchased for Resale INV Other Current Asset 0.00 lI
+07110 | - Beef Feeder Steers INV Other Current Asset 0.00
+07120 | - Beef Feeder Heifers INV Other CumrentAsset 0.00
+07130 1 - Dairy Feeders INV Other Current Assel 0.00
+07700 i - Crops Purchased, Resale INV Other CumrentAsset 0.00
+07720i - Com INV Other CurrentAsset 0.00
+07730 i - Grain Sorghum INV Other Cumrent Assel 0.00
+07760 i - Wheat INV Other CurrentAsset 0.00
+07770 i - Alfalfa INV Other CurentAsset 0.00
+07780 i - Other Hay-Forage INV Other CurrentAssel 0.00
& NTTAN i - Snuhaane INY Other Cumrent Assel 0.00
B My Shortcuts e sale INV Other CurentAsset 0.00
dit Account +|
B View fzellere:ccunnl D Other Current Assel 0.00
W Run F Other CurrentAsset 0.00
Mahe Noount inathe Other Current Asset 0.00
B Open Windows Show Ingclive Accounts
= tesale IN Other Current Asset 0.00
v Hierarchical View
Y FlatView Fixed Asset 0.00
Customize Columns Fixed Asset 0.00
g Tum on Payroll Import from Excel EbmdAssat 800
Use CirlsU Fixed Asset 0.00
45 Accept Credit Cands Find Transactions in FixedAsset 0.00
@5 Order Checks & Supplies Pring List Ctri+P Eieuiess e
Re-sortList Fixed Asset 0.00 =
) See Financing Options —— - —
Account ¥ @ Activities ¥ | Reports ¥ Attach Include ingctive

3. Use the table below to determine the appropriate Account Type to select. Click Continue.

Account
Operating Loan or LOC
Credit Card

Loan from Partner/Shareholder
Equipment or Breeding Livestock Loan

Farm Real Estate Loan
Non-Farm Loan

QuickBooks
Account Type
Other Current Liability
Credit Card
Long Term Liability
Long Term Liability
Long Term Liability
Long Term Liability

Account
Number
1021
1021
1026
1027
1028
1101
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4,

34

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Add New Account: Choose

Account Type] -0 x
= File Edit View Lists Favortes Company Cystomers Vendgrs Employees Banking Reporis Window Help (J e B

-@] Choose one account type and click Continue

Caltagorize money your business eams of spends

) Income
7 Expense

Click an account type on the left to
Or, track the value of your assets and liabilities see a description here.

) Fixed Asset (major purchases)

) Credit Card
[ My Shortcuts © Equity
B View Balances

T Run Favorite Reports

) Other Account Types ENT -

Open Windows
B Open Windows Accounls Receivable

Other CurrentAsset 1
Help me choose the right account typd i Cancel
OtherAsset [? =S
Accounts Payable
Other Current Liability
& Accept Credit Cards Long Term Liability

Costof Goods Sold

g Tum on Payroll

&8 Order Checks & Supplies

Other Income
@ See Financing Options Other Expense

Enter a Number (optional) and an Account Name.

It is helpful if you enter both the lender name and a short description of the purpose of the loan
as Account Name. For example, “JD Financial —JD S670 Combine”.

QuickBooks will not let you use an account number twice, so to distinguish between similar
types of accounts, an external code is often used. In QuickBooks, the KFMA account number
should be entered in the Account Number followed by a space and the external code. For
example, if you have 2 equipment loans, they might be numbered 1027 01 and 1027 02.

It may be helpful to enter the loan term, interest rate and regular payment amount in the
Description field.

If you are adding a loan that did not exist at the beginning of the current year, setup of the loan
is complete. Click Save & Close.

If you are setting up QuickBooks for the first time and adding a loan that existed at the
beginning of the current year, click Enter Opening Balance.
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= File Edit View Lists Favorites Company Cust

Vendors

[TTT|  AccountType  Long Term Liability -

AccountMName D Financial - JD S670 Combine

B View Balances Enter Opening Balance...
MW Run Favorite Reports

B Open Windows

&3 Tum on Payrol
& Accept Credit Cards Save & Close

@ Order Checks & Supplies

@ See Financing Options

Subaccount of
OPTIONAL
Description | 5 years @ 3.375% @ $33.104.68 4
v
Account No.
Tay-Line Mapping  <Unassigned> ~ | Howdol choose the right taxline?

Shouid | enler an opening balance?

Number 1027 01

Save & New Cancel

5. Enter the loan balance on the last day of the prior tax year as the Opening Balance. Enter the

date of the last day of the prior fiscal year. Click OK.

Long Term Liability Account

Enter the balance this account had on the day before your QuickBooks start date.

. 0 \ Attention: If this account did not have a balance before your QuickBooks
‘ start date, click Cancel and use a transaction to put money in this account.

Example transactions

Opening Balance  121,957.82 asof 12312015 @

Cancel Help

6. Click Save & Close.

7. You may see a window stating that the transaction is 90 days in the past. Click Yes to continue.

Past Transactions

This transaction is more than 90 days in the past. Are you sure you want to make
this change?

Turn off this warning, or change the number of days, in Edit > Preferences >
Accounting.

Important: QuickBooks recommends setting a closing date and password to

prevent changes that could impact your previously filed tax returns, in Edit =
Preferences > Accounting.
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3.6 ADpD CUSTOMERS

1. Select the Customers menu and click on Customer Center.

2. Click on New Customer & Job and select New Customer or use the CTRL + N shortcut key.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Customer Center: Coop] - 0O %

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

&, New Customer & Job ¥ 5| New Iransactons ¥ &5 Prit ¥ Excel v [0 word v && income Tracker

] ¥ e
m&am | Customer Information @ ¢

& NOTE
Add Multiple CustomerJobs
s v o >
2 S FOR THI
|
- Coop | 0.00| Open Balance
+ Neighbor 0.00 ‘ Customer Snapsho
|
B My Shortcuts
My Shortew -
B View Balances Pt »
W Run Favorite Reports
Transactions Contacts To Do's Noteg Sent Email
B Open Windows
sttt |l | ssow [MnTrans.. = | earemev [M0 ~| pwe [ThisFisc. ~ | 01012016 - 12312016

3. Enter the Customer Name, Phone Number, and Addresses. Usually, you will not need to enter
information of the Sales Tax Settings, Additional Info, or Job Info tabs. If you will be invoicing a
customer, consider defining default Payment Terms for a customer. Click OK.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [New Customer] -0 x
= File Edit View Lists Favorites Company Cuystomers Vendors Employees Banking Reports Window Help Q - & X
aue | Elevator

A5 0F 097202016 B | How do | determine the opening balance?

Address Info

v [EEE

Payment Settings

Sales Tax Settings SR
Main Phone = | |785-555-5555 Main Email  ~
Additiopal Info -
‘Work Phone - CC Email -
Job Info Mobile - [ | Website -
o Fax ==l Other 1 x
# My Shoricuts ADDRESS DETAILS
B View Balances SR T0 RSNETOA T
Elevator Elevator
W Run Faverite Reports 1234 Fake Strest ¢ 1234 Fake Strast +
B Open Windows Manhattan, KS 66502 Copy>> Manhattan, KS 66502 &

# Default shipping address

G§ Tum on Payroll

® Accept Credit Cards Customer is inactive ﬁ Cancel Help

@ Order Checks & Supplies

%) See Financing Options

If you have a list of customers (in MS Excel) from a previous accounting program, you can use
the Add Multiple Customers:Jobs tool to import customers and speed up the entry process.

Once a customer is added, you can edit their information by double clicking on them in the list
on the left side of the Customer Center.

A shortcut method to add customers is also available. See page 41.
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3.7 ADD VENDORS

1.
2.

Select the Customers menu and click on Customer Center.

In the Vendor Center, click the New Vendor button and select New Vendor.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Vendor Center: Parts Store]

= FEile Edit View Lists Favorites Cx Cy Vendgrs i Banking Reports Window Help ®]- & x
Bl Hew Vendor.. v 5] Hew Transactions v (&) pnt v [ Excer v [ word v (g B Tracker

[ tewvendor ] :
] Vendor Information T —

Active Vendors - >

fe)

Company Name

REFORTS FOR THI
Biled From  Parts Store
QuickReport

| Paits Store | 000 Open Balance
|
Map | Directions

Order Checks ¥
»

B My Shortcuts

1)
| Transactions Contacts ToDo's Notes Sent Email

= view Balances
ssow Al Trans.. = FILTER BY Al - oare ThisFisc.. = 010172016 - 1203172016

[ Run Favorite Reports

Enter the Vendor Name, Phone Number, and Address. You will probably not need to enter any
information in Payment Settings, Account Settings, or Additional Info tabs.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [New Vendor] =1
Cysh Vendgrs E Banking Reports Window Help @ - &8 X

oF |09/29/2016 B How do | determine the opening balance?

Address Info

Payment Settings

Tax Settings [ -
Main Phone  ~ | |785-555-5555 Main Email  ~
t
pecoumt Setingg Work Phone  ~ CC Email -
Additiopal Info Mobile - Website ~d
Fax i Other 1 -
® My Shortcuts ADDRESS DETAILS
B View T o
3 ., Parls Store
M Run F Reports 4321 Faks Straet & 4
B Open Windows Manhattan, KS 66502 Copy >>

g Turn on Payroll

@ Accept Credit Cards Vendor I5 inactive ﬁ Cancel Help

&8 Order Checks & Supplies

@) See Financing Options

Kansas Farm Management Association | QuickBooks Setup



FARMERS GUIDE TO QUICKBOOKS

4. If this vendor will receive 1099s, it may be helpful to enter the Vendor Tax ID and check the box
in front of Vendor eligible for 1099. Entering the Vendor Tax ID will trigger QuickBooks Sensitive
Data Protection, requiring a company file password.

My Farm Name - QuickBooks Pro 2017 {via Accountant) - [New Vendor] — =]

= File Edit View Lists Favorites Company Cuslomers Vendors Employees Banking Reports Window Help Q - &8 X

azoF |09/29/2016 B How do | determine the opening balance?

Address Info
TAX INFORMAION

Payment Settings
Tax Settings 9
7 _\l’endor eligible for 1089
Account Setfings

Additional Info

[ My Shortcuts

5. Click OK.

A shortcut method to add vendors is also available. See page 62.

3.8 SETUP ACCOUNTS RECEIVABLE (A/R) BALANCES

Using invoices or statements to bill customers will allow you to track Accounts Receivable (A/R) so
you know how much you are owed, who owes it, and how far behind they are. After you setup a
company file and add customers you will need to enter opening A/R balances. QuickBooks allows
several methods to set initial customer balances. However, only one method is acceptable for a
cash-basis taxpayer.

To accurately reflect customer balances, you must create an invoice using the original billing date
and select items that are linked to the appropriate income account. If you are a cash basis
taxpayer, DO NOT use a journal entry to adjust an opening customer balance. If you are a cash
basis taxpayer, DO NOT enter an opening balance in the new customer window.

3.9 SETUP ACCOUNTS PAYABLE (A/P) BALANCES

Using bills allows you to track Accounts Payable (A/P) so you can see how much you owe your
vendors. QuickBooks allows several methods to initially set A/P balances. If you are a cash basis
taxpayer, you must enter a bill with the original billing date and an appropriate expense account. If
you are a cash basis taxpayer, DO NOT use a journal entry to enter an A/P balance. If you are a tax
basis taxpayer, DO NOT enter an opening balance in the new vendor window.
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4 INCOME TRANSACTIONS

QuickBooks utilizes an Undeposited Funds account to track income that has been received but has
yet to be deposited into a bank account. This makes recording certain income transactions a multi-
step process, shown on the Home Screen.

Failure to follow this process correctly will make it difficult to determine who owes you money and
could have unintended tax consequences. It is extremely important that you follow the flow chart
on the Home Screen to prevent errors!

When entering an income transaction, use the date that the income was received, not the date of
the deposit in the bank.

4.1 TRANSFERS BETWEEN ACCOUNTS

A transfer between two accounts is easily accomplished with QuickBooks. You can transfer to or
from any asset, liability, or equity account. Transfers would most commonly be used when moving
money from savings to checking or vice versa.

1. Click on the Banking menu and select Transfer Funds.

My Farm Name - QuickBooks Pro 2017 {via Accountant) - [Home | - 0O x
File Edit View Lists Favorites Company Customers Vendors Employees JEEULUEE Reports Window Help Special Offers Q) a - & X
Ipsights. Write Checks Clri+W
Order Checks & Envelopes »
Enter Credit Card Charges
@ Use Register Ciri+R. % % v
Par;hase IF Make Deposits SeecFllnancm; Chart of Inventory
rders n plions A ctivit
Transfer Funds J‘-c’c;'unts Activities
E@ Reconcile % ) =
. tems &  Order Checks &
Enter Bills Bank Feeds » Pay Bills Senices  TaxForms
Loan Manager D
Other Names List LM Calendar
See Financing Options reate Sales
Receipls
" =
IR My Shortcuts Credil Cards
B View Balances [ ]
& a2 &
M Run Favorite Reports Create Receive Record Reconcile
B Open Windows Invoices Paymenls Deposits
(= & &8 &4 @
Statement Stalements Refunds '
Write Check
Charges & Credits Checks Register
m§ Tum on Payroil EMPLOYEES .
8 Accept Credit Cargs f:f‘* ﬁ =
3 2 Print Enter Credit
urn On ook il 3
& Order Checks & Tax Forms Pavroll Checks  Card Charges
@) See Financing Options
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2. Enter the date, select a From account, To account, and enter the amount of the transfer.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Transfer Funds Between Accounts] -0 x

= FEile Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Spedcial Offers @ - 5 x

@ Previous % Net [ Seve || @ Attach

My Shortcuts

P Transfer Funds DAE
) Home 0712016 ] -

OM 5018 01 - Very Big Bank - Savings - 50,000.00

D510 5011 - Farm Checking - 8,015.52

TRANSFER AMOUNT 10,000.00

-' Calendar
v MEMO
[ My Shortcuts

B View Balances

Save & Close i Clear

M Run Favorite Reports

] Open Windows

g Tum on Payroll
& Accept Credit Cards

& Order Checks & Tax Forms

@ See Financing Options

4.2 DEPOSITS VS SALES RECEIPTS VS INVOICES

QuickBooks provides several methods to record income. Which do you use? The preferred
method depends on what you wish to accomplish.

The Make Deposits window is the most direct way of recording income as it only requires one
step. If you are not tracking inventory of commodities, most of your income transactions
should be recorded this way. You can also enter a transaction directly in the Check Register as
a shortcut to using Make Deposits.

Even if you are tracking inventory of commodities, you will use Make Deposits when recording
income from crop insurance, patronage dividends, or government payments.

Sales receipts are a two-step process used to record asset or commodity sales where you would
like to track quantities or keep an inventory. Sales receipts are usually used to record a sale as
it occurs. Inventory tracking inventory with QuickBooks is not covered in this edition of the
Farmers Guide to QuickBooks.

Invoices are usually used when you want to send an invoice to a customer. Generally, an
invoice is sent when you are performing work (or have already) and will be paid at a later date,
which impacts accounts receivable. Like sales receipts, invoices allow you to sell goods that are
inventoried. Invoicing requires three steps to record income. You might use an invoice when
you do custom work for a neighbor and want to send them a bill.

Statements are used in conjunction with invoices (that have already been created) to send a
summary of activity to a customer. A statement will include outstanding invoices at the
beginning of a period as well as payments received and a total amount due. Recording income
from a statement requires at least three steps. You might use a statement when you have
created several invoices for a neighbor for custom work done on different occasions. If the
invoices are past due, you can also add finance charges to a statement.
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4.3 RECORD DEPOSITS

If you are not tracking inventory, most income transactions can be recorded (in one-step) using the
Make Deposits window.

1. From the Home Screen, click on Record Deposits.

2. Select the bank account in Deposit To and enter the Date. Enter the payer in Received From
and select the appropriate income account in From Account. Enter Amount. Click Save & Close.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Make Deposits] P =

= File Edit View Lists Favorites Company C Vendgors iy Banking Reports Window Help Special Offers @ | - & x

@ Previous ® Nea [ Seve & Print ~ | & Payments [ History | @ Attach
DepositTo 5011-Farm.. = Date 1200172016 @  Memo Deposit

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

Crop Insurance Co Farm Income:02110 - Cr.. 500000 &

B My Shortcuts
= View Balances
M Run Favorite Reports

B Open Windows

Deposit Subtotal 5,000.00
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money o go, such as your Pefty Cash account
o Tum on Payroll Cash back goes to Cash back memo Cash back amount
& Accept Credit Cards x
Deposit Total 5,000.00

3. If you are entering a deposit (or invoice) from a name not in the customer list, QuickBooks will
display Name Not Found. Click Set Up to add detailed information about the customer,
including address, phone number, etc. To add the customer quickly, without detail, click on
Quick Add.

My Farm Name

= File Edit View Lists Favortes Company C Vendors Banking Reports Window Help |- & x

@ Previous % Nea [ Save & Print = | & Payments (@) History | @ Attach

Click Payments to select cust

9 Elevator is not in the Name list

[Elevator = | To automatically add Elevator to the Name list, click Quick Add.
|Etevator - You can enter more detailed information later. | | 1

To enter the detailed information now, cick Set Up (usually not required)

Quick Add Setup Cancel

@ My Shortcuts
B View Balances

M Run Favorite Reports

B Open Windows

Deposit Subtotal

To get cash back from this deposit. enter the amount below. Indicate the account
where you want this money to go, such as your Pefty Cash account

@ Tumn on Payroll Cash back goes to Cash back memo Cash back amount

@ Accept Credit Cards

Deposit Total
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4. If you selected Quick Add in step 3, select Customer and click OK.

Pro 2017 (wa Accountant) - [Make

= File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help |- &

@ Previous ® Nea [ Save & Print = | & Payments @ History | @ Attach
DepositTo 501101 -Very.. = Date 092972016 @  Memo Deposit

Click Payments to select customer payments that you have received. List any other amounts 1o deposit below.

Select Name Type

.N Income Tracker _E'E\‘JWT - - Select which type of name to add then click OK - -
'! Bill Tracker ) Vendor
: ® Customer,
o ) Employee
‘ ot ™ Other

B View Balances

M Run Favorite Reports
Open Windows

Deposit Subtotal

Do More With QuickBooks To get cash back from this deposit. enter the amount below. Indicate the account
where you want this money to go, such as your Pefty Cash account

&g Tum on Payroll Cash back goes to Cash back memo Cash back amount

@ Accept Credit Cards
Deposit Total

4.4 SALES RECEIPTS

Use Sales Receipts (rather than Record Deposits) to record sales of commodities when you are
tracking inventory. A sales receipt requires first creating the sales receipt, then recording the
deposit.

CREATE A SALES RECEIPT

1. To create a Sales Receipt, select the Customers menu and click Enter Sales Receipt or click on the
Create Sales Receipt icon on the Home Screen.

My Farm Name - QuickBooks Pro 2017 (v

= [ile Edit View Lists Favorites Company [STEEIIEEN Vendors Employees Banking Reports |

Create [nvoices Cirl+l
y Shortcuts
D Create Batch Invoices

Enter Sales Receipls *

Enter Statement Charges
Create Statements
Assess Finance Charges

NDORS

Receive Payments
Creale Credit Memos/Refunds

TOMER!
Income Tracker
Lead Center E
Add Credit Card Processing Accept
edit Car

Link Payment Senvice to Company File

Item List
M Run Favorite Reports Change Item Prices

B Open Windows
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2. Select a customer from the Customer:Job drop down and enter the Date of the sale, not the date of
the deposit. When you select an Item, the description will be automatically filled.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Enter S

- 0 X

= File Edit View Lists Favorites Company C Vendgrs Employ Banking Reports Window Help Special Offers [or 1]
Main Formatting Send/Ship Reports Payments

¢« B B 8 Bocreseocnr @ & @ v P ) @ rovmerons Process payment @

- 8 X

= Save Delete A Print  Email | | Emad Lab A
Find New ve Je @ Memarize an'z.’; in mai mail Later :::h -
Processing
B ), ~ Ry=ry - Custom Sa.. ~ g
L || Ccustomer
o |
5 Sales Receipt == =  —
101572016 |
— - - _ || Open balance
i B ES & | o s !
- CREDIT |
¢ casH | cHECK | Tpmy | eCHECK | |

@ My Shortcuts

B View Balan

M Run Fa Reports 0172 ~

B Open Windows <Add New >
RECENT TRANSACTION

Inventory Part 3

g Tum on Payroll
& Accept Credit Cards CUSTOMER LESEAGE

& Order Checks & Tax Forms ¥
MNOTES

) See Financing Options MELO Save & Close Clear

3. You may see an error message stating that you don’t have enough in inventory on hand. See page

Error! Bookmark not defined. for more information on entering crop or livestock production into
inventory.

: -0 %
= File Edit View Lists Favorites Company Cu: Vendgrs E ) Banking Reports Window Help Special Offers €| - & x

Main Formatting Send/Ship Reports Payments

«» B B X Bcrestescory @ & @@ v Pntlater ] B Add timescosts Process payment O

5 s: Delet 2 A Print  Email | | Email Lat :
ind New Save Delete (BMemorize ;t::'; vint  Emai mad Later ;3::‘ S
Processing
) CUS'WER:m cLass v BEIGT S Custom Sa... ~
Customer [RIEGEETLT]

Sales Receipt 113;1572016 ] [ SUMMARY
B = =) MORE  saie) Open balance

CASH CHECK “L:_ES"' *-CHECK v

B My Shoricuts

B View Balances ﬂ You dont have sufficient quantity on hand to sell itam 0176,

M Run Favorite Reports 0176 ~ Wheat m ﬁ .

B Open Windows

RECENT TRANSACTION

- 10/1516 Sales Receipt

oy Tum on Payroll

0.00
@& Accept Credit Cards
& Order Checks & Tax Forms 5
MOTES
@) See Financing Options Sgve & Close Save & New Clear
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4. Enter the Quantity and Rate. QuickBooks will calculate the Amount. Click Save & Close.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Enter Sales Receipts]

= File Edit View Lists Favontes C. Cc Vendgrs Banking Reports Window Help Spedal Offers \"Ja 8 X

Main Fomatting Send/Ship Reports Payments

@ P B Create a Copy = =y | PrintLater ] Add time/costs Process payment
=)
New Save Delste A Mark As Print Emai Email Later Aftach
Find = e a Memonze e X e i Add Credit Card
Processing

| cusTonez sos (ST - CLASS - TEMPLATE (EIEC

Customer EREEUEE]

Sales Receipt

r SUMMARY
10152016 @

Open balance

HH B E | (= | v e
- ==
casi | cueck | T | ecHECK -
0172 ~ |Com 5,000 300 ~ | - 15,000.00|*

B Open Windows
RECENT TRANSACTION

m§ Tum on Payroll

Lo 15,000.00
B Accept Credit Cards

& Order Checks & Tax Forms £
NOTES

@) See Financing Options

Save &Cluse[:L Save & New Clear

RECORD A DEPOSIT

1. Onthe Home Screen, select Record Deposits. In QuickBooks 2017, the number in the red box near
the Record Deposits icon is the number of customer payments that have been received but not
deposited.

2. The Make Deposits window and Payments to Deposit window should both open automatically.
Place a checkmark in front of each customer payment that will be included in the deposit. You can
select payments from multiple customers at once. Click OK.

Payments to Deposit * SRR
- " 1 e
Eile Edit View Lists Favortes Company Cud . _..o.. -
m P  oeciicus View payment method ype | All ypes « | What are payment method views?
fl Sort payments by Payment Method x

| Click Paymend SELECT PAYMENTS TO DEPOSIT

|_‘{u 101152016 RCPT Coop 15,000.00/ "
B My Shortcuts
B View Balances
M Run Favorite Reports
B Open Windown "

To get cash b
where you wa

@§ Tum on Payroll Cash back g

& Accept Credit Cards

= 1 o 1 payments selected for deposit Payments Sublotal 15,000.00
Order Checks & Tax Forms

Select All Select None Clear

@ See Financing Options

“ Cancel Help
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3. The selected customer payments are automatically entered on the Make Deposits window. Select
the appropriate bank account under Deposit To and change the Date as needed. You can add
additional lines if other checks were deposited at the same time. Click Save & Close.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] -0 %

= File Edit View Lisls Favorites C Cu: Vendgrs E Banking Reports Window Help Spedal Offers O@| - & x

 searcn Comoany or e~ IR 8 revios et B8 Suve 8 Prin v\ S Payenens, B o, | vtach

DepositTo |[EIMISIEEANE ~| ODate 10152016 81| Memo |Deposit

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

Coop 12000 - Undeposited Fu... 15,000.00 =

B Open Windows
Deposit Subtotal 15,000.00

To get cash back from this deposit. enter the amount below. Indicate the account
where you want this money 1o go, such as your Petty Cash account

=g Tum on Payroll Cash back goes to Cash back memo Cash back amount

® Accept Credit Cards
Deposit Total 15,000.00
& Order Checks & Tax Forms

“Saves ciose |
@) See Financing Options 7%

4.5 INVOICING

An invoice requires three steps: creating the invoice, receiving a payment, and recording the
deposit. You must use /tems to detail an invoice. If you downloaded and modified a company file
from www.farmersguidetogb.com, a long list of items are included but some are inactive by
default. To see a list of /tems, click on the Lists menu and select Item List. At the bottom of the
Item List window, check the box to Include inactive to show all items.

CREATE AN INVOICE

1. To create a new invoice, click on the Customers menu and select Create Invoices or select
Create Invoices on the Home Screen.

My Farm Name - QuickBooks Pro 2017 |

- File Edit ¥iew Lists Favorites Company BeTSGIGEEE Vendors Employees Banking Reports

Create Imoices Ciri+l

INDORS
= Create Batch Invoices b
Enter Sales Receipls
Enter Staterent Charges
Create Statements
Assess Finance Charges
Receive Pagments
Creale Credit Memos/Refunds
TOMEF
Income Tracker
Lead Center &
A . Accep
I My Shortcuts dd Credit Card Processing g

Link Payment Senvice to Company File
B View Balances
Item List

R Faw te R it
B s Eavocks Peports Change ftem Prices

B Open Windows
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2. Select a customer from the Customer:Job drop down;

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Create Invoices]

= File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers

Main
€ P

Formatting Send/Ship Reports

a B & Bcrseacory @ & = Y/Ptister i

Find New Save Delete @BMemorize  MarkAs =~ Print Emad [ | EmalLater  Attach
v - Pending - = File
CUSTOMER.JOB | = CLASS > REETy Intuit Produ... ~

<Add New =
I nVO I Coop Customer.Job
Elevator Customer.Job
Customer.Job

Neiﬁnﬁr

Shortcuts =
= 1011872016 &

ite Reports

B Open Windows

@3 Tum on Payroli
@@ Accept Credit Cards

USTOMER MESSAGE

@ Order Checks & Tax Forms

’s‘ See Financing Options

save s close | [NEFNNNTVNN
Enter the invoice Date, Quantity, and type the Item Code or select from the menu. If you are

B2 & creste 5 Baten

Receive B Refund/Credit

Payments

[ Acd TimeiCosts
0.00
0.00

Clear

Name

SUMMARY

CUSTOMER PAYMENT

RECENT TRANSACTIONS

NOTES

using a downloaded company file template, preconfigured items are available for nearly all
income codes in the KFMA chart of accounts. If you do not see an item, it may be hidden.

Once an item is selected, QuickBooks will automatically fill in the Description. Edit Description
as needed and enter a Price Each. QuickBooks will calculate Amount by multiplying Quantity by

Price Each.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Create Invoices] - 0O %
= FEile Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers - &8 X
Main Formatting Send/Ship Reports
«» B B CreateaCopy 4@ G @ V Pntlater 0  Bacammeicoss B Ecreataban
My Shortcuts Eind New Save Delete @Bmemorize Mark As Print  Email Email Later Attach | B Apply Credits Receive B Refund/Credit
T T Pending v e File Payments
A Home
5 cusToMER:JoB KLl hlddy - CLASS - TEMPLATE m
AP My Company
F Income Tracker . . N I =
Invoice e
Bl 5ill Tracker 101812016 B |neighbor SUMMARY
INVCICE = Preferred delivery method
iy Open balance
@ Snapshets
0. NUMBER TERMS REP SHIP ViA FO.B
I My Shortcuts - ~ 10M8/2016 8 -
B view Balances QUANTITY | ITEM CODE DESCRIFTION RICE EACH | CLAS AMOUNT
M Run Favorite Reports 160 0328 -~ Haying 2000 - - 3‘200.00‘
B Open Windows < Add New = TOMER PAYMENT
* customer can not pay onlif
customer preferences
Do More With QuickB 0328 Service Haying
&3 Tum on Payroll RECENT TRANSACTION
“Your customer cant pay this invoice onling 11/3016 Payment
& Accept Credit Cards Turn on 3.200.00 10M8H6 Invoice - Faid
CUSTOME 25 0.00
2 Order Checks & Tax Forms - UE 3,200.00 NOTES
8ee Financing Options s —
, D MEMO Save & Close ‘ Save & New | Clear

4. Click Save & Close when finished.
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RECEIVE A CUSTOMER PAYMENT

When you receive a customer payment, QuickBooks will decrease Accounts Receivable (A/R) and
increase the balance in the Undeposited Funds account. QuickBooks uses this Undeposited Funds
account to track funds received that have not made it to the bank.

If you receive a customer payment, make certain that you complete the process by using Record

Deposit. If these customer payments are not handled properly, income may duplicated on profit
and loss reports.

1. From the Home Screen, select Receive Payments or click the Customers menu and select
Receive Payments.

2. Select the customer in the Received From drop down.

My Farm Name - QuickBooks Pro 2017 (vwa Accountant) - [Receve Payments] - 0O %
= File Edit View Lists Favorites Company Cu: Vendors Banking Reports Window Help Spedial Offers |- & x
Main Reports Payments Hoa
“» A X @@= 06 & © P o
Find New Delete Print  Emad Attach Look up A a
2 = = File Customerinvoice t K Add Credit Card
| Processing
 Customer Payment o0
FECE ou | 'l (s o o} [ — =] " -] | —— I
NT =Add New >
Coop Customer.Job
Elevator Customer.Job
I My Shortcuts 7 . Neighbor [} Customer.Job
B View Balances 4
M Run Favorite Reports
B Open Windows
v
Totals 0.00 0.00 0.00

AMOUNTS FOR SELECTED INVOICES
g Tum on Payroll

0.00
@ Accept Credit Cards 0.00

& Order Checks & Tax Forms

@ See Financing Options

L _ .. IS

3. Once you have selected a customer, QuickBooks will display a list of unpaid invoices for that
customer. When you enter a Payment Amount, it will place a checkmark in the far left column
of an invoice that matches the payment amount. If no invoices match the payment amount
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exactly, QuickBooks will apply partial payments starting with the oldest invoice. You can modify
how a payment is applied to an invoice by changing the amount in the Payment column.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Receive Payments] = 0O x
= File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers |- & x
Main Reports Payments £ oA
¢ , 2@ H =3 a @ % N Process payment @
Find New  Delete Print  Emad Aftach Look up Un-Apply Discounts And
= = ) File Customerinvoice ~ Payment  Credits Wit l
Processing
| Customer Payment =L
RECEVED FROM | Neighbor ]
Gt =— ===
gy " S2000 CREDIT
. CASH CHECK #-CHECK
11/30/2016) L] - A/
FEREN i | wnere does this payment go?
J | DATE dnBER
- (10182016 2 3,200.00 3,200.00 3,200.00 =
ports
B Open Windows
Totals 3,200.00 3,200.00 3,200.00
AMOUNTS FOR SELECTED INVOICES
o Tum on Payroll N DU 3.200.00
® Accept Credit Cards 3.200.00
& Order Checks & Tax Forms : 0.00
@) See Financing Options
I —————
4. If the Payment Amount is less than the total Amount Due on the selected invoices, an
Underpayment section will be displayed in the lower left corner of the Customer Payment
window.
My Farm Mame - QuickBooks Pro 2017 (via Accountant) - [Receive Payments] -0 x
= FEile Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers - 8 X
Main Reports Payments H oA
“» B X 8= 0 & B @
My Shortcuts Find New Delete Print  Email Attach Look up Un-Apply Discounts And O
T - File Customer/invoice Payment Credits i Credn_cam
2 Processing
Home
Customer Payment
RECE| FRCOM Neighbor -
= = = WORE
B Bill Tracker 3,000.00
' CASH cHeck | GEOT | ecHECK v
Calendar [11/20/2016] ]
RE Where does this payment go?
@ snapshots /
JA My Shoricuts S DATE (LMEER AT AT BOE BT
w 101182018 2 3,200.00 3,200.00 3,000.00
B View Balances
M Run Favorite Reports
B Open Windows
Totals 3,200.00 3,200.00 3,000.00
Do More With QuickBooks UNDERPAYMENT $ 200.00. AMOUNTS FOR SELECTED INVOICES
&3 Tum on Payrol . 3.200.00
‘ 3,000.00
& Accept Credit Cards -
0.00

= Order Checks & Tax Forms

’ See Financing Options

Save & Close

[ savesnew  |JEERY

If you select Leave this as an underpayment, QuickBooks will continue to show an open balance
for this customer. Select this option if you are unsure that the customer will pay the remaining

balance at a later date.
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5.

If you select Write off the extra amount, QuickBooks will prompt you to select an Account to
reflect the amount of the write off. Select an account that is similar to the income account on
the original invoice. Use this option if you know the customer will not pay the remaining

balance in the future.

arm Ma 3 2017 ( ccountant) - [Receive Payments] -0 x
= File Edit View Lists Favorites Company Cy Vendgrs E iy Banking Reports Window Help Special Offers - & X
Main Reports Payments HoA
¢+ B X @@= 0 & = @ prcempyment (=
Eind New Delete Print  Emad Aftach Look up Un-Apply Discounts And - o
= = File Customerfinvoice ~ Payment  Credits Add Credit Card
Processing
 Customer Payment 320000
ECEIVED FROM | Neighbor -
(70 -2 - =7 MORE
3,000.00 o =
CASH CHECK | peon #CHECK
11130/2016 =] DEBIT v
Where does this payment go”
T My Shorteuts 4 Write OF Amount
» 10182016 2 3.200.00 3.000.00 |
B View Balances [ 1 1 T
Wirite off $200.00 to
I Fun Favorie Report sccoun Farm Income 03200  Wachine ~
B Open Windows H hoose the right account? =
Totals Class o 3,200.00 3,000.00
UNDERPAYMENT ) AMOUNTS FOR SELECTED INVOICES
200,
@&§ Tum on Payroll _ 3.200.00
i 3,000.00
B Accept Credit Cards G
0.00
. Order Checks & Tax Forms VIEW CUSTOMER CONTACT INFORMATION
@ See Financing Options
Save & Close

If the Payment Amount is more than the total Amt Due on the selected invoices, an
Overpayment section will be displayed in the lower left corner of the Customer Payment

window.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Receive Payments] -0 x
= File Edit View Lists Favorites Company Cy Vendgrs Banking Reports Window Help Special Offers Y |- & x
Main Reports Payments oA
¢» B X B = 0 & BT P s @)
Find MNew  Delete Print  Emad Aftach Look up Un-Apply Diszounts And = -
= = File Customeriinvoice ~ Payment  Credits Add Credit Card
Processing
 Customer Payment 32000
RECENEL Meighbor -
o= =] | wone
250000 CREDIT
CASH CHECK «CHECK
: DEBIT
111302019 = =
Where does this payment go’
v
- 10182016 2 3,200.00 3,200.00 3.200.00i'*
B Open Windows =
Totals 3,200.00 3,200.00 3,200.00

@ Accept Credit Cards

& Order Checks & Tax Forms

@) See Financing Options

OVERPAYMENT

£ 300.00.

VIEW CUSTOMER CONTACT INFORMATION

Save & Close

AMOUNTS FOR SELECTED INVOICES

3.200.00
3.200.00

Clear

 Save & New
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If the overpayment is correct and is for additional goods or services, beyond the original
invoice, create an invoice for the amount of the overpayment and apply the overpayment to
that invoice in addition to the original invoice.

If the overpayment is an error and no additional work will be done for the customer, select
Refund the amount to the customer. When you save the customer payment, QuickBooks will
prompt you to create a check to issue the refund.

® ) @ 0 2017 (via Accountant) - [Receive Paym | -0 x
= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Spedal Offers |- & x
Main Reports Payments oA
@ P n Process payment
Find New Dy Issue a Refund PR i Card
essing
| C u sto r Arefund is due to Meighbor Issue this refund via Check - 3.200.00
RefundAmount  § 300.00 Account 5011 - Farm Checking  ~
Ne ——
Date 1302016 B RetChecko. |1101] Ending Balance  0.00
H
Address Neighbor Class =
B My Shortcuts 47 BT
» 1011872016 2 3,200.00 |~
B View Balances = | 4
M Run Favorite Reports Memo
B Open Windows :
3,200.00
To be printed
OVERPAYMENT “ f-ES
Cancel
@3 Tum on Payroll L 3,200.00
5= 3.200.00
@ Accept Credit Cards ® REFUND THE AMOUNT TO THE
0.00
& Order Checks & Tax Forms VIEW CUSTOMER CONTACT INFORMATION
% see Financing Options ———
Save & Close Save & Now Clear

If the overpayment is an error and you anticipate invoicing the customer in the future for
additional work, select Leave the credit to be used later.

When you create a future invoice for this customer and save it, QuickBooks will remind you that
you have credits available to be applied. Click Yes to apply available credits to the invoice.

= File Edit View Lists Favorites Company Cystomers Vendors Employees Banking Reports Window Help Spedial Offers

Main Formatting Send/Ship  Reports

@ P ’ E 2@ Create a Copy Q b =5 « PrintLater m B Add Time/Costs =] a Create a Batch

Find New Save Delete 0 Memorize Mark As Print  Email Email Later Attach q Apply Credits Receive B Refund/Cresit
- = - .

Pending = Fil Payments
cusTomer:jos LG -

cxss R o IO

Awailable Credits

Customer Transaction

This customer has available credits that can be applied to this invaice. Would

you like 1o apply those credits to this invoice now? SUMMARY

Invoice

Preferred delivery method
Open balance

_Do neot display this message in the future\

P My Shortcuts TEUTETT T

B View Balances

M Run Favorite Reports 50 0321 Trucking 4.00 200, ﬂﬂi

B Open Windows CUSTOMER PAYMENT

Your cuslomer can not pay onli

Edit customer prefarences

&3 Tum on Payroll RECENT TRANSACTION
Your customer can't pay this invoice online 1200116 In ]
& Accept Credit Cards Turn on 200.00 1173016 Paymant
MR EEIOE FRYMEN 0.00
&8 Order Checks & Tax Forms 200.00 NOTES
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Select the credit to apply by placing a checkmark in the left column. You can partially apply a
credit by changing the value in Amt to use. Click Done when you are finished.

My Farm Name - QuickBooks Pro 2017

017 (wa Accountant) - [Create Invoices]

= FEile Edit View Lists Favorites Company Cu Vendgrs E Banking Reports Window Help Special Offers
_ Pl < Main Formatting Sendgal Apply Credits
@ P ﬁ E 2@ INVOICE
My Shortcuts Eind Mew Save Deletd Customerlob Neighbor
N | nMumber 3 Amount Due
Date 1200172016 Discount Used
u.rsrm:gon Neighbor Original Amt. 200.00 Credits Used
Balance Due
Invoice e
AVAILABLE CREDITS
n J s - ... ————— T — S -
v | 11/30020.. 300.00 200.00
B My Shortcuts
B View Balances Totals 300.00 200.00

M Run Favorite Reports 50 0321

] Open Windows

&3 Tum on Payroll
6 Your cusiomer can't pay this|
@ Accept Credit Cards Turn on

@ Order Checks & Tax Forms

@ Ssee Financing Options

Of all the credits issued to this customer, only unused credits
applicable to this specific imvoice are displayed above.

PREVIOUSLY APPLIED CREDITS

g

Totals 0.00

0.00

Cancel

200.00
0.00
200.00
0.00

~ 100.00]*

100.00

Clear

0.00

Help

o &l creste 5 Baten

pive B Refund/Credat
nents

Customer

Transaction

SUMMARY

Preferred delivery method
Open balance

CUSTOMER PAYMENT

Your customer can not pay onlil

dit customer preferences

RECENT TRANSACTION
12001186 Inv
11130016 Pa

NOTES

RECORD A DEPOSIT

1. Onthe Home Screen, select Record Deposits. In QuickBooks 2017, the number in the red box
near the Record Deposits icon is the number of customer payments that have been received but

not deposited.

2. The Make Deposits window and Payments to Deposit window should both open automatically.
Place a checkmark in front of each customer payment that will be included in the deposit. You
can select payments from multiple customers at once. Click OK.

-
= File Edit View Lists Favorites Company Cf - &8 X
D - @ Previous SELECT VIEW
View payment method type All types * | What are payment method views? |
Deposit To
Sort payments by Payment Method -
Click Payme
SELECT PAYMENTS TO DEPOSIT
[
A
Y 11302016 PMT Neighbor 3,500.00

31

i ¥

Do More With QuickBooks To gatcash

: where you wj
o 0 Cash back
= pt Cred .
Orde ecks & Tax Forms 1 of 1 payments selected for deposit Payments Subtotal 3,500.00
Ch
15 Sefect All Sefect None i chas
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3. The selected customer payments are automatically entered on the Make Deposits window.
Select the appropriate bank account under Deposit To and change the Date as needed. You can
add additional lines to the deposit if needed. Click Save & Close.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] - 0 X

= File Edit View Lists Favortes Company Cystomers Vendors Employees Banking Reports Window Help Special Offers @ | - & x
Bl ¢ previous B Ned B Save & Prn v|qp.ymm @ History | @ Attach

Deposit To [Farm CheckinglRd Date (120012016 | Memo \Deposit

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

Neighbor 12000 - Undeposited Fu 3,500.00 &

B My Shoricuts

BB View Balances

Deposit Subtotal 3,500.00
To get cash back from this deposit. enter the amount below. Indicate the account
g where you want this money 10 go, such as your Pelty Cash account
g Tum on Payroll Cash back goes to Cash back memo Cash back amount
B Accept Credit Cards -
Deposit Total 3,500.00

@ Order Checks & Tax Forms

@) See Financing Options
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4.6 RAISED GRAIN OR HAY SALES

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] -0 x
File Edit View Lists Favorites Company C Vendors E Banking Reports Window Help Special Offers @ - & x
JoRPR ¢ Previcus ® Next B seve & Pring ~ | & payments @ History | @ Attach

DepositTo 5011-Farm .. = Date 10/15/2016 B Memo |Deposif

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

Elevator Farm Income:01700 - Grain:01720 - Com AS000@3@t 2016:16 Com 15.000.00

Elevator Farm Expense:05300 - Misc Crop Expense:05330 - Storage Storage 2016:16 Com -525.00

Elevator Farm Income:01700 - Grain:01720 - Com Moisture discou 2016:16 Com -300.00

Elevator Farm 05300 - Misc Crop Exp Grain Tax 2016:16 Com -100.00
P My Shortcuts
B View Balances
M Run Favorite Reports
B Open Windows

Deposit Sublotal 14,075.00

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

where you want this money to go, such as your Pefty Cash account
g Tum on Payroll Cash back goes to Cash back memo Cash back amount
B Accept Credit Cards

Deposit Total 14,075.00
& Order Checks & Tax Forms
Save & Close Save & New Revert

@) See Financing Options

If the sale includes an adjustment for storage, grain tax,

or a discount/premium (for moisture,

protein, foreign material, etc), enter discounts as a negative and premiums as a positive using the

following suggested ATIG codes:

Storage, grain tax, etc
Premium/discount

If you prefer more detail, use:
Storage
Grain Tax
Premium/Discount

05300
Use the same grain code used in the sale

05330
05300
Use the same grain code used in the sale

If you are using classes to allocate income and expenses between enterprises, make sure you select

the appropriate class in the class column.

If you are a KFMA member, enter the quantity, dollars per unit, and total weight in the memo

column using the format:

Aunits@dollars per unit@total weight™
Example: 15,000 bushels, $3.00 per bushel
A15000@3.00@4

Do not enter text, including “S” or “lbs”
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4.7 RAISED MARKET LIVESTOCK SALES

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] =0 %

File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers Gl | - & =

JoRPR ¢ Previcus ® Next B save & Pring ~ | &l payments (@ History | @ Attach
DepositTo 5011-Farm .. = Date 10/15/2016 B Memo |Deposif

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

Sale Bamn Farm Income:01100 - Beef, Raised01110 - Beef Feeder Steers 10@1.30@5500* 16 Cows 7.150.00 =

Sale Bam Farm Income:01100 - Beef, Raised:01120 - Beef Feeder Heilers “10@1.20@5000 16 Cows 6.000.00
Sale Bam Farm Expense:05100 - Misc Livestock 05130 - C Cor 16 Cows -262.00
Sale Bamn Farm Expense:04900 - Vet-Medicine-Drugs:04910 - Vet Sendces Vet 16 Cows -32.00
Sale Bamn Farm Expense:05100 - Misc Liveslock Expense05110 - Marketing Senices | Check off 16 Cows -20.00
Sale Bamn Farm Expense:05100 - Misc Liveslock Expense:05170 - Livestock Insurance  Insurance 16 Cows -40.00

P My Shortcuts | —

B View Balances

M Run Favorite Reports

B Open Windows =

Deposit Sublotal 12,795.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this maney to go, such as your Pefty Cash account

g Tum on Payroll Cash back goes to Cash back memo Cash back amount

B Accept Credit Cards

Deposit Total 12,795.00
& Order Checks & Tax Forms

Save & Close Save & New | Clear

@) See Financing Options

If a sale includes deductions such as commission, insurance, check off fees, veterinary, or yardage,
enter these as negative amounts on the deposit. Enter deductions using the following suggested
ATIG codes:

Commissions, yardage, insurance, check-off 05100
Veterinary 04900
Feed 04400
If you prefer more detail, use:
Commissions 05130
Yardage 05130
Insurance 05170
Veterinary 04910
Feed 04450
Check-off 05110

If you are using classes to allocate income and expenses between enterprises, make sure you select
the appropriate class in the class column.

If you are a KFMA member, enter the quantity, dollars per unit, and total weight in the description
column using the format:

Aunits@dollars per unit@total weight™

Example: 10 steers, 550 pounds each, $1.30 per pound
AMO0@1.30@55007

Do not enter text, including “S” or “lbs”
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4.8 RESALE MARKET LIVESTOCK SALES

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] -0 %
File Edit View Lists Favorites Company Ci Vendgrs  Empl Banking Reports Window Help Special Offers @ - & x
Bl < 4 Previous ® Next E Save =) Print - | ] Payments Q History | ‘ Attach
DepositTo ~| Date 03012016 @ Memo Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
Sale Bam Farm Income:06100 - Beef, Resale:06110 - Beef Feeder Steers, Resale *60@1.40@450004 2016:16 Beef B... 63,000.00 *
Sale Bam Farm Expense:05100 - Misc Livestock 05130 - C: issi C i55i 2016:16 Beef B... -1,260.00
Sale Bam Farm Expense 04900 - Vet-Medicine-Drugs:04910 - Vet Senices Vet 2016:16 BeefB... -120.00
Sale Bam Farm Expense:05100 - Misc Livestock Expense:05110 - Marketing Senvices  Check off 2016:16 BeefB... -60.00
Sale Bam Farm Expense:05100 - Misc Livestock Expense:05170 - Livestock Insurance  Insurance 2016:16 BeelB -120.00
B My Shortcuts
B view Balances
M Run Favorite Reports
B Open Windows v
Deposit Sublotal 51,440.00
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Pelty Cash account
oy Tumn on Payroll Cash back goes to Cash back memo Cash back amount
& Accept Credit Cards %
Deposit Total 51,440.00
& Order Checks & Tax Forms
Q‘ Sea Financing Options Save & Close . ;:ws !.NN | Revert

If a sale includes deductions such as commission, insurance, check off fees, veterinary, or yardage,
enter these as negative amounts on the deposit. Enter deductions using the following suggested
ATIG codes:

Commissions, yardage, insurance, check-off 05100
Veterinary 04900
Feed 04400
If you prefer more detail, use:
Commissions 05130
Yardage 05130
Insurance 05170
Veterinary 04910
Feed 04450
Check-off 05110

If you are using classes to allocate income and expenses between enterprises, make sure you select
the appropriate class in the class column.

If you are a KFMA member, enter the quantity, dollars per unit, and total weight in the description
column using the format:

Aunits@dollars per unit@total weight

Example: 60 steers, 750 pounds each, $1.40 per pound
re0@1.40@450007

Do not enter text, including “S” or “lbs”
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4.9 BREEDING LIVESTOCK SALES

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Make Deposits) - 0O %
= File Edit View Lists Favorites Company Cust Vendors Banking Reports Window Help Special Offers @ - & x
PRl € Previous ® Net [ Seve (O Print ~ | &3 Payments () History | @ Amach
DepositTo 5011-Farm.. = Date 09012016 B  Memo |Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
|Sale Bam .&.sset Sales:08100 - Beef Breeding, Sales:08180 - Purchased Cows .Cow"1@0.?0@1200*. | _16 Cows | 840.00J _
Sale Bam Asset Sales:08100 - Beef Breeding, Sales:08170 - Purchased Bulls Bull *1@.0.90@1800* 16 Cows 1,620.00
Sale Bamn Farm Expense:05100 - Misc Livestock E 05130 - C C i55i 16 Cows -49.20
Sale Bam Farm Expense:05100 - Misc Livestock Expense:05170 - Livestock Ins... Insurance 16 Cows -20.00
Sale Barmn Farm Expense:04900 - Vet-Medicine-Drugs:04910 - Vet Senices Vet 16 Cows -3.00
Sale Bamn Farm Expense:04400 - Feed Purchased 04450 - Custom Feeding Feed 16 Cows -40.00
P My Shoricuts Sale Bam Farm Expense:05100 - Misc Livestock Expense:05110 - Marketing Ser.. Check off 16 Cows -2.00
B View Balances
M Run Favorite Reports
B Open Windows
Deposit Subtotal 234580
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Pefty Cash account
@§ Tum on Payroll Cash back goes to Cash back memo Cash back amount
& Accept Credit Cards -
Deposit Total 234580
& Order Checks & Tax Forms
Q‘ See Financing Options Save & Close . Save & New Revert

If a sale includes deductions such as commission, insurance, check off fees, veterinary, or yardage,
enter these as negative amounts on the deposit. Enter deductions using the following suggested
ATIG codes:

Commissions, yardage, insurance, check-off 05100
Veterinary 04900
Feed 04400
If you prefer more detail, use:
Commissions 05130
Yardage 05130
Insurance 05170
Veterinary 04910
Feed 04450
Check-off 05110

If you are using classes to allocate income and expenses between enterprises, make sure you select
the appropriate class in the class column.

If you are a KFMA member, enter the quantity, dollars per unit, and total weight in the description
column using the format:

Aunits@dollars per unit@total weight
Example:1 cow, 1200 pounds, $0.70 per pound
AN @0.70@12007

Do not enter text, including “S” or “lbs”
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4.10 LANDLORD REFUNDS

INVOICE

Use this method to create an invoice to send to a landlord for their share of crop inputs. When
creating an invoice you may need to update the Description column to provide more detail. Use
additional Description lines to provide more detail if needed.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Create Invoices] =0 x

= File Edit View Lists Favorites Company Cust Vendgrs Banking Reports Window Help Spedial Offers €| - & x

Main Formatting Send/Ship Reports

& P ’ E 2@ a Create a Copy ° E =  PrintLater w E;-dd Time/Costs [ a Creale a Batch

Find New Save Delete @B Memorize Mark As Print  Email Emad Later atsch G Apply Credits Receive BB RefundiCredit
= = Pending = = File Payments

cusTomen-jos LELLLIG] - CLASS - R a5 Intuit Produ... ~

Customer EEEUEEL]

InVO]Ce 10152016 @ -L;nu..m et SUMMARY
12321 Gravel Road

Manhattan, KS 66502 Preferred delivery method

Open balance

P My Shortcuts - * 10152016 v

B View Balances

M Run Favorite Reports 160 0253 173 Starter fertilizer @ 165.65/acre 550 880,00 A
H Open Windows on wheat ground CUSTOMER PAYMENT

Your customer can not pay onll

.:-.'|Lll.'-'.-'."".",'Zln'-."i"‘..'E'b
¥
g Tum on Payroll RECENT TRANSACTION
= Your customer cant pay this invoice anline

@ Accep! Credit Cards O Tarw o §80.00

A ED 0.00
@8 Order Checks & Tax Forms

T BALANCE DUE 880.00 NOTES

Follow the steps in section 4.5 on page 45 to document receiving the payment and to record the
deposit in a bank account.

MAKE DEPOSITS

If you do not use QuickBooks to invoice a landlord, record the deposit using negative expense
account code when possible.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Make Deposits] - 0O %

= File Edit View Lists Favorites C Cust Vendgrs Empl. Banking Reports Window Help Special Offers o@ | - 7 x

DepositTo 5011-Farm.. =  Date 04/30/2016 B  Memo |Deposi{

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

Landlord Farm Expense:04500 - Seeds-Crop Insurance:04510 - Seed And Plants 13 seed 2016:16 Com 2,000.00 *
Landlord Farm E 105800 - Herbici icide:05810 - Herbi 113 chemical 2016:16 Com 500.00
B View Balances
M Run Favorite Reporis
B Open Windows
Deposit Subtotal 2,500.00

To get cash back from this deposil, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account

g Tum on Payroll Cash back goes to Cash back memo Cash back amount
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4.11 LoAN PROCEEDS

Record deposits from a loan using Record Deposits.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Make Deposits] - 0O %
= FEile Edit View Lists Favorites C Cu Vendgrs Empl. Banking Reports Window Help Special Offers - & X
@ Previous @ Nea [ Save £ Print al &l Payments () History | @ Attach
DepositTo 5011 - Farm - Date 10M7/2016 @  Memo Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
Big Bank 102101 - Operating Loan 25,000.00 4
B My Shortcuts
B View Balances
M Run Favorite Reports
H Open o v
Deposit Subtotal 25,000.00
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account
m§ Tum on Payroll Cash back goes to Cash back memo Cash back amount
& Accept Credit Cards
Deposil Total 25,000.00
& Order Checks & Tax Forms
Save & Close Save & New Clear
@ See Financing Options

4.12 CRrRoP INSURANCE PREMIUM WITHHELD

If premium is withheld from a crop insurance indemnity payment, enter the full indemnity payment
as a positive amount. On an additional line, enter the premium withheld as a negative number.
The net deposit should equal the amount of the check received.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] - 0O %
= FEile Edit View Lists Favorites Company Cuy Vendgrs Empl. Banking Reports Window Help Special Offers - & X

_ @ Previous % Net [ Save & Print = | & Payments (@) History | @ Attach

DepositTo 5011-Farm.. = Date 070012016 @  Memo |Deposit

My Shortcuts

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

Crop Insuranc... Farm Income:03110 - Crop Insurance 2016:16 Wheat 6,000.00 &

Crop Insuranc... Farm Expense:04500 - Seeds-Crop 04560 - Crop 2016:16 Wheat -2,500.00
I My Shortcuts
B View Balances
M Run Favorite Reports
B Open Windows v
Deposit Sublotal 3,500.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account

@ Tum on Payroll Cash back goes fo Cash back memo Cash back amount

@ Accept Credit Cards

Deposit Total 3,500.00
& Order Checks & Tax Forms

Save & Close . Save & New | Revert

@ See Financing Options
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4.13 DEFERRED PATRONAGE

Before entering a deferred patronage transaction, you must have a Coop deferred patronage
account (1068) setup in your chart of accounts. See page 28 for more information.

STATEMENT OF PATRONAGE REFUND and EQUITY DISPOSTION

PATRON

PATROMNAGE YEAR ENDING: 2015 ID: 222-22-2222 NAME: My Farm Name CHECK NO. 1482
PATRONAGE REFUND CALCULATION DISPOSITION OF EQUITY
BUSINESS DESCRIPTION RATE REFUND DESCRIPTION  PREVOUS BALANCE DISPOSTION NEW BALANCE
16,353:53 [FERTILIZER § 5i46 892:90 |COMMON STCK 1000:00 oo 1000300
34,694;30 [MERCHANDISE 4;87 168961 |PPD COM STK oo oo oo
00 |[PETROLEUM GALLONS 6i13 00 |DEFRRD PATR 8517:57 2388{71 10906328
7,443{30 |GRAIN BU PURCHASD 11i15 829:93 |PARTIC STOK oo oo oo
PPD PARTIC oo Lili} oo
DFR PARTIC oo oo 0o
P/U RETAIN oo oo 0o

DATE REFUND - CASH =DISPOSITIONS = PREVIOUS = NEW BALANCE
PREPARED BALANCE

4/10/2016 3,412344 1,023{73 2,388i71 9,517{57 11,906328

DETACH HERE AND KEEP FOR YOUR RECORDS

The full patronage refund is entered on the first line. The amount of the patronage that is deferred
is entered on the second line, as a negative value. The full patronage amount (the taxable amount)
will be reflected on any profit and loss reports. Entering the deferred patronage amount as a
negative will result in an increase in assets on the balance sheet. The Deposit Subtotal should equal
the cash portion of the patronage refund.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Make Deposits] - 0O x

= File Edit View Lists Favorites Company Ci Vendgrs Banking Reports Window Help Special Offers g | - & x

PRl @ Previous # Net [ Save o Print vianymenls &) History | d Attach
DepositTo  5011-Farm.. ~ Date 041152016 B  Memo Deposit

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

Coop Farm Income:03520 - Supply Cooperatives 341244 A

Coop 1068 02 - Coop Deferred Patronage -2,388.71
W My Shortcuts
B View Balances
M Run Favorite Reports
B Open Windows v
Deposit Subtotal 1,023.73

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

where you want this money to go, such as your Petty Cash account

m§ Tum on Payroll Cash back goes to Cash back memo Cash back amount

B Accept Credit Cards

Deposit Total 102373
& Order Checks & Tax Forms

Save & Close Save & New Clear

@ See Financing Options
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4.14 DEFERRED PATRONAGE RETIREMENT

Some cooperatives will pay out deferred patronage when patrons reach a certain age. In most
cases, these payouts are non-taxable as taxes were paid when patronage was deferred.

STATEMENT OF PATRONAGE REFUND and EQUITY DISPOSTION

PATRON
PATROMNAGE YEAR ENDING: 2015 10: 222-22-2222 NAME: My Farm Name CHECK NO. 1482
PATRONAGE REFUND CALCULATION DISPOSITION OF EQUITY

BUSINESS DESCRIPTION RATE REFUND DESCRIPTION _ PREVOUS BALANCE __ DISPOSTION NEW BALANCE
COMMON STCK 1000i00 oo 1000i00
PPD COM STK 00 oo 00
DEFRRD PATR 10906128 -698:78 10207:50
PARTIC STOK oo ao 0o
PPD PARTIC 00 0o 00
DFR PARTIC oo oo 00
P/U RETAIN oo lili} 00

REFUND - CASH =DISPOSITIONS +PREVIOUS = NEW BALANCE

PREPARED BALANCE

4/10/2016 oioo 698i78 -698i78 11,906i28 11,207i50

DETACH HERE AND KEEP FOR YOUR RECORDS

By selecting a balance sheet account (1068 02 Coop Deferred Patronage in this case), the refund
will decrease the balance in that account but the proceeds will not be reflected on any profit and
loss reports.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Make Deposits] - 0O x

= File Edit View Lists Favorites C Cuy Vendgrs loy Banking Reports Window Help Special Offers U@ | - & x

DepositTo 5011-Farm.. = Date 041152016 B  Memo |Deposit

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

Coop 1068 02 - Coop Deferred Patronage 69878 | _

B My Shortcuts

¥ View Balances

Deposit Subtotal 698.78

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

@§ Tum on Payroll Cash back goes to Cash back memo Cash back amount

® Accept Credit Cards

Deposit Total 698.78
& Order Checks & Tax Forms

Save & Close Save & New | Clear

@) See Financing Options
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4.15 CASH WITHHELD FROM DEPOSITS

Add an additional line (with a negative amount) to the deposit slip. Use a family living code for the
withdrawal.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Make Deposits] =0 X%

= FEile Edit View Lists Favorites Company Cust Vendors Banking Reports Window Help Special Offers

@ Previous @ Nea [ Seve & Print vi & Payments () History | @ Attach
DepositTo 5011-Farm.. = Date 11012016 B  Memo |Deposi|

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

2w EIVE ’ " V
W income Tt Crop Insurance Co Farm Income:03110 - Crop Insurance 2016:16 Com 12568.00 A
3 Cash 00500 - Family Living Expense -500.00
B My Shortcuts
B View Balances
M Run Favorite Reports
B Open Windows v
Deposit Subtotal 12,068.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account

x§ Tum on Payroll Cash back goes to Cash back memo Cash back amount

B Accept Credit Cards

Deposit Total 12,068.00
@ Order Checks & Tax Forms

Save & Close Save & New Clear
@ See Financing Options

If you use the Cash Back Goes To section at the bottom of a Make Deposits window, you must
select an equity account (like Owner Draws) You cannot select an expense account so the amount
withheld will not show up on a profit and loss report.

My Farm Name - QuickBo

= File Edit View Lists Favorites Ci Cy! Vendgrs  Empl. Banking Reports Window Help Special Offers U@ | - & x

ks Pro 2017 (wa Accountant) - [Make Deposits] - 0O %

@ Previous # Nea [ Save & Print ~ | & Payments @ History | @ Attach
DepositTo  5011-Farm.. ~ Date 11012016 B  Memo |Deposit

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

Crop Insurance Co Farm Income:03110 - Crop Insurance 2016:16 Com 12,568.00 &

B My Shortcuts
¥ View Balances
M Run Favorite Reports
v
Deposit Sublotal 12,568.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you wanl this money to go, such as your Petty Cash account
g Tum on Payroll Cash back goes to Cash back memo Cash back amount

30800 - Owners Draw = 500.00
@ Accept Credit Cards

Deposit Total 12,068.00

@ Order Checks & Tax Forms

Save & Close m Clear
@ See Financing Options
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5 RECORDING EXPENSES

5.1 WRITE CHECKS

The Write Checks window is just as it sounds. Write Checks can be used to record a transaction that
has already occurred (a hand written check) or to code expenses on a check you will print from
QuickBooks. Printing checks from QuickBooks is a very handy feature. See page 65.

1. Onthe Home Screen, click on Write Checks.

2. If you are printing checks from QuickBooks make sure that Print Later is checked. If you will be
entering a handwritten check, uncheck Print Later so the check number field is available. Enter
a check number (NO.) and Date and select a vendor in the Pay to the Order of drop down.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Write Checks - Farm Checking] -0 %
= File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers \ﬂ - & X
T

«» B B 3¢ Boeeocn & o 7] T O

My Shortcuts Find New Save Delete @BMemorize Print Select Enter  Clear Recakulate Reorder
- = File PO Time Spiits Rermanger C-_’f_el’s
BANK ACCOUNT | 5011 - Farm Checking v sonceascs 61,666.13
1006
= 11012016 W
Seed Cnmpan,{_ -
[ DOAESS
Seed Company

B My Shoricuts
B view Balances
M Run Favorite Reports
B Open Windows

Expenses $0.00 Mems $0.00
g Tum on Payroll 0.00
& Accept Credit Cards
& Order Checks & Tax Forms
@) See Financing Options save & Close [ Save & New Clear

3. If you enter a name that is not in the vendor list, QuickBooks will display Name Not Found. Click
Set Up to add detailed information about the vendor, including address, phone number, etc. To
add the vendor quickly, without detail, click on Quick Add.

My Farr ; ) untant) - [Wi ecks - Farm Checking] -0 x
Eile Edit View Lists Favortes Company Customers Vendors Employees Banking Reports Window Help Special Offers :q i
Main Reports Hoa
«» B B R Bowwocor G (e § B B B T O
Find Mew Save D r  Recaloulate Reorder i
3 Reminder Lieder
Checks

5011 - Far e Seed Company is not in the Name list.

To automatically add Seed Company to the Name list, click Quick Add
You can enter more detailed information later

To enter the detailed information now, click Set Up (usually not required)

One thousand and 00/1
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4.

If you selected Quick Add in step 3, select Vendor and click OK.

[} m Narmr - 0O x
= File Edit View Lists Favorites Ci Cy Vendors loy Banking Reports Window Help Special Offers @ | - & x
Main Reports HoA
> B B X Qoweecn G rmew g B O B T ©
Find Hew Save Delete Memorize Print Pay Onfine  Attach  Select Clear Retakulste Reorder
E = File PO Spiits Reranger Co_f_el’s

5011 - Farm Checking

Seed Company

B My Shortcuts

¥ View Balances

One thousand and 00100 = === =*sssssaananas

Select which type of name to add then click OK.

® \Vendor

T Customer
= Employee
= Other

Cancel

5. Enter the Amount of the check and click in the first row of the Account column. Click on the
down arrow to open a list of expense accounts or start typing the account number or account

name.
My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Write Ch - 0 %
..... i e Q- s x
04484 - Other Hay Expense 2 A
04485 - Com Silage Expense
04486 - Sorghum & Other Silage Expense 3 Q @ O
er Clear Recakulate Reorder -
04487 - Straw Expense me Spiits Reminder Cd__f::e"s
04488 - Cereal & Residue Pasture Expense
04489 - Temporary Pasture Expense 36.13
04510 - SeedAnd Plants Expense ]
04520 - Seed Cleaning Expense
04530 - Seed Treatment Expense
04540 - Germination Testing Expense SLLARS
04550 - Certification Expense '
04560 - Crop Insurance Expense
I My Shortcuts 04570 - Crop Consulting Expense
B view Balances 04580 - Measurement Fees Expense
M Run Favorite Re 04590 G =xp
B Open Windows 04600 - Fertilizer-Lime Expense
04610 - Mitrogen Expense
04620 - Phosphorous Expense
04530 - Potassium Expense L
@3 Tum on Payroll Farm Expense:04500 S = 1,000.00 - e
& Accept Credit Cards
@ Order Checks & Tax Forms v
@) See Financing Options ST saveabew | Clear
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6. Select a Class if the expense is a direct expense such as seed, chemical, fertilizer, cash rent, or
crop insurance.

B My Shoricuts
= View Balances

M Run Fa Reports

B Open Windows

& Tum on Payroll
& Accept Credit Cards
&8 Order Checks & Tax Forms

@) See Financing Options

7.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Write Chec

s - Farm Checking]

- 0 %
= File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers o@| - & x
Main  Reports HoaA
«* B B X Qo @ e g @R O B % 0
Find New Save Delete @BMemorize Print PayOnline  Aftath  Select Enter Clear Recakulate Reorder
= = File PO Time Spiits Reminder ~ Order
Checks
BANK ACCOUNT | 5011 - Farm Checking - ENDING BALANCE 61,686‘13
1006
D (11012016 B
i€ DRDER Seed Company - 5 1,000.00
One thousand and 0000 ** **#* s sssssasssanasasssansnssnsnnasnsnssnssss DOLLARS
Seed Company
Expenses $1,000.00 Rems $0.00
Farm Expense:04500 ... ~ 1,000.00 - 2016:16 Corj - =
<Add New >
2016
]

If an expense occurs regularly, memorize a check to either remind you or automatically enter

the transaction. Click on the Memorize button. Select a frequency and enter Next Date.

B My Shortcuts
B View Balances
W Run Favorite Reports

B Open Windows

g Tum on Payroil
@ Accept Credit Cards

& Order Checks & Tax Forms

@) See Financing Options

8. Click Save & Close.

[Write

Forly nd QOID0Y S* % & X ek & n s a xS ¥ A RN R RK RS AV M AR ERAR AR

¥ CCou 05 T king] - 0O %
File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers G| - & =
Main Reports oA
L s E % ) Create a Copy g Print Later @ EG (o) @ &
Eind New Save Delete (QMemorize Print Pay Online Atach Select  Enter Clear Recakulate Reorder
= Z Fie PO Time  Spits Reminder =~ Order
Checks
BANK ACCOUNT | 5011 - Farm Checking - e 18,015.52
NO 986
DATE |O7I01/2016 &
Internet Company - : 4000

Internet Company
Name |Intemnet Cdmpan){
® Add to my Reminders List
B ™ Do Mot Remind Me
) putomate Transaction Entry
Expenses $40.00 e
Farm Expense:05600 - Farm |

Cancel

HowCften  pMonthly -

MNext Date 080172016 @

Save & Closa Save & New Clear

64 ‘
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5.2 PRINT CHECKS

The Print Checks feature of QuickBooks allows you to enter a check to pay a bill or cover an
expense at the same time that you code or categorize the expense, saving a step when compared
to hand-writing a check then entering the check in QuickBooks.

1. If you have marked checks or bill payments to Print Later and would like to print them, from the
File menu select Print Forms>Checks...

My Farm Name - Q ks Pro 2017 (va Accountant) - [Home |
E TN Edit View Lists Favorites Ci Cu: Vendors Banking Repots Window Help Spedial Offers @ | - & x
New Company... Insights
Qpen or Restore Company.,
Open Previous Company ’ YENnoeS covea
Open Secong Company E E q % e
Back Up Company 4 Purchase Receive Enter Bills See Financing Chart of Inventary
Create Copy.. Orders Inventory Against Optiens Accounts Activities
Close Company Inventory & =
Switeh to Multi-user Mode @ fems &  Order Checks &
Utilties 5 Enter Bills Pay Bills Sendcas Tax Forms
Send Company File 13 CUSTOMERS oo
Eil Calendar
E Create Sales
Receipts =
Print Forms 1P, Accapl BA
= B3 Fayment Subs j Credil Cards
Printer Setup.
Send Forms... Credit Memos. % ﬁ &
Shipping »  Imvoices. ate Racae Record Reconcile
ces Payments Deposits
Update Web Sendices Labels. .
Paychecks ::]
Toggle lo Another Edition.. E %
Exit Pay Stubs.. é E
< Purchase Qrders. Statement Statements Refunds Write Check
Charges & Credils Checks Register
Sales Receipls.
oy Turn on Payroll 109951096 EMPLOYEES E
@ Accept Credit Cards i Print
Tum On Checks
@ Order Checks & Tax Forms Payroll
M) See Financing Options

2. Inthe Select Checks to Print window, enter the First Check Number and Click OK to begin

printing.

1T (wa Ac ant)

Banking Reporis Window Help Special Offers

= File Edit View Lists Favorites Ci Cu: Vendors

s

My Shortcits 2 VENDORS COMPANY
& ® = &
diL Purchase Receive Enter Bills See Financing Chart of Inventory
Orders uenton Jolicn aecons fctivities
=
BankAccount | 5011 - Farm Checking - First Check Number | 1000 Order Checks rChecks &
= x Forms
Select Checks to print, then click OK s
There are 3 Checks lo print for $4,655.38
7T ok e | Falendar
[“Jionszots  |erecsiccompanty —_ 12345 cancel
= 4 |1onsz01s John Deere Stealer 432165
Shortcuts Hedj
My Shovks v l1onsiz016 Parts Store 21028 .
B view Bals I&
Select All sconcile
Select Hone
B Open Windows
— - = &=
Statement Statements Refunds A
Write Check
Charges & Credits Checks Register
w§ Tum on Payroll EMPLOYEES E
B Accept Credit Cards i Print
Tum On Checks
Payroll

@ Order Checks & Tax Forms

1'« See Financing Options
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3. Select your printer and appropriate Check Style. Click Print. Click OK if all checks printed
correctly.

You have 3 checks to print for $4.655.38 e }

Purchase Settings Eonts Eorlial Page Inventory
Orders Activities
[T E T TR | exmark TE32 (MS) on 192.168.101.73 - Options... =
Cancel e Crra
Printer type: Page-oriented (Single sheels) s [Te;; ;uf:::
Help e
Mote: To install additional printers or to change port
assignments, use the Windows Conltrol Panel Logo
= Calendar
CHECK STYLE Mumber of copies: |1
@® Youcher (0 Standard 0 Wallet 7
Collate Signature
o] - Print company name and address.
= Use logo &
T Print Signature Image R
Check
Register
&g Tum on Payroll
& Accept Credit Cards = Prirt
Tum On Checks
& Order Checks & Tax Forms Payroll

E,« See Financing Options

5.3 BiiLLs

Accounts payable is an essential part of an accrual accounting system. The Bills feature of
QuickBooks is the foundation of accounts payable. It allows you to keep track of who you owe,
how much you owe and can remind you when bills are due.

Using bills adds an extra step when compared to simply writing a check as you will need to enter a
bill as well as enter a bill payment when the bill is due. Be aware that in order to take full
advantage of bills and accounts payable, you should plan on spending a little time every day (or
every few days), opening mail and entering bills in QuickBooks.

This effort can pay off in several ways. First, if you are printing check from QuickBooks the bill
payment process goes very quickly after entering bills. Second, you will be able to better project
short term cash flow which helps you plan sales or estimate borrowing needs. Finally, QuickBooks
can remind you of upcoming bill due dates so you are less likely to pay a bill late or forget one
entirely.

If you don’t have the time to commit or don’t see a high volume of bills, don’t worry. Using the
bills feature is optional. You can easily enter a check or credit card transaction as an alternative.

Purchase orders are closely connected to bills. They are often used when purchasing items that are
tracked in inventory to resell. The ability to use purchase orders is automatically turned on when
preferences are set to track inventory. Most farms won’t need to use purchase orders, so they will
not be covered in this manual.
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ENTER A BILL
1. From the Home Screen, click on Enter Bills.

2. Select the Vendor. Enter the Date the bill was received as well as the Amount Due and Due
Date. For most bills, you will use the Expenses tab to enter details from the bill. You can enter

multiple lines of detail.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Enter Bills] ==
= File Edit View Lists Favorites Ci y Cu Vendors Banking Reporis Window Help Special Offers o@| - & x
Main Reports o A
«* B B X Qoeeecr @ ¢ B B @
Find Mew  Save Delete Quemum Print Aftsch Select Clear Recalculate Pay
= - File PO Spiits Bl
@B O Cregt ¥ Bil Received Parts Stor
Vendor
Bill -
VENDOR | Parts Store = DATE 11012016 & SUMMARY
e Open balance 0.00
sporess | Parts Store iz POs 1o be received 0 |
AuOUNTDUE [235 64
P My Shortcuts EiiDus 11112016 @
B view Bal -
M Run Fan L=
B Open Windows RECENT TRANSACTION L
Expenses $235.64 | Mems $0.00
al Mach Repaii [ 23564 - L
=§ Tum on Payroll < Adkd Nw >
@ Accept Credit Cards
Farm Expense Expense
& Order Checks & Tax Forms 04200 - Repairs, Tools, Supplies Exmpense v NOTES &
2 Gene 3 al
,s. See Financing Options 04210 - General Mach Repair o
ear
|

3. Click Save & Close.

MEMORIZE A BILL

If you receive a bill that is due the same time every month and is for the same amount every
month, you can memorize the bill to save time in the future. Click on the Memorize button at the
top of the Enter Bills window. In the Memorize Transaction window, select Add to my Reminders
List and QuickBooks will remind you when the next bill date is approaching. Select a payment
frequency in How Often and enter the Next Date.

Memornize i0
@ Add to my Reminders List How Often  Monthly = Cancel
7 Do Not Remind Me Next Date 11/08/2016 E

7 Automate Transaction Entry
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ENTER A CREDIT

Use a credit when you return a purchase to a vendor and they apply the return to your account.

1. From the Home Screen, click on Enter Bills.

2. Select Credit in the upper left portion of the Enter Bills window.

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Enter Bills] O x
= FEile Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers [or ¢ | g X
Main Reports Hoa
«» B B8 X Qoeeecr & § B B @
Find New  Save Delate al.iemou:e Print Atach Select Clear Recalculate Pay
= = File PO Splits il
« Bill Received
Vendor
- x 10152016 @ SUMMARY
AuounT DUE (0,00
P My Shoricuts 100252016 &
= View Balances TERMS -
M Run Favorite Reports
B Open Windows RECENT TRANSACTIONS
Expenses $0.00 Mems $0.00
g Tum on Payroll
& Accept Credit Cards
&8 Order Checks & Tax Forms - HOTES
’ Lk ke Save & Close _sm& m Clear

3. Select a Vendor. Enter the Date of the return and the Credit Amount. Select the same Account
that was used to code the original purchase. For example, if the original purchase was coded

0421 Repairs, the return should also be coded 0421 Repairs.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Enter Bills] =0 %
= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers [oF ¢ | g X
Main Reports HoA
¢ B B X Qoo & @ &
Find New Save Delete @BMemorize Print  Attath Clear  Recalulste
¥ i File Spiits
T Bl @ Cregt
Vendor
SUMMARY &
Parts Store v 10152016 @ Open balance
POs lo be received
CREDIT AMOUNT 2'5 3%
P My Shoricuts
B View Balances
MW Run Favorite Reporis
= = Expenses $2536 Mems $0.00
B Open Windows RECENT TRANSACTION @
110118 Bill 564
- %3% - -8 s e
L L 10/15/M6 Cradit 2536
=Add New =
g Tum on Payroll
& Accept Credit Cards Farm Expense Expense
04200 - Repairs, Toals, Supplies Expense
& Order Checks & Tax Forms 04210 - General Mach Repair Expense 4

@) See Financing Options

NOTES

Revert
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PAyY BiLLs

From the Home Screen, click on Pay Bills.

Several options are available at the top of the Pay Bills window to filter the list of bills. Place a
checkmark in the left column of the bills that will be paid. If a credit is available from a vendor,
it will be displayed when you click on a bill. Click Set Credits to apply the credits to the bill.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Pay Bills] - 0O %
= File Edit View Lists Favorites C Cuy: Vendors Employ Banking Reports Window Help Special Offers @ | - & x
SELECT BILLS TO BE PAID
O D b =
T ug on or before m : .
@ Show all bills Filter By -
SotBY |Due Date -
[7|[11/11/2016  Parts Store 23564 0.00 0.00 23564 %
= 111172016  Eleclric Companty 123.45 0.00 0.00 12345
F 11112016 |John Deere Ste_. 432165 0.00 0.00 432165
v
Totals 4.680.74 0.00 0.00 468074
# My Shoricuts
B View Balances Clear Selections
M Run Fave teports DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
B Open Windows Vendor Paits Store Terms Number of Credits 1
Bill Ref, No. Sugg. Discount 0.00 Total Credils Available
Go to Bill Set Discount | ‘SetCredits |
PAYMENT
@3 Turn on Payroll
Date Method . Account
i @® To b 1
& Accept Credit Cards 10152016 ® Check - b.be primied 5011 - Farm Checking =
Assign checkUMDEr £ e potance $1.640.77
& Order Checks & Tax Forms
®) Ses Financing Options " Pay Selected Bils Cancel

3. When the Discounts and Credits window opens, available credits should be automatically

applied. You can choose which credits to apply by checking or unchecking in the far left
column. Click Done.

My Farm Na 2017 (wa Accountant) - [Pay Bills] - 0O X
= File Edit View Lists Favorites Company Ci Vendgrs Empl Banking Reports Window Help Spedal Offers Q@ | - & x
SELECT BILLS TO BE PAID Discount and Credits
© Due on or before
Show bills 2 3 s
® Show all bills Vendor Paris Store
Ref. No. Amount Due 23564
Date 1110172016 Discount Used 0.00
B = CaED NOSR | OriginalAmb 23564 Cradits Used e e
F 11112016  Paris Store Amt To Pay 210.28 .00 23564 |4
 11M12016  Elecric Cory b.00 12345
[F 111112016  John Deere| Discount Credits b .00 432165
v || 10M5/20... 2536 2536 0.00|*
e *
0o 468074
P My Shortcuts o
B View Bals Clear Selections Totals 2536 25.36 0.00
M Run F ports DISCOUNT & CREDIT INFORMATION Clear
B Open Windows Vendor Paitz Store 1
Bill Ref. No. = 25.36
Go to Bl Cancel Help
PAYMENT
3 Tum on Payroll
Date Method Account
@
& Accept Credit Cards 10M52016 @ Check =] 9. Jobe printey 5011 - Farm Checking =
assign checknUMBE ¢ ging Balance 61.640.77
& Order Checks & Tax Forms
#§) See Financing Options " Pay Selected Bills Cancel
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4. The Credits Used and Amount to Pay columns should reflect the applied credits.

y Farm Name - QuickBo (via Accountant) - [Pay Bills] ==

= File Edit View Lists Favorites Company Cystomers Vendors Employees Banking Reports Window Help Special Offers

SELECT BILLS TO BE PAID

@ Due on or before =]

Show bills — S
® Show all bills Filter By -
SoMBy Due Date -
Lp 1M1/2016  Parts Store 23564 oo & 2538 210.28
[~ 111172016  Eledric Companty 12345 0.00 e 0.00 123.45
=  MH12016  John Deere Ste.. 432165 0.00 0.00 432185
=
|
t L
Totals 4,680.74 0.00 2536 465538
P My Shortcuts
B View Be Clear Selections
M Run Favorit DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
B Open Windows Vendor Parts Store Terms Mumber of Credits o
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
g Tum on Payroll
Date Method e d Account
...... % To be printe iide
& Accept Credit Cards 10152016 B Check - 920 pritad 5011 Farm Checking -
a -
£SSIgN CNECKNUMBET £ ing Balance 61.666.13
& Order Checks & Tax Forms
@) See Financing Options Pay Selected Bills Cancel

5. Inthe payment section, enter a Date and select a Method. If you select Check, select To be
printed if you print check from QuickBooks. If you will hand write checks, select Assign check
number. Click Pay Selected Bills.

- O
File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help Special Offers @a - &
SELECT BILLS TO BE PAID
@ Due on or before
Show bills 3 ;
@® Show all bills Filter By p=
SonBY Due Date -
E : DATE DUE ENDCR E L .
[ 11112016  Parts Store 23564 0.00 2536 21028 &
[¥ 111172016  Eledric Companty 123.45 0.00 0.00 123.45
F 11112016  John Deere Stealer 432165 0.00 0.00 432165
v
Totals 468074 0.00 2536 465538
B My Shoricuts
B View Balances Clear Selections
T Run Favorite Reports DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
[~ [ — Vendor Paits Store Terms MNumber of Credils o
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credils
PAYMENT
g Tum on Payroll
Date Method aT Account
everte— . To be printed re— -
& Accept Credit Cards 10152016 @ Check e piimes 5011 - Farm Checking -

® jgssign checknumber ¢ g0 Balance 61.666.13

& Order Checks & Tax Forms

® s e o
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6. If you selected To be printed, the Payment Summary window will open. Click Print Checks to

proceed.
My Farr o at) - [ ] = [
Cuy Vendgrs iy Banking Reports Window Help Special Offers o@| - & x
ge Insights
Payment Summary
PAYMENT DETAILS )
Purchase Pagment Date 10/15/2016 art of Inventory
Orders Payment Account 5011 - Farm Checking ounts Activities
@ Payment Method Check } =
ms &  Order Checks &
Enter]  payments have been successtully recordad for the following 3 of 3 bills: naces Tax F’"‘s
1111172016 John Deere Stealer 432165 4 Calendar
111172016 Parts Store 210.28 l
v BA
B My Shos Total 465538 s
o
I View Baia ) B
M Run Fav Cra becord Reconcile
= o} {iow go | find and change a bill paymant? posits
Open Windows
You can print checks now or print them later from Print Forms on the File menu. g @
Vrite Check
hecks Register
3 Tum on Payroll Pay More Bills | Print Checks ]}| Done B
& Accept Credit Cards = ane
Tum On Checks
& Order Checks & Tax Forms Payroll
@) See Financing Options

7. Enter the First Check Number and Click OK to begin printing.

VENDORS
Purchase Recaive Enter Bills See Financing Chartof Inventory
Orders . T gt clivities
s to Print =
BangAccount |5011 - Farm Checking - First Check Number [1000 ] Order Checks r Checks &
x Forms
Select Checks 1o print, then click OK. .
There are 3 Checks to print for 54,655.38
S
| ¥ |10152018 Electric Companty 123-.4.5| cancel
¥ |101s2016 John Deere Stealer 432185
B My Shoricuts J Help
10/152016 Parts Store 210.28
B View Bala &
Smectal econcile
dect None
B Open Windows Select Nov
= — — =
Statement Statements Refunds Write Check
Charges & Credits Chiis Register
@y Tum on Payroll EMPLOYEES E
& Accept Credit Cards @ Print
Turn On Checks
& Order Checks & Tax Forms Payroll

{8 See Financing Options

Kansas Farm Management Association | Recording Expenses 71



FARMERS GUIDE TO QUICKBOOKS

8. Select your printer and appropriate Check Style. Click Print. Click OK if all checks printed

correctly.

ant)

ity Farm N

= File Edit View Lists Favorites Company Cystomers Vendors Employees Banking Reports Window Help Special Offers

You have 3 checks to print for $4.655.38
Purchase Settings Eonts Partial Page Inventory
Orders Activities
[T E T TR | exmark TE32 (MS) on 192.168.101.73 - Options... =
Cancel e Crra
Printer type: Page-oriented (Single sheels) s rTe; ;n.&:::
= Help e
L] Mote: To install additional printers or to change port
" assignmenis, use the Windows Confrol Panel Logo
Ja1] = Calendar
¢ CHECK STYLE Mumber of copies: |1
@® Youcher (0 Standard 0 Wallet @ Coliate NKING
Signature
B My Shortcuts = - Print company name and address.
B view Bala 14 Use logo [&
= Print Signature Image
M Run Favo Reconcile
Check
Register
&g Tum on Payroll
& Accept Credit Cards = Prirt
Tum On Checks
Payroll

& Order Checks & Tax Forms

%,1 See Financing Options

9. Ifyou selected Assign check number is step 5, enter a check number for each bill and click OK.
Click Done.

@ ) Bills) -0 xn
= File Edit View Lists Favontes Company Cuystomers Vendors Employees Banking Repords Window Help Special Offers o@|- 5 x
SELECT BILLS TO BE PAID
(o n
Show bills Due on or before
® Show all bills Filter By -
0.00 432165 %

[= 111112016  John Deere Stealer | PaymentAccount 5011 - Famm Checking

How do you want to assign check numbers?
£ Let QuickBooks assign check numbers
@ Let me assign the check numbers below

101152, @ John Deere Stealer 432165(* o

0.00 432185
¥ My Shortcuts
B view Bal 5 Clear Selections
M Run Favorite Reports DISCOUNT & CREDIT INFORMATION FOR HIGH "
B Open Windows Vendor John Deete Stealer -
f
ki L Cancel Help .00
Go to Bill
PAYMENT
g Tum on Payroll
Date Method . i Account
- 0 be printe; 3
& Accept Credit Cards 10152016 © Check . printed 5011 - Farm Checking -
@ assign checknumber ¢ co polance S
& Order Checks & Tax Forms it
Pay Selected Bills Cancel

&) See Financing Options
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5.4 UsING A LOAN REGISTER

Some Farm Credit operating loans are designed to be used in conjunction with a check book. When

a check clears, it increases the loan balance directly.

With a loan account in QuickBooks, you cannot use the Write Checks or Make Deposits windows
like you can with a bank account. There are two options to work with these loans in QuickBooks.

OopTION 1

1. Addthe account as a credit card account. This allows you to us the Enter Credit Card Charges
window as a way to write checks. You will be able to reconcile the account and move money

from a checking account to make a payment.

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Enter Credit Card Charges - FC LOC] -0 x
" File Edit View Lists Favorites Company Customers Vendgrs Employees Banking Reports Window Help Special Offers @ - & x
Main Reports oA
& P ’ E % Creste a Copy ﬂ @ Downioad Card Charges & E E
Find New Save Delete Bmemorize Attach Select Clear Recalculate
= File PO Spits
FCLOC w | (@ Purchase/Charge (O Refund/Credit 0.00
Credit Card Purchase/Charge
Coop {C} v DATE 071012016 ]
500.00
@ My Shortcuts
B View Balances
M Run Favorite Reports
B Open Windows Expenses $500.00 Mems $0.00 Ready to pay a credit card bill?
[Farm Expense0ds. ~ 500.00 - -
L ! {

2. Deposits into a Farm Credit LOC can be made by selecting Refund/Credit in the Enter Credit Card

Charges window.

Joe Farmer - QuickBooks Accountant Desktop 2017 - [Enter Credit Card Charges - FC LOC] -0 x
= FEile Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Window Help a - & X
=2
= ~
ompany or Help  ~ [NOEEEY Lt erors -
@ p a E }/‘g B create a Copy @ B8 Download Card Charges % @ Ej-
My Shoricuts Find New Save Delele ¢Memul\ze Aftach Clear Recalculate T
File Splts Transactions
L
Home
CREDITCARD | FCLOC = (0 Purchase/Charge ) Refund/Credit  ENDING BALANCE 0.00

""' My Company

® income Tracker

Credit Card Refund/Credit

FURCHASED FROM

?‘_ Bill Tracker Coop

i calendar

€ Snapshols

[ My Shortcuts

= View Balances

Expenses $50,000,00 ltems $0.00

W Run Favorite Reports B

Ready to pay a credit card bill?

06/25/2016 B

50,000.00

B open Windows Farm Income:01700 - Grain:01720 - .. =

0,000.00
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OPTION 2

1. Set the loan up as an Other Current Liability account. To enter transactions, you will need to
use the register for the loan. In the Chart of Accounts window, right-click on the loan and select
Use Register.

y Farm Name - QuickBooks Pro 2017 (via A ntant) - [Chart of Accounts]

= FEile Edit View Lists Favorites

Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers

- 102101 FC Operating L.ga Other Current Liability 2500000 B

= 94100 - Payroll Liabilities Other Current Liability 699.00

sFederal Other Current Liability 595.00
+04120 - Social Seq  1eW Other Current Liability 310.00
+ 94130 - Medicare * Edit account Other Current Liability 7250
Delete Account ll
+94190 - Federal In Other Current Liability 21250
+94140 - Retirement-g  Make Account Inactive Other Current Liability 0.00
404150 - Health Insurg 1 S1oMize Columns Other Current Liability 0.00
+94160 - Life Insurang  Write Checks Other Cument Liability 0.00
+94170 - Workman Co  Make Deposits Other Current Liability 0.00
a c -
+94180 - State Income Lo Credit Card Charges Other Current Liability 104.00
L] . Transfer Funds
My Shortcuts » 1027 05 - JOF - JD 8420 7 ) Long Term Liability 187,741.92
Make General Journal Entries
B View Balances « 1027 02 - CNH Capital - Reconcile Long Term Liability -31,987 55
M Fun Favorite Reports + 1027 01 - JO Financial - JEETEY TR Long Term Liability 121,957.82
B Open Windows + 1027 03 - MachineryLoa  AMtach Long Term Liability 0.00
+ 1027 04 - Real Estate Lc QuickReport 102101 - FC Operating Lo Long Term Liability 0.00
= 30000 - Opening Balance Equity Equity 997,923.88

2. This allows you to enter transactions directly to the loan. A check written will increase the loan
balance

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [1021 01 - FC Operating Loan]

File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Reports Window Help Special Offers -q - & X
§ Goto. | & Print.. | B2 Edit Transaction [B) QuickReport

10M1772018 Big Bank 25,000.00 25,000.00
DEP 5011 - Farm Checking
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5.5 RESALE LIVESTOCK PURCHASE

When entering a purchase of resale livestock, use an inventory account rather than a cost of goods

sold (COGS) account. For example, use 56110 (Beef feeder steers) rather than 07110 (Beef feeder
steers COGS).

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Wnte Checks - Farm Checking] =

x
= File Edit View Lists Favorites Company Ci Vendaors Banking Reports Window Help Specdial Offers 0] a S ®
Main Reports H oA
¢* B B X Qowercn @ mw g B O B % O
My Shortcuts Find New Save Delete @Bmemorize Print PayOnline  Atach ~ Select Enter Clear Recalculate Rearder
= - File PO Time Spiits Reminder pa’:ft’s
BANK ACCOUNT 5011 - Farm Checking - omssnce  B,015.62
1020
£ 121572016 @
THE ORDER OF Cattle Buyer - 3 99,000.00
Ninety-nine ANA00M00% ** % # %%+ 4 s ausasssansansnannansnnsnnsnnsnns DOLLARS
Caltle Buyer

B View Balances
M Run Favorite Reports
B Open Windows uewo [

Expenses $99,000.00 ltems 50.00

Turn on Payroll - .
e Resale Inventory. 56100 - Beef, Resale INV.56110 - Beel Feader St 99,000.00 *“120@1.5@66000" 2017:17 Beef Backgroundi | R
Y Gt | il o s 2 el A
& Order Checks & Tax Forms
@) See Financing Oplions a -
Save & Close Save & New Revert

If you are a KFMA member, enter the quantity, dollars per unit, and total weight in the memo

column using the format:

Aunits@dollars per unit@total weight®

Example: 120 steers, 550 pounds each, $1.50 per pound

A120@1.50@660007
Do not enter text, including “S” or “lbs”
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5.6 BREEDING LIVESTOCK PURCHASE

My Farm Name - QuickBooks Pro 2017 (va Accountant) - [Write Checks - Farm Checking]

-0 %
= File Edit View Lists Favorites Company C Vendors Banking Reports Window Help Special Offers @ - = x
Main Reports HoA
** B B XQowweeewy @ Pme g R O B B @ F O
Find New Save Delete ouem\:e Print Pay Online Aftach Select  Enler Clear Recakulate Reorder
> - File PO Time Spiits Reminder = Ov0er
Checks
BANK ACCOUNT | 5011 - Farm Checking - somssnce  8,016.62
1008
£ 04012016 &
TO THE ORDER OF | Bull Sale = 5 6,500.00
Six five hUNdred and D0/00® ** *# = s s s sssasssssssssnssssnsnssnsnssnns DOLLARS
B My Shortcuts Bull Sale
B View Balances
M Run Favorite Reports
B Open Windows uewo [
Expenses $6,500.00 ltems $0.00
@§ Tum on Payroll - -
Depreciable Assets: 09100 - Beef Breeding:09110 - Young Bulls 650000 *2@32250@2800" .
& Aok e insadatn;mntie iy i el asinval et sl S o i | bkt Nt it
@ Order Checks & Tax Forms
8 See Financing Options - .
Save & Close Save & New Revert

If you are a KFMA member, enter the quantity, dollars per unit, and total weight in the memo
column using the format:

Aunits@dollars per unit@total weight

Example: 2 bulls, 1,400 pounds each, $3,250 each
A2@3250@28007

Do not enter text, including “S” or “lbs”
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5.7 DEBT FINANCED CAPITAL ASSET PURCHASE

When machinery or equipment is purchased, the transaction often includes a trade-in and/or
financing. Use the example below as a guide to record the purchase.

Before entering the purchase, in the chart of accounts create a new long-term loan. See page 32.
DO NOT enter an opening balance.

i Tf Account Type Long Term Liability - Number |fhFEREE |

AccountName JDF - JD 9420R Tractor

Subaccount of -
OPTIONAL
Description
Account No.
Tax-Line Mapping  <Unassigned> ~ | Howdolchoose the right tax line?
Enter Opening Balance... Should | enter an opening balance?
Account is inactive Save & Close | Cancel

Down payment

Full price of new asset (including any financing fees)

Trade-in allowance on old asset

Payoff of loan on old asset

Interest due at payoff of loan of old asset (if interest is unknown entire payoff amount in D)
Proceeds from new loan

Tmoow®p
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R
E DELIVERED
N CASH PRICE
. ? : ;' Hours PRODUCT (Or Total
elmlo]e PRODUCT of IDENTIFICATION Lease
aQry |wlo|s|o (Give Model, Size & Description) Use NUMBER Payments)
1 X 2015 JOHN DEERE 9420R 4WD Tractor $285,000 (00 B
| [We) offer 1o sell, transfer, and convey the following items(s) at or prior to the time of delivery of the above Product, a5 a
“trade-in" to be applied against the cash price. Such item(s) shall be free and dear of all security agreements, liens, and
encumbrances at the time of transfer to you. The following is a description and the price to be allowed for each tem. TOTAL CASH PRICE $285,000 |00
Hours of PRODUCT
ary DESCRIPTION OF TRADE-IN Use IDENTIFICATON NUMBER AMOUNT
1 |New Holland T9.390 Tractor 2569 $215,000 J00| C
1 |Case IH 9180 Tractor 6522 $30,500 |00 C
TOTAL TRADE-IN ALLOWANCE $245,500 |00
PURCHASER TYPE MARKET USE 1. TOTAL CASH-PRICE $285,000 |00
9 Farm 15 Row Crop/Small Grain 2. TOTAL TRADE-IN ALLOWANCE $245,500 |00
COMMENTS: 3. TOTAL TRADE-IN PAY-OFF 5172969 |2 | D & E
4. BALANCE $212,469 |42
5. Delivery $0 |00
6. Finance Participation Fee 5272 (50 | B
7. Interest $0 |00
8. UCC Doc ion Fee $0 |00
9.
10.
11.
12. SUB-TOTAL
13. CASH WITH ORDER $25,000 [00| A
14, RENTAL APPLIED 50 |00
15. CASH DISCOUNT S0 |00
16. BALANCE DUE $187,741 92| F
The sum of all detail line items should equal the amount of the check written.
BANK ACCOUNT 5011 - Farm K_:hecklng - enoin Bacance  31,701.61
o 1009 -
o4E (0410172016 B
RRY TO THE ORDER OF | John Deere Dealer - s 25,000.00 A
T‘Neﬂ! five thousand and 00/100* *****sssssssssssnsnsannnnnnnsnwsnnnsnnnsws DOLA
ADDRES!
John Deere Dealer
wewo
Expenses $25,000.00 ltems $0.00
Depreciable Assets: 09600 - Motorized Equipment 285,272 50 |JD 9420R Tractor A

Depreciable Assets:09600 - Motorized Equipment
Depreciable Assets: 09600 - Motorized Equipment
1027 02 - CNH Capital - NH T9.390 Tractor

Farm Expense:04300 - Interest Paid:04370 - Int...
1027 05 - JOF - JD 9420R Tractor

-215,000.00 MNH T9.390 Tractor allowance
-30,500.00 CIH 9180 Tractor allowance
168,957.23 Payoff loan on old tractor

4,012.19 Interest on old loan

-187,741.92 Proceeds from new loan

Tmooon|lo:

Capital asset purchases without financing can be recorded like other expenses
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5.8 LOAN PAYMENT

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Whiite Checks - Farm Checking] - 0O %
File Edit View Lists Favorites Company Cust Vendors  Empl. Banking Reports Window Help Special Offers @ - &= x
Main Reports HoA

¢« B B X Qoweocoy @ (e B & B B ®F QO

Find MNew Save Delete Ql-iencn:r Print Pay Online Attach Select  Enter Clear Recalculate Reorder
= o Fibe PO Time: Spiits Reminder

BANK ACCOUNT | 5011 - Farm Checking - enome saance  6,701.61
998
ATE |08M5/2016
CNH Capital - 5 3564210

Thirty-five thousand six hundred forty-two and 10/10Q* = = * == =*==s=ssssnssnsnssarsans c

CNH Capital

I
B My Shortcuts
[ View Balances Expenses $35.642.10 Mems 50.00
M Run Favorite Reporis
Open Windows 1027 02 - CNH Capital - NH T9.390 Tractor 31,987.55
_Falm Ei.mense:o-ﬂﬂo Interest Paid:04370 - Intermedi.. | 3.?5-1 55 |

g Tum on Payroll
@ Accept Credit Cards

& Order Checks & Tax Forms
saveaClose GGl Clear

@) See Financing Options

5.9 SHORTCUT PAYROLL

This method is a shortcut to subscribing to the QuickBooks payroll service ($2-300 per year). For
most agricultural employers, the subscription is overkill. This shortcut method does require that
you have a basic understanding of payroll and that you have means of calculating paychecks, either
by hand or with a spreadsheet. If you are a KFMA member, a spreadsheet is available to assist in
payroll calculation.

This method works best for “simple” payroll but with a little effort, a savvy bookkeeper can handle
“complicated” payroll where you are deducting for health insurance, retirement plan contributions,
or other pre-tax deductions.

Consult your tax preparer if you have questions related to payroll. Payroll withholding mistakes
can be costly to fix.

The KFMA chart of accounts should include several Other Current Liability accounts that are used
to track payroll liability. These accounts are essential to this shortcut payroll method.

04110 Gross wages

04120 Employer’s share of Social Security

04130 Employer’s share of Medicare

94120 Combined employer and employee share of Social Security (entered as a negative)
94130 Combined employer and employee share of Medicare (entered as a negative)
94190 Federal income tax withheld

94180 State income tax withheld

OGmMMmMoOO®m P
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5011 - Farm Checking -

ROF | Bill Employee

Two thousand forty-one and 251007 ** " **# s sssessanannanns

16,059.51
1015
OAE 1111022016 B
- s (204125

Expenses $2,041.25 ltems $0.00

Farm Expense:04100 - Labor Hired:04110 - Wages

A 250000
Farm Expense:04100 - Labor Hired:04120 - Social Security Tax B 155.00
Farm Expense:04100 - Labor Hired:04130 - Medicare Tax C 36.25
94100 - Payroll Liabilities: 94120 - Social Security Tax D -310.00
94100 - Payroll Liabilities: 94130 - Medicare Tax E -72.50
94100 - Payroll Liabilities:94190 - Federal Income Tax F -212.50
94100 - Payroll Liabilities: 94180 - State Income Tax G -55.00

5.10 PAYING PAYROLL LIABILITIES

Save & Close

Save & New

Clear

>

1. Open the chart of accounts (Lists>Chart of Accounts) and scroll until you find the Payroll

Liabilities accounts.

2. To determine your federal liability, right-click on Federal and select QuickReport: Federal.
Right-click on State Income Tax and select QuickReport for your state liability.

- 0O %X
— File Edt View Lists Favorites Company Customers Vendors Employees Banking Reporis Window Help Special Offers Q) a P -
+ 94100 - Payroll Liabilities Other Current Liability 1,256.65 i
- Federal Other Current Liability | 1,152.65|
+94130 - Medicare Tax Find... Other Current Liability 138.20
+94120 - Social Security T; Other Current Liability 595.20
+94190 - Federal Income | New Cther Current Liability 41825 l
294140 - Refirement-Other | CotAccount Other Current Liability 0.00
+94150 - Health Inswrance | o 1 Account Other Current Liability 000
+94160 - Life Insurance Make Account Inactive Other Current Liability 0.00
+94170 - Workman Compeng _ CUStomize Columns Other Current Liability 0.00
+ 94180 - State Income Tax Write Checks Other Current Liability 104.00
+ 1027 05 - JOF - JD 9420R Trag  Make Deposits Long Term Liability 187,741.92
+ 102702 - CNH Capital-NHTg  Enter Credi Card Charges Long Term Liability -31,987.55
+102701- JDFinancial - JD 861 |1oorc! Funds Long Term Liability 12195782
Make General Joumnal Entries
= 1027 03 - Machinery Loan Reconcile Long Term Liability 0.00
+ 1027 04 - Real Estate Loan Use Register Long Term Liability 0.00
+30000 - Opening Balance Equil  Attach Equity -109.371.84
= 30800 - Owners Draw Equity 0.00
s + 32000 - Owners Equity T Equity
&4 Tum on Payroll + Farm Income Incoma
+01100 - Beef, Raised Income
REY eEe LT +01110 - Beef Feeder Steers Income
& Order Checks & Tax Forms +01110" - Beef Feeder Steers, Raised Income
+01120 - Beef Feeder Heifers Income v

@) See Financing Options

Account ¥ | Activities

Reports | v

Attach Include inactive
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3. Change the date range of the report to reflect the appropriate payroll month. Print this report
or write down each of the liability account balances.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Account QuickReport] -0 x
= File Edit View Lists Favorites Company Cust Vendars E i1 Banking Reports Window Help Special Offers @ - 5 x
Customize Report Comment on Report Sha mpla Memorize Print ¥ E-mail v Excel v Hide Header Refresh
Dates  Custom ~ From 100012016 @ To 10312016 & Sortsy [T

Show | Applied Filters

331PM My Farm Name
mane Account QuickReport
Accrual Basis As of October 31, 2016
= Type Date Hum Name Memo Split Amount Balance
IR IR RN 94100 - Payroll Liabilities 0.00
H Calendar Federal 0.00
94120 - Social Security Tax 0.00
A o 3 Check 10102016 1006 Bl Erplyee 5011 - Farm €. 28520 28520 4
I My Shortcuts Total 94120 - Social Security Tax 28520 285.20
B view Balances 94130 - Medicare Tax 0.00
I Run Favorite Reports Check 10102016 1006 Ba Employee 011 -FarmC. &8.70 8570
Total 94130 - Medicare Tax 8670 86,70
Ll 94190 + Federal Income Tax 0.00
Check 10102016 1006 Bl Employee 5011 - Farm C 575

Total 94190 - Federal income Tax

Total Federal
o Tum on Payroll Total 84100 - Payrol Liabiltes 557,65
TOTAL 557.65

& Accept Credit Cards
& Order Checks & Tax Forms

@) See Financing Options

4. From the Home Screen, select Write Checks.

5. Select the payroll liability accounts as the expense details and enter the amounts from the
liability report in step 3.

My Farm Name - QuickBooks Pro 2017 (via Accountant) - [Wnte Checks - Farm Checking] -0 x
= File Edit View Lists Favorites Company Ci Vendors Banking Reports Window Help Special Offers el - & =
Main Reports oA
B =l Prinit Later [
2 B B X Qomeocw g 0 B O i % ©
Find New  Save Delete °uemonze Prink Pay Cnline Aftach Select  Enter Clear Recalculate Reorder
= = File PO Time  Spits Reminder =~ Order
Checks
ona (801 FamCheding - 12,148.96
T———
CATE | 1111572016 8
PAY TO THE ORDER OF | EFTPS - 5 |557.65
Five hundred fily-Seven and 65/100" 122222 sssssssnssassssanassnssnrsarannnn DOLLARS
ADDRESS
EFTPS
BB View Balances
W Run Fe
B open EuD
Expenses $557.65 | Nems 50.00
o3 Tum on Payroll A N oL
94100 - Payroll Liabilities Federal 94120 - Social Security Tax 28520 A
9 Accept Credit Cards 84100 - Payroll Liabilities Faderal 84130 - Medicare Tax 66.70 l
& Order Checks & Tax Forms 94100 - Payroll Liabilities-Federal-84 190 - Federal Income Tax 20575
v
@) See Financing Options
Save & Clgge |m:’lm Clear

Consult your tax preparer if you have questions related to payroll. Payroll withholding mistakes
can be costly to fix.
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©6 RECONCILING ACCOUNTS

Reconciling bank accounts is critical to accurate recordkeeping. Reconciliation insures that all
transactions amounts are entered correctly. DO NOT skip this step!

VERY BIG BANK
9876 FAKE STREET

MY FARM NAME
1234 FAKE STREET
MANHATTAN, KS 66502

Checking Summary

MANHATTAN KS 66502 1-800-222-2222

CHECKING ACCOUNT STATEMENT
Page:10of1

Account No.
0005-
123-456-7

Statement Period |
12-16-15 to 01-15-2016

INSTANCES AMOUNT
Beginning Balance $50,000.00
Deposits and Additions 1 3,000.00
Checks Paid 4 16,042.35
Other Withdrawals, Fee & Charges 0 0.00
Ending Balance $36,957.65

12-16 Previous Balance 50,000.00
01-03  Check 989 15,000.00 35,000.00
01-05  Deposit 3,000.00 38,000.00
01-06 Check 990 115.49 37,884.51
01-10  Check 991 567.89 37,316.62
01-12  Check992 358.97 36,957.65
01-15  Ending Balance 36,957.65
***TOTALS*** 16,042.35 3,000.00

1. From the Banking menu, select Reconcile.

2. Enter the Ending Balance and Statement Date from the bank statement. QuickBooks will carry
over the ending balance from the last reconciliation and automatically enter it as the beginning
balance.

Begin Reconciliation

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

Account 5011 - Farm Checking - | 1astreconciled on 01/31/2016. hecks &
orms
Statement Date 01152016 @
Beginning Balance 50,00000  Whatif my beginning balance doesnt match my statement?
landar
Ending Balance 36,957 .65

Enter any sendce charge or interest eamed.

B My Shoricuts

B View Balances Senice Charge Date Accgunt Class
0.00 01/152016 & > v 3

M Run Favorite Reports oncile
Interast Eamed Date Account Class
000 | |01152016 ® - T B

Locate Discrepancies Undo Last Reconciliation Cancel Help

@3 Tum on Payroll EMPLOYEES

Print
Turn On Checks
Payroll

B Accept Credit Cards

& Order Checks & Tax Forms

) See Financing Options
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3. Work methodically through the bank statement. For each transaction on the bank statement,

click on that transaction in the reconcile window to mark it as cleared.

My Farm Name - QuickBooks Pro 2017 {va Accountant) - [Reconcile - Farm Checking] - 0O X
= File Edit View Lists Favorites Company C: Vendgrs E Banking Reporis Window Help Special Offers @) - & x
For period: 01/15/2016 ¥ Hide transactions after the statement’s end date
Checks and Payments _Deposits and Other Credits
| # © DATE = = | o i DATE & HI W

1273012015 - 15,000.00 0110572016 Deposit DEP 3,000.00

011032016 990 Electric Coffipany 11549

01082016 991 Coop {V} 567.89

01/09/2016 992 Parts Store 358.97

0111412016 993 Parts Store 689.24
B View Bala
M Run Favo ports
B Open Windows

# Highlight Marked Mark All Unmark Al GoTo Columns to Display...
@ Tum on Payroll Beginning Balance 50,000.00 Modify Senvice Charge 0.00
Items you have marked deared Interest Eamed 0.00
& Accept Credit Cards 0 Deposits and Other Credits 0.00 Ending Balanca 36,957.65
1 Checks and Paymenis 15,000.00 Cleared Balance 35,000.00

& Order Checks & Tax Forms Difference 1,957.65
8 See Financing Options Reconcila How Leave

Once you have worked through all transactions on the bank statement, review the Difference
amount in the lower right corner of the Reconcile window. If Difference is not zero, there is a
transaction missing, a duplicate transaction, or the amount of a transaction was entered
incorrectly. To edit a transaction, click on it and click the Go To button. When you have
finished editing a transaction, click Save & Close to return to the Reconcile window. If the
difference amount is a multiple of 9, look for transposed numbers (98 instead of 89).

My Farm Name - QuickBooks Pro 2017 (wa Accountant) - [Reconcile - Farm Checking] =0 x
= File Edit View Lists Favontes Company C Vendgrs E Banking Reporis Window Help Special Offers \‘Ja o L
For period: 01/15/2016 ¥ Hide transactions after the statement’s end date
Checks and Paymenis Deposits and Other Credits
| o E & : o o
¥ 1273002015 989 Coop {V} 15,000.00( ¥ |0105/2016 Deposit DEP 3.000.00
010312016 390 Electric Company 115.49
01/0872016 291 Coop {V 567.98
|
7 lownero16 a92 Parts Store 35897
01/14/2016 993 Parts Store 689.24
B My Shoricuts
= view Balances
M RunF ports
B Open Windows |
2 Highlight Marked Mark Al Unmark All | Go r-h [ Columns to Display...
@ Tumn on Payroll Beginning Balance 50,000.00 Modify Senice Charge 0.00
Items you have marked cleared Interest Eamed 0.00
& Accept Credit Cards 1 Deposits and Other Credils 3,000.00 Ending Balance 36,957.65
4 Checks and Payments 16,042.44 Cleared Balance 36,957.56
& Order Checks & Tax Forms Difference 0.09
,9. See Financing Options Reconcile How | Leave
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5. If Difference is zero, the bank account is balanced to the bank statement. Click Reconcile Now

to finish.
My Farm Name - QuickBooks Pro 2017 {via Accountant) - [Reconcile - Farm Ct S =
= File Edit View Lists Favorites Company Cystomers Vendgrs Employees Banking Repors Window Help Special Offers @a e P
For period: 01/15/2016 ¥ Hide transactions after the statement's end date
Checks and Payments ! Deposits and Other Credits
[t oare « F cHicw i pAvEE § AMOUNT | « i par CHIC W AMOUN
< lizooots Joeo Coon 1 e [ Jomszons | esostJoee [ s0o0cd
¥ |o10312016 990 Electric Company 115.49
 lo1narzo16 991 Coop {V} 567.89
01/09/2016 ¥ Parts Store
01/14/2016 993 Parts Store 689.24
B Open Windows
# Highlight Marked Mark Al Unmark Al GoTo Columns to Display...
&g Tum on Payroil Beginning Balance 50,000.00 Modity Senvice Charge 0.00
Items you have marked cleared b Interest Eamed 0.00
& Accept Credit Cards 1 Deposits and Other Credits 3,000.00 Ending Balance 36,957.65
4 Checks and Payments 16,042.35 Cleared Balance 36,957.65
& Order Checks & Tax Forms Difference 0.00
See Financing Options | Reconcile Now N‘l Leave

6. You will have a chance to View or Print a Reconciliation Report. Select Summary, Detail or Both
and click Display to view the report.

ile cking] -0 x
Help Special Offers o@l - s x
For period: 011152016 & Hide transactions after the statement's end date
Checks and Payments Deposits and Other Credits
/% DATE Y e = AR = DA e e = e
Congratulations! Your account is balanced. All marked items
have been deared in the account register
Select the type of reconciliation report you'd like to see.
© Summary
@ Detail
©gon
To view this report at a later time, selectthe Report menu,
= = display Banking and then Previous Reconciliation
n Windows
< Highlight Marked Print... Close Go To Columns to Display..
g Turn on Payroll Beginning Balance 36,957.65 Modity Service Charge 0.00
Items you have marked cleared e Interest Eamed 0.00
& Accept Credit Cards 0 Deposits and Other Credits 0.00 Ending Balance 36,957.65
0 Checks and Payments 0.00 Cleared Balance 36,957.65
& Order Checks & Tax Forms Difference 0.00
See Financing Options Reconcile How | Leave
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7/ REPORTS

One strength of QuickBooks is reporting. There are multitudes of built-in reports available,
probably far more than you will ever need. If you are diligent about working in QuickBooks, the
reports will give you an indication of farm performance as well as provide accurate information for
your KFMA economist or your tax preparer. Below are a few examples of some of the more useful
reports in QuickBooks.

For any report, select a meaningful date range using the Dates drop down, or by manually entering
the From and To dates. Click the Customize Report button to customize the report even more.

Customize Report Comment on Report Share Template Memorize Prinf v E-mall v Excel v Hide Header  Collapse Refresh
[oE -3 This Fiscal Year ~ From 01/01/2016 @ To 12/31/2016 @ ShowColumns Total only * SortBy Default -
Show | This Week ~

Sk This Week-o-date

58 AN

e 2" s Monih My Farm Name

This Month-to-date Profit & Loss
Accrua January through December 2016

This Fiscal Quarter
This Fiscal Quarter-to-date

Income/Expense
This Fiscal Year = l

This Fiscal Year-to-Last Month

Jan - Dec 16

wrm Income
This Fiscal Year-to-date 01100 - Beef, Raised
Yesterday 01110 - Beef Feeder Steers, Raised b 14,350.00 4
Last Week 01120 - Beef Feeder Heifers, Raised £,000.00
Last Week-to-date Total 01100 - Beef, Raised 20,350.00
Last Month 01700 - Grain
Last Month-to-date 01720 - Corn 32,700.00
Last Fiscal Quarter Total 01700 - Grain 32,700.00
Last Fiscal Quarter-to-date 03110 - Crop Insurance 11,000.00
03200 - Machine Work

LastFiscal Year

03210 - Trucking 200.00
LastFlacal Yearlo-date 03230 - Combine 25,000.00

If you see this window when opening a report, check “Do not display...” and click OK.

o QuickBooks combines (collapses) multiple items in a
transaction into a single line on the report.

If you want to display the detail associated with a transaction, click Expand
on the report toolbar

Do not display this message in the future

If you have customized a report that you will want to see again later, click the Memorize button to
save the report for easy access later.

Customize Report Comment on Report Share Tempiat Memorize Print v E-mail v Excel v Hide Header  Collapse Refresh
Dates IR A - From 01012016 @ To 12312016 | ShowColumps Totalonly - SortBy Defaul 1

Memorize Report

rm Name
IProfit & Loss!
YCLTProfit & Loss] & Loss
Save in Memorized Report Group: + |ah December 2016

Jan - Dec 16
Share this report template with others

[__ox JCEY

- >
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7.1 QUICKREPORT

In any list (chart of accounts, customers, vendors), right-click on a list item and select QuickReport
to see a list of current year transactions related to that item. QuickReports are very handy.

+03110 - Crop Insurance Income
+03120 - Weather Insurance - Crop Income
- 03200 - Machine Work Income '
203210 - Trucking ol Income
+03220 - Tractor Income
+03230 - Combine sy Income
Edit Account
+03240 - Tillage Delete Account Income
+03250 - Planting Income
+03260 - Spraying Make Account Inactive Income
Customize Columns..
+03270 - Irigation Equipmer Income
+03280 - Haying Equipment  \Write Checks Income
203290 - Processing-Handliy "2 "® DePOSHS Income
Enter Credit Card Charges
03300 - Breeding Fees Income
Transfer Funds
+03310 - SidFees Make General Journal Entries. .. Income
+03320 - Artificial Inseminalit  Reconcile Income
+03500 - Patronage Dividends Income
+03520 - Supply Cooperatives =~ Altach Income
ORI uciRepor 03200 chine Work | income
+03610 - Direct Payments Income
Show | Applied Filters
My Farm Name
Account QuickReport
Accrual Basis January through December 2016
Type Date Num Name Memo Split Amount
Farm Income
03200 - Machine Work
03210 - Trucking
» Invoice 1200172016 3 Neighbor Trucking 11000 - Acco. 200.00 4
Total 02210 - Trucking 200.00
03230 - Combine
Deposit 07012016 Neighbor Deposit 5011 - Farm C. 25.000.00
Total 03230 - Combine 25,000.00
03280 - Haying Equipment
Invoice 10182016 2 Neighbor Haying 11000 - Acco, 3.200.00
Total 02280 - Haying Equipment 3,200.00
Total 03200 - Machine Work 28,400.00
Total Farm Income 28,400.00
TOTAL 28,400.00

In a report, when the mouse pointer turns into a magnifying glass, you can double click to open an

additional report showing the detail of that line.

Jan - Dec 16
¥ Ordinary Income/Expense =
¥ Income l
¥ Farm Income
¥ 01100 - Beef, Raised
01110 - Beef Feeder Steers, Raised p 14,350.00 4
01120 - Beef Feeder Heifers, Raised 6,000.00
Total 01100 - Beef, Raised 20,350.00
¥ 01700 * Grain
01720 - Corn 32,700.00
Total 04700 - Grain 32,700.00
03110 - Crop Insurance 11,000.00
¥ 03200 - Machine Work
03210 - Trucking 200.00

Reports | Kansas Farm Management Association
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7.2 PROFIT AND LOSS STANDARD

The profit and loss report is a picture of farm performance over a period of time.

Menu: Reports>Company & Financial>Profit & Loss Standard

Show | Applied Filters
My Farm Name
Profit & Loss
Accrual Basis January through December 2016
Jan - Dec 16
¥ Ordinary Income/Expense
¥ Income
¥ Farm Income
¥ 01100 - Beef, Raised
04110 - Beef Feeder Steers, Raised b 14,350.00 4
01120 - Beef Feeder Heifers, Raised 6,000.00
Total 01100 - Beef, Raised 20,350.00
¥ 01700 - Grain
01720 - Corn 32,700.00
Total 01700 - Grain 32,700.00
03110 - Crop Insurance 11,000.00
¥ 03200 - Machine Work
03210 - Trucking 200.00
03230 - Combine 25,000.00
03280 - Haying Equipment 3,200.00
Total 03200 - Machine Work 28,400.00
03520 - Supply Cooperatives 341244
¥ 06100 - Beef, Resale
06110 - Beef Feeder Steers, Resale 63,000.00
Total 06100 - Beef, Resale 63,000.00
Total Farm Income 158,852.44
Total Income 158,862 44
Gross Profit 158,852 44
¥ Expense
¥ Farm Expense
* 04100 - Labor Hired
04110 - Wages 4,800.00
04120 - Social Security Tax 297 60
04130 - Medicare Tax 69.60

- >
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7.3 PROFIT & Loss DETAIL

This report is similar to profit & loss standard, but with detail for each income or expense account
rather than a summary.

Menu: Reports>Company & Financial>Profit & Loss Detail

Show | Applied Filters

My Farm Name
Profit & Loss Detail
Accrual Basis January through December 2016
Type Date Num Name Memo Class Cir Split Amount Balance
Ordinary Income/Expense
Income l
Farm Income
01100 - Beef, Raised
01110 - Beef Feeder Steers, Raised

b Sales Receipt 10152016 Sale Barn Beef Feeder, 2016:16 12000 - Unde. 7.200.00 7,200,00 4
Deposit 101572016 Sale Barn “M0@1.30@. 2016:18 5011 - Farm C 7,150.00 14,350.00
Total 01110 - Beef Feeder Steers, Raised 14,350.00 14,350.00
01120 - Beef Feeder Heifers, Raised
Deposit 101152016 Sale Barn *10@1.20@. 2016:16. 5011 - Farm C 8,000.00 6,000.00
Total 01120 - Beef Feeder Heifers, Raised £,000.00 £,000.00
Total 01100 - Beef, Raised 20,350.00 20,350.00
01700 - Grain
01720 - Corn
Deposit 01/05/2016 Deposit 5011 - Farm C 3,000.00 3,000.00
Sales Receipt 10152016 Elevator Corn *5000@ 2016:16. 12000 - Unde. 15,000.00 18,000.00
Deposit 10152016 Elevator AS000@3@" 2016:16. 5011 - FarmC 15,000.00 33,000.00
Deposit 10152016 Elevator Moisture dis.. 2016:16. 5011 - Farm C -300.00 32,700.00
Total 01720 - Corn 32,700.00 32,700.00
Total 01700 - Grain 32,700.00 32,700.00
03110 - Crop Insurance
Deposit 07012016 Crop insurance Co Deposit 5011 - Farm C €,000.00 6,000.00
Deposit 12/01/2016 Crop Insurance Co Deposit S011 - Farm C 5,000.00 11,000.00
Total 03110 - Crop Insurance 11,000.00 11,000.00

03200 - Machine Work
03210 - Trucking
nvoice 12/01/2016 3 Neighbor Trucking 11000 - Acco, 200.00 200.00
Total 03210 - Trucking 200.00 200.00
03230 - Combine

Dasa Aznsmns Slaiani Dasasi Enss C. cannan Acannan
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7.4 BALANCE SHEET

The balance sheet is a snapshot in time of all assets, liabilities and equity. QuickBooks balance
sheets are tax-basis balance sheets. DO NOT attempt to force adjustments in order to make

QuickBooks display a market value balance sheet.

Menu: Reports>Company & Financial>Balance Sheet Standard

Show | Applied Filters
My Farm Name
Balance Sheet
Accrual Basis As of December 31, 2016
Dec 31, 16
T ASSETS
¥ Current Assets
¥ Checking/Savings
5011 - Farm Checking » 801552 4
5018 01 - Very Big Bank - Savings 50,000.00
5018 02 - Very Big Bank - Money Market 75,000.00
Total Checking/Savings 133,01552
¥ Accounts Receivable
11000 - Accounts Receivable 780.00
Total Accounts Receivable 780.00
¥ Other Current Assets
¥ Resale Inventory
¥ 56100 - Beef, Resale INV
56110 - Beef Feeder Steers, Resale ... 127,600.00
Total 56100 - Beef, Resale INV 127,600.00
Total Resale Inventory 127 600.00
Total Other Current Assets 127,600.00
Total Current Assets 261,39552
™ Fixed Assets
¥ Depreciable Assets
¥ 09100 - Beef Breeding
09110 - Young Bulls 6,500.00
Total 09100 - Beef Breeding 6,500.00
09600 - Moterized Equipment 39,772.50
Total Depreciable Assets 4527250
Total Fixed Assets 46,272.50
¥ Other Assets
1068 02 - Coop Deferred Patronage 1,6689.93
1069 01 - Little Coop - Def Patronage 654321

- >
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7.5 BALANCE SHEET PREV YEAR COMPARISON

Menu: Reports>Company & Financial>Balance Sheet Prev Year Comparison

Accrual Basis

Show | Applied Filters

My Farm Name

Balance Sheet Prev Year Comparison

As of December 31, 2016

Dec 31, 16 Dec 31,15 $ Change
¥ Fixed Assels
¥ Depreciable Assets
09000 - Listed Property 6580423 65,894.23 0.00
¥ 09100 - Beef Breeding
09110 - Young Bulls 6,500.00 0.00 €,500.00
09100 - Beef Breeding - Other 55.468.97 55,468.97 0.00
Total 09100 - Beef Breeding 61,968.97 5548897 8,500.00
09600 - Motorized Equipment 607,504 84 SET 82234 39,772.50
09700 - Machinery 389,764.11 389,764.31 0.00
09800 - Buildings 126,000.00 126,000.00 0.00
99600 - Accumulated Depreciation -851,627.38 -T85,649.13 -65,978.25
Total Depreciable Assets 399,594.97 419,300.72 -19,705.75
09900 - Land 687.995.00 687.,995.00 0.00
Total Fixed Assets 1,087 589.97 1,107,295.72 -19,705.75
¥ Other Assets
1068 02 - Coop Deferred Patronage 823314 6,543.21 168993
Total Other Assets T szt " esa2 T 168993
TOTAL ASSETS 1,367,218.63 1,273,838.93 " 83,379.70
P s _
“ LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Accounts Payable
20000 - Accounts Payable 45.00 0.00 45.00
Total Accounts Payable 45.00 0.00 45.00
¥ Other Current Liabilities
1021 01 - Operating Loan 25,000.00 0.00 25,000.00
¥ 94100 - Payroll Liabilities
¥ Federal
94120 - Social Security Tax 310.00 0.00 310.00
7.6 CUSTOMER BALANCE DETAIL
If you use invoices, see who owes you money.
Reports>Customers & Receivables>Customer Balance Detail
Show | Applied Filters
My Farm Name
Customer Balance Detail
All Transactions
Type Date Hum Account Amount Balance
Landlord
» Invoice 10152016 11000 - Accounts. 220.00 880.00 4
Total Landiord £30.00 830.00
Neighbor
Invoice 10182016 2 11000 - Accounts. 3,200.00 3,200.00
Payment 1220186 11000 - Accounts. -3,500.00 -300.00
Invoice 1210172016 3 11000 - Accounts.. 200.00 -100.00
Total Neighbor -100.00 -100.00
TOTAL 780.00 T780.00

Reports | Kansas Farm Management Association




FARMERS GUIDE TO QUICKBOOKS

7.7 VENDOR BALANCE DETAIL

If you utilize bills, see who you owe.

Reports>Vendors & Payables>Vendor Balance Detail

Show | Applied Filters

Type
Electric Company
Bill Pmt -Check
Bl
Total Eleciric Company
Internet Company
B
Total Internet Company
John Deere Stealer
Bill Pmt -Check
Bl
Total John Deere Stealer
Parts Store
Credi
Bill Pmt -Check
Bil
Total Parts Store
TOTAL

10152016
11012016

112016

101152016
11012016

101572016
10152018
11012018

My Farm Name
Vendor Balance Detail

Num

1000

1005

1002

All Transactions

20000
20000

20000

20000
20000

20000
20000
20000

Accounts.

Accounts.

Accounts.

Accounts.

Accounts..

Accounts
Accounts

Accounts

-123.45 12345 4
123.45 0.00
0.00 0.00
45.00 45.00
45.00 4500
-4,32185 -4,32185
4321865 0.00
0.00 0.00
-25.36 -25.36
-210.28 -235.64
23564 0.00
0.00 0.00
45.00 45.00
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8 CHART OF ACCOUNTS

8.1 FARM INCOME ACCOUNTS

ATIG DESCRIPTION ATIG DESCRIPTION ATIG DESCRIPTION
0110 BEEF, RAISED 0190 CASH FIELD CROPS 0270 TRUCK CROPS
1 BEEF FEEDER STEERS 1 SOYBEANS 1 SWEET CORN
2 BEEF FEEDER HEIFERS 2 PINTO—DRY BEANS 2 POTATOES
3 YOUNG BREEDING BULLS 3 SUGAR BEETS 3 TOMATOES
4 YOUNG BREEDING HEIFERS 4 LEGUME—GRASS SEED 4 WATERMELONS
5 COTTON 5 CANTALOUPE—HONEYDEW
0120 DAIRY, RAISED 6 POPCORN 6 CUCUMBER
1 DAIRY CALVES 7 SUNFLOWERS 7 STRAWBERRIES
2 DAIRY CALVES 8 CANOLA 8 PUMPKINS
3 YOUNG BREEDING BULLS 9 OTHER CASH CROPS 9 SQUASH
4 YOUNG BREEDING HEIFERS
5 DAIRY FEEDERS 0200 VEGETABLES 0280 FRUITS—BERRIES—GRAPES
1 BEANS 1 APPLES
0130 SHEEP, RAISED 2 BEETS 2 CHERRIES
1 FEEDER LAMBS 3 CABBAGE 3 PEACHES
2 MARKET LAMBS 4 CARROTS 4 PEARS
3 YOUNG BREEDING RAMS 5 EGGPLANT 5 PLUMS
4 YOUNG BREEDING EWES 6 LETTUCE 6 OTHER FRUITS
7 PEAS 7 BERRIES
0140 SWINE, RAISED 8 PEPPERS 8 GRAPES
1 FEEDER PIGS 9 SPINACH 9 SPECIALTY FRUITS
2 MARKET HOGS
3 YOUNG BREEDING BOARS 0210 VEGETABLES 0290 NURSERY CROPS
4 YOUNG BREEDING GILTS 1 ASPARAGUS 1 FLOWERS
2 BROCCOLI 2 BEDDING PLANTS
0150 OTHER LIVESTOCK, RAISED 3 CAULIFLOWER 3 VEGETABLE PLANTS
1 HORSES 4 GREENS 4 SHRUBS
2 DOGS 5 ONIONS 5 TREES
3 BISON 6 RADISH 6 GRASS SEED
4 GOATS 7 RHUBARB
5 LLAMAS 8 ROOT CROPS 0300 TREE NUTS
9 OTHER 1 ALMOND
0160 POULTRY 2 BUTTERNUT
1 BROILERS 0220 DAIRY PRODUCTS 3 CHESTNUT
2 LAYERS 1 MILK 4 HICAN
3 TURKEYS 2 CHEESE 5 HICKORY
4 ROASTERS 3 OTHER DAIRY PRODUCTS 6 PECAN
5 PULLETS 7 WALNUT
6 OSTRICH 0230 ANIMAL BY-PRODUCTS 8 OTHER
7 EMU 1 WOOL
2 HIDES 0310 CROP INSURANCE
0170 GRAIN 3 MEAT 1 CROP INSURANCE PROCEEDS
1 BARLEY 4 POULTRY LITTER 2 WEATHER INSURANCE-CROP
2 CORN 5 HONEY
3 GRAIN SORGHUM 0320 MACHINE WORK
4 OATS 0240 CUSTOM FEEDING 1 TRUCKING
5 RYE 1 BEEF FEEDING 2 TRACTOR
6 WHEAT 2 DAIRY FEEDING 3 COMBINE
7 MILLET 3 SHEEP FEEDING 4 TILLAGE
8 OTHER GRAIN 4 SWINE FEEDING 5 PLANTING
9 OTHER GRAIN 5 GRAZING 6 SPRAYING
7 IRRIGATION EQUIPMENT
0180 HAY & FORAGE 0250 LANDLORD REFUNDS 8 HAYING EQUIPMENT
1 ALFALFA 1 REPAIRS 9 PROCESSING & HANDLING
2 BROME—FESCUE—BERMUDA 2 SEED
3 PRAIRIE HAY 3 FERTILIZER 0330 BREEDING FEES
4 OTHER HAY 4 MACHINE HIRE 1 STUD FEES
5 CORN SILAGE 5 IRRIGATION EXPENSE 2 ARTIFICIAL INSEMINATION
6 SORGHUM & OTHER SILAGE 6 GAS—FUEL—OIL
7 STRAW 7 DRYING—STORAGE 0340 TREES—LUMBER
8 CEREAL & RESIDUE PASTURE 8 HERBICIDE—INSECTICIDE 1 CHRISTMAS TREES
9 TEMPORARY PASTURE 9 OTHER 2 STANDING TREES
3 CHIP WOOD
0260 EGGS 4 PULP WOOD
1 EGGS 5 PINE STRAW
6 LOGS
7 POSTS
8 FIREWOOD
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ATIG DESCRIPTION ATIG DESCRIPTION ATIG DESCRIPTION
0350 PATRONAGE DIVIDENDS 0670 CROPS, RESALE 0860 MOTORIZED EQUIPMENT, SALES
1 MILK COOPERATIVES 1 TRUCK CROPS—FRUITS— 1 AUTOS—CYCLES—AIRCRAFT
2 SUPPLY COOPERATIVES BERRIES—NUTS 2 PICKUPS—TRUCKS
2 CORN 3 TRACTORS
0360 GOVERNMENT PAYMENTS 3 GRAIN SORGHUM 4 POWER UNITS & GENERATORS
1 DIRECT PAYMENTS 4 NURSERY CROPS—VEGETABLES 5 COMBINES
2 LDP PAYMENTS 5 OTHER CROPS 6 SWATHERS
3 CONSERVATION PAYMENTS 6 WHEAT 7 SELF-PROPELLED EQUIPMENT
4 DISASTER PAYMENTS 7 ALFALFA 8 COMBINE HEADS
5 STATE GOVT PAYMENTS 8 OTHER HAY & FORAGE 9 FORKLIFTS & SKID LOADERS
6 OTHER GOVT PAYMENTS 9 SOYBEANS
7 MARKET GAIN PAYMENTS 0870 MACHINERY, SALES
8 CRP PAYMENTS 0680 SUPPLIES PURCH, RESALE 1 LIVESTOCK FEEDING EQUIP
9 LIVESTOCK PAYMENTS 1 SEED 2 OTHER LIVESTOCK EQUIPMENT
2 SUPPLIES 3 MATERIALS HANDLING EQUIPM
0370 GAS TAX REFUNDS 3 EQUIPMENT 4 TILLAGE MACHINERY
1 FEDERAL GASOLINE REFUND 4 COMMISSION—BONUS 5 PLANTERS & CULTIVATORS
2 STATE GASOLINE REFUND 5 REFUNDS 6 IRRIGATION EQUIPMENT
7 HARVESTING EQUIPMENT
0380 NON-CROP INSURANCE INCOME 0690 MISC ITEMS, RESALE 8 HAYING EQUIPMENT
1 LIVESTOCK 1 MISC ITEMS, RESALE 9 OTHER EQUIPMENT
2 MACHINERY
3 BUILDINGS 0800 LISTED PROPERTY SALES 0880 BUILDINGS, SALES
4 AGR-LITE INSURANCE 1 AUTO (% FARM) 1 GRAIN STORAGE
5 WEATHER INSURANCE-LVSTK 2 COMPUTER (% FARM) 2 HAY & SILAGE
3 PICKUP (% FARM) 3 LIVESTOCK FENCES & YARDS
0390 MISCELLANEOUS INCOME 4 LIGHT TRUCKS & VANS (% FARM) 4 LIVESTOCK BUILDINGS
1 PRODUCT REFUNDS 7 RENTAL PROPERTY 5 WATER SYSTEMS
2 FEE HUNTING 8 STOCK—BONDS 6 MACHINE STORAGE
3 OTHER 9 RETIREMENT PLANS 7 DEPRECIABLE LAND IMPROVMNT
8 FARM SHOP
0600 LIVESTOCK FUTURES 0810 BEEF BREEDING, SALES 9 NON-FARM BUILDINGS
1 HEDGE ACCOUNT 1 RAISED BULLS
2 SPECULATIVE ACCOUNT 2 RAISED COWS 0890 LAND, SALES
3 OPTIONS 7 PURCHASED BULLS 1 NONIRRIGATED CROP LAND
8 PURCHASED COWS 2 IRRIGATED CROP LAND
0610 BEEF, RESALE 5 PRAIRIE MEADOW
1 BEEF FEEDER STEERS 0820 DAIRY BREEDING, SALES 6 NATIVE PASTURE
2 BEEF FEEDER HEIFERS 1 RAISED BULLS 7 BROME—FESCUE—BERMUDA
3 DAIRY FEEDERS 2 RAISED COWS 8 TIMBER
7 PURCHASED BULLS 9 FARMSTEAD—ROADS—WASTE
0620 DAIRY, RESALE 8 PURCHASED COWS
1 DAIRY, RESALE
0830 SHEEP BREEDING, SALES
0630 SHEEP, RESALE 1 RAISED RAMS
1 FEEDER LAMBS 2 RAISED EWES
2 MARKET LAMBS 7 PURCHASED RAMS
8 PURCHASED EWES
0640 SWINE, RESALE
1 FEEDER PIGS 0840 SWINE BREEDING, SALES
2 MARKET HOGS 1 RAISED BOARS
2 RAISED SOWS
0650 OTHER LIVESTOCK, RESALE 7 PURCHASED BOARS
1 HORSES 8 PURCHASED SOWS
2 DOGS
3 BISON 0850 OTHER LIVESTOCK, BREEDING
4 GOATS 1 HORSES
5 LLAMAS 2 DOGS
3 BISON
0660 GRAIN FUTURES 4 GOATS
1 HEDGE ACCOUNT 5 LLAMAS
2 SPECULATIVE ACCOUNT
3 OPTIONS
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8.2 FARM EXPENSE ACCOUNTS

ATIG DESCRIPTION ATIG DESCRIPTION ATIG DESCRIPTION
0070 UNDIVIDED UTILITIES 0440 FEED PURCHASED 0490 VET—MEDICINE—DRUGS
1 PHONE 1 ADDITIVES—SALT—MINERAL 1 VETERINARIAN SERVICES
2 ELECTRICITY 2 PROTEIN—MIXED FEEDS 2 MEDICINE—DRUGS
3 NATURAL GAS 5 CUSTOM FEEDING 3 MEDICAL SUPPLIES
4 WATER 7 GRAIN
5 PROPANE 71 BARLEY 0500 DAIRY EXPENSE
6 WASTE DISPOSAL 72 CORN 1 MILK HAULING
7 CELL PHONE 73 GRAIN SORGHUM 2 GOVERNMENT ASSESSMENTS
8 INTERNET 74 OATS 3 FARM SUPPLIES
75 RYE 4 PROMOTION
0080 UNDIVIDED AUTO EXPENSE 76 WHEAT 5 STATE DEDUCTIONS
1 AUTO GAS & OIL 77 MILLET 6 DHIA TESTING
2 AUTO REPAIRS 78 OTHER GRAIN 7 BST
3 AUTO TAXES & LICENSES 79 OTHER GRAIN
4 AUTO INSURANCE 8 HAY & FORAGE 0510 MISC LIVESTOCK EXPENSE
5 AUTO LOAN INTEREST 81 ALFALFA 1 MARKETING SERVICES
82 BROME-FESCUE-BERMUDA 2 TRUCKING & DELIVERY
0400 POULTRY, PURCH FOR RESALE 83 PRAIRIE HAY 3 COMMISSIONS
1 BROILERS 84 OTHER HAY 4 Al—STUD FEES
2 LAYERS 85 CORN SILAGE 5 LIVESTOCK LEASING
3 TURKEYS 86 SORGHUM & OTHER SILAGE 6 ADVERTISING
4 ROASTERS 87 STRAW 7 LIVESTOCK INSURANCE
5 PULLETS 88 CEREAL & RESIDUE PASTURE 8 TRAVEL EXPENSE
6 OSTRICH 89 TEMPORARY PASTURE 9 CONSULTING & DAY LABOR
7 EMU
0450 SEED & CROP INSURANCE 0520 GAS—FUEL—OIL
0410 LABOR HIRED 1 SEED & PLANTS 1 GASOLINE
1 WAGES 2 SEED CLEANING 2 LP GAS
2 SOCIAL SECURITY TAX 3 SEED TREATMENT 3 DIESEL
3 MEDICARE TAX 4 GERMINATION TESTING 4 GREASE & OIL
4 RETIREMENT—OTHER 5 CERTIFICATION 5 IRRIGATION FUEL
41 RETIREMENT 6 CROP INSURANCE 6 IRRIGATION DIESEL
42 OTHER 7 CROP CONSULTING 7 IRRIGATION ELECTRICITY
5 HEALTH INSURANCE 8 MEASUREMENT FEES
6 LIFE INSURANCE 9 GOVERNMENT REPAYMENTS 0530 MISC CROP EXPENSE
7 WORK COMP—UNEMPLOYMENT 1 TRUCKING
71 WORKERS COMPENSATION 0460 FERTILIZER & LIME 2 FREIGHT
72 FUTA 1 NITROGEN 3 STORAGE
73 SUTA 2 PHOSPHORUS 4 ADVERTISING
8 STATE TAX WITHHELD 3 POTASSIUM 5 TRAVEL EXPENSE
9 FEDERAL TAX WITHHELD 4 MIXED FERTILIZER 6 MARKETING SERVICES
5 TRACE ELEMENTS 7 PRECISION AG SERVICES & FEES
0420 REPAIRS—TOOLS—SUPPLIES 6 LIME & GYPSUM 9 CROP DAY LABOR
1 GENERAL MACHINERY REPAIR 7 SOIL TESTING
2 CROP MACHINERY REPAIR 8 MANURE 0540 PROPERTY TAXES
3 LIVESTOCK EQUIPMENT REPAIR 1 REAL ESTATE TAX
4 IRRIGATION EQUIPMENT REPAIR 0470 MACHINE HIRE & LEASE 2 PERSONAL PROPERTY TAX
5 BUILDING REPAIR 1 TRUCKING 3 SALES TAX
6 LIVESTOCK SUPPLIES 2 TRACTOR 4 HIGHWAY USE TAX
7 CROP SUPPLIES 3 COMBINE
8 MISCELLANEOUS SUPPLIES 4 TILLAGE 0550 GENERAL FARM INSURANCE
9 TOOLS 5 PLANTING 1 MACHINERY INSURANCE
6 SPRAYING 2 BUILDING INSURANCE
0430 INTEREST PAID 7 IRRIGATION EQUIPMENT 3 LIABILITY INSURANCE
1 CURRENT INTEREST 8 HAYING EQUIPMENT 4 MOTOR VEHICLE INSURANCE
6 STOCKHOLDERS INTEREST 9 PROCESSING & HANDLING 5 IRRIGATION EQUIPM INSURANCE
7 INTERMEDIATE INTEREST 6 AGR-LITE INSURANCE
8 REAL ESTATE INTEREST 0480 FEES—PUBLICATIONS—TRAVEL 7 WEATHER INSURANCE-CROP
9 LONG-TERM INTEREST 1 FARM ORGANIZATION FEE 8 WEATHER INSURANCE-LVSTK

O©CoOo~NOOOhWN

MAGAZINES—PAPERS
FEES—COMMISSIONS—TESTING
ACCOUNTING—BANK CHARGE
TRAVEL EXPENSE

OFFICE SUPPLIES

POSTAGE

COMPUTER SOFTWARE

OTHER
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ATIG DESCRIPTION ATIG DESCRIPTION ATIG DESCRIPTION
0560 FARM UTILITIES 0770 CROPS, PURCH FOR RESALE 0960 MOTORIZED EQUIP, PURCHASED
1 PHONE 1 TRUCK CROPS—FRUITS— 1 AUTOS—CYCLES—AIRCRAFT
2 ELECTRICITY BERRIES—NUTS 2 PICKUPS—TRUCKS
3 NATURAL GAS 2 CORN 3 TRACTORS
4 WATER 3 GRAIN SORGHUM 4 POWER UNITS & GENERATORS
5 PROPANE 4 NURSERY CROPS—VEGETABLES 5 COMBINES
6 WASTE DISPOSAL 5 OTHER CROPS 6 SWATHERS
7 CELL PHONE 6 WHEAT 7 SELF-PROPELLED EQUIPMENT
8 INTERNET 7 ALFALFA 8 COMBINE HEADS
8 OTHER HAY & FORAGE 9 FORKLIFTS & SKID LOADERS
0570 CASH FARM RENT 9 SOYBEANS
1 NONIRRIGATED CROP LAND 0970 MACHINERY, PURCHASED
2 IRRIGATED CROP LAND 0780 SUPPLIES, PURCH FOR RESALE 1 LIVESTOCK FEEDING EQUIPMENT
3 CEREAL & RESIDUE PASTURE 1 SEED 2 OTHER LIVESTOCK EQUIPMENT
4 NATIVE PASTURE 2 SUPPLIES 3 MATERIALS HANDLING EQUIPM
5 BROME & FESCUE PASTURE 3 EQUIPMENT 4 TILLAGE MACHINERY
6 BUILDINGS 4 COMMISSION—BONUS 5 PLANTERS & CULTIVATORS
5 REFUNDS 6 IRRIGATION EQUIPMENT
0580 HERBICIDE & INSECTICIDE 6 SALES TAX 7 HARVESTING EQUIPMENT
1 HERBICIDE 7 ADVERTISING 8 HAYING EQUIPMENT
2 INSECTICIDE 8 TRAVEL 9 OTHER EQUIPMENT
3 FUNGICIDE
0790 "R"I'Ess‘i:_T:MS’ PURCH FOR 0980 BUILDINGS, PURCHASED
0590 CONSERVATION 1 MISC ITEMS, PURCH FOR RESALE 1 GRAIN STORAGE
1 TERRACING 2 HAY & SILAGE
2 WATERWAYS 0900 LISTED PROPERTY, PURCHASED 3 LIVESTOCK FENCES & YARDS
3 LEVELING 1 AUTO (% FARM) 4 LIVESTOCK BUILDINGS
4 SEEDS 2 COMPUTER (% FARM) 5 WATER SYSTEMS
5 TREES 3 PICKUP (% FARM) 6 MACHINE STORAGE
6 DAMS 4 LIGHT TRUCKS & VANS (% FARM) 7 DEPRECIABLE LAND IMPROVMNT
7 BRUSH CLEARING 61 AMORTIZATION — TAX, MAN 8 FARM SHOP
SAZAQMORT'ZAT'ON - TAX, NO 9 NON-FARM BUILDINGS
0700 LIVESTOCK FUTURES 7 RENTAL PROPERTY
1 HEDGE ACCOUNT 8 STOCKS—BONDS 0990 LAND, PURCHASED
2 SPECULATIVE ACCOUNT 9 RETIREMENT PLANS 1 NONIRRIGATED CROP LAND
3 OPTIONS 2 IRRIGATED CROP LAND
0910 BEEF BREEDING, PURCHASED 5 PRAIRIE MEADOW
0710 BEEF, PURCH FOR RESALE 1 YOUNG BULLS 6 NATIVE PASTURE
1 BEEF FEEDER STEERS 2 YOUNG COWS 7 BROME—FESCUE—BERMUDA
2 BEEF FEEDER HEIFERS 7 MATURE BULLS 8 TIMBER
3 DAIRY FEEDERS 8 MATURE COWS 9 FARMSTEAD—ROADS—WASTE
0720 DAIRY, PURCH FOR RESALE 0920 DAIRY BREEDING, PURCHASED
1 DAIRY, PURCH FOR RESALE 1 YOUNG BULLS
2 YOUNG COWS
0730 SHEEP, PURCH FOR RESALE 7 MATURE BULLS
1 FEEDER LAMBS 8 MATURE COWS
2 MARKET LAMBS
0930 SHEEP BREEDING, PURCHASED
0740 SWINE, PURCH FOR RESALE 1 YOUNG RAMS
1 FEEDER PIGS 2 YOUNG EWES
2 MARKET HOGS 7 MATURE RAMS
8 MATURE EWES
0750 OTHER LIVESTOCK, PURCH
1 HORSES 0940 SWINE BREEDING, PURCHASED
2 DOGS 1 YOUNG BOARS
3 BISON 2 YOUNG GILTS
4 GOATS 7 MATURE BOARS
5 LLAMAS 8 MATURE SOWS
0760 GRAIN FUTURES 0950 OTHER LIVESTOCK, BREEDING
1 HEDGE ACCOUNT 1 HORSES
2 SPECULATIVE ACCOUNT 2 DOGS
3 OPTIONS 3 BISON
4 GOATS
5 LLAMAS
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8.3 NON-FARM INCOME

ATIG DESCRIPTION ATIG DESCRIPTION
0010 TAXABLE NON-FARM INCOME 0030 NONTAXABLE NON-FARM INCOME
1 WAGES—W2 1 TRANSFERS INTO BUSINESS
2 RENTAL INCOME 2 SAVINGS
3 DIVIDENDS 3 GIFTS
4 ROYALTIES 4 HEALTH INSURANCE REFUNDS
5 SALES—BUSINESS 5 INHERITANCE
6 OIL—GAS—MINERAL LEASES 6 INCOME TAX REFUNDS
7 INTEREST 7 DISABILITY INCOME
8 STOCKS—BONDS 8 SOCIAL SECURITY INCOME
9 FEES—IRA—MISCELLANEOUS 9 NONTAXABLE CAPITAL RECEIPTS
8.4 NON-FARM EXPENSE
ATIG DESCRIPTION ATIG DESCRIPTION
0040 ITEMIZED EXPENSE 0080 UNDIVIDED AUTO EXPENSES
1 DOCTORS 1 AUTO GAS & OIL
2 MEDICINE—DRUGS 2 AUTO REPAIRS
3 CHARITABLE CONTRIBUTIONS 3 AUTO TAXES & LICENSES
4 HEALTH INSURANCE 4 AUTO INSURANCE
5 NON-FARM INTEREST 5 AUTO LOAN INTEREST
6 FEDERAL INCOME TAX
7 STATE INCOME TAX 0090 NONDEDUCTIBLE NON-FARM EXPENSE
8 SOCIAL SECURITY—PROPERTY TAX 1 TRANSFERS OUT OF BUSINESS
1 REAL ESTATE 2 SAVINGS
2 SOCIAL SECURITY 3 GIFTS
3 TANGIBLE TAX 4 NON-FARM EXPENSE
9 CHILD CARE 5 DAIRY CAPITAL RETAINED
6 NON-FARM EXPENSE
0050 FAMILY LIVING EXPENSE 7 NON-FARM EXPENSE
1 FOOD & GROCERIES 8 NON-FARM EXPENSE
2 CLOTHING 9 OTHER CAPITAL DISTRIBUTIONS
3 HOUSEHOLD OPERATION
4 RECREATION—PERSONAL SERVICES 0100 DEDUCTIBLE NON-FARM EXPENSE
5 EDUCATION 1 RENTAL REPAIRS
6 FURNITURE—HOUSEHOLD EQUIPM 2 RENTAL INSURANCE
7 GIFTS 3 RENTAL TAXES
8 LIFE INSURANCE 1 RENTAL TAX
9 HOUSE UPKEEP—REPAIRS 2 ROYALTY TAX
4 RENTAL UTILITIES
0070 UNDIVIDED UTILITIES 5 SALES—BUSINESS
1 PHONE 6 SECURITIES
2 ELECTRICITY 7 NON-FARM EXPENSE
3 NATURAL GAS 8 STOCKS—BONDS
4 WATER 9 RETIREMENT PLAN CONTRIBUTIONS
5 PROPANE
6 WASTE DISPOSAL
7 CELL PHONE
8 INTERNET
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HOMEWORK ASSIGNMENT

Create a new company file (see section 3.1 on page 17):
Joe Farmer
12345 Gravel Road
Manhattan, KS 66502

Add the following asset accounts (see section 3.4 on page 28):
Very Big Bank — Farm Checking 12/31/16 Bal
Very Big Bank — Savings 12/31/16 Bal

Farmers Cooperative Association Deferred Patronage 12/31/16 Bal

Add the following liability accounts (see section 3.5 on page 32):

Very Big Bank — Operating Loan
Very Big Bank — Tractor Loan

12/31/16 Bal
12/31/16 Bal

Enter the following transactions in the farm checking account:

1/2/17 Debit  Stop N Rob $50.07
Gasoline $50.07

1/3/17 Deposit Farmers Coop Assoc $233,084.91
Corn (see detail) $145,675.41
Soybeans (see detail) $88,909.50
Less cash $1,500.00

1/6/17 Deposit Da Local Livestock Auction $39,159.43
Steers (see detail) $39,909.43
Less cash $750.00

1/6/17 #1101 RWD NO 3 $76.54
Water $76.54

1/6/17 Debit Verizon Wireless $243.51
Cell phone $243.51

1/6/17 #1102  Rural Electric Coop $323.12
House electric $201.65
Shop electric $56.98
Bins elelctric $64.49

1/6/17 #1103 Stop N Rob $32.46
Gasoline $32.46

1/6/17 #1104  Farmers Coop Assoc $6,149.13
Fuel $2,593.17
Repair $12.75
Corn herbicide $3,543.21

1/7/17 Debit Very Big Bank $102,192.87
Operating loan principal $100,000.00
Operating loan interest $2,192.87

1/7/17 Debit Very Big Bank $18,689.92
Tractor loan principal $17,114.92
Tractor loan interest $1,575.00

$2,411.19
$5,000.00
$20,699.82

$100,000.00
$35,000.00

page 62
page 53
page 61
page 54

page 61

page 79
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Enter the following bills (see section 5.3 on page 66):

1/8/17

1/8/17

1/8/17

1/8/17

Bill Empty Belly Feed Supply $3,430.50
Feed $3,430.50

Bill The Chemical Supply Co. $25,000.00
Wheat chemical prepay $8,000.00
Wheat topdress prepay $17,000.00

Bill Fuel Deliverers LLC $2,260.84
Diesel $2,260.84

Bill McVet Services $1,500.00
Preg check & vaccinate $1,500.00

Create the following invoice:

1/8/17

Invoice Nosey Neighbor for trucking grain $796.50
398.25 miles @ $2.00/mile

Enter the following transactions in the farm checking account:

1/9/17

1/11/17
1/12/17
1/13/17
1/15/17
1/20/17
1/20/17
1/20/17
1/20/17
1/22/17
1/26/17
1/28/17
1/28/17

1/31/17
2/3/17

Debit Stop N Rob $53.29
Gasoline $45.30
Beef jerky $7.99
Transfer To Savings $100,000.00
Debit Ralph’s Farm & Ranch Supply $124.61
Supplies $120.62
Candy $3.99
Debit Stop N Rob $66.81
Gasoline $66.81
Deposit Farmers Coop Assoc $987.35
See detail $987.35

#1105  Pay Empty Belly Feed Supply bill
#1106  Pay The Chemical Supply Co. bill
#1107  Pay Fuel Deliverers LLC bill
#1108  Pay McVet Services bill

Debit Broken Hammer Hardware $44.33
Repairs $44.33

Debit Stop N Rob $57.11
Gasoline $57.11

#1109  County Treasurer $680.99
Ford pickup tag and taxes $680.99

#1110 John Deere Dealer See Detail $10,000.00

You’ll need to set up a new loan to complete this transaction
Receive invoice payment from Nosey Neighbor
Deposit payment from Nosey Neighbor

Reconcile the checking account (see section 6 on page 82)

Due 1/20

Due 1/25

Due 1/25

Due 1/25

page 45

page 62

page 39

page 59

page 69

page 62

page 77
page 32
page 47
page 51
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