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Lesson objectives

m To learn how to track time worked on a project

m To learn how to invoice a customer for time worked on a project
m To create project reports for time tracking and learn about other project reports
m To learn how to set up items used to track time worked by owners or partners

m Tolearn how to pay nonemployees for time worked

Supporting materials
m PowerPoint file: Lesson 14

m Video tutorial: Time and billing

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

In the Restore Backup: Method window, select Local Backup and click Next.
In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Backup: To Location” window, click Next.

Navigate to your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 14 and then click Save.

© 0 N O G & WN

Click OK when you see the message that the file has been successfully restored.
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Tracking time and mileage

QuickBooks provides time tracking for any job. Time tracking lets you keep track of the
time a person spends on each job (including sick and vacation time and time spent for
general overhead). The person whose time you track can be an employee, an owner or
partner, or a subcontractor.

You can use time data to do the following:

Invoice the customer for the time spent doing a job.

Provide hours worked on an employee's paycheck, or a check to a nonemployee
(vendor, owner, or partner).

Track the cost of employees’ gross pay by job.

Report on the number of hours worked—Dby person, by job, or by item.

Turning on time tracking

The following procedure shows how to turn on the time tracking feature, (it is turned on
already in the exercise file).

To turn on time tracking:

1

From the Edit menu, choose Preferences.

2 Click Time & Expenses in the left panel. Then click the Company Preferences tab.

QuickBooks displays the Time Tracking Preferences window.

Preferences | |

E3

E] Multiple Currencies

M Reports & Graphs
3 Sales & Customers
lg| sales Tax

Send Forms

% Service Connection

|i2| Spelling

[ Taw: 1099

Default Markup Account Construction:Sub, ..

B Accounting My Preferences Company Preferences
'b Bill Tirne tracking
z Checking Do you brack time?
=34 Deskrop Yiew

% Finance Charge Otio
P Generdl First Day of Work Week Monday b

nEegrake: Iications S0 Seel
Integrated Applicati Also S
Ikerns & Inventory
‘ ) Invoicing options General
= Jobs & Estimates
[ Create irvaices From a list of time and expenses Sales and

Customers

@ Payments [ Track reimbursed expenses as income

3 payrall & Empl o
ayro L Defaulk Markup Percentage | 0.0%. SSmEtEs

@ Reminders

3 Make sure Yes is selected as the answer to the question “Do You Track Time?”

4 Click OK to save the preference setting.
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Entering time data

There are four ways to get time data into a company file:
m Enter time directly onto a weekly timesheet or single activity form in QuickBooks.

m  Use the Stopwatch in the Time/Enter Single Activity window to time an activity
while you are performing it.

m  Usethe QuickBooks Timer program to track time and then import the time directly
into QuickBooks.

m Download online timesheets using the QuickBooks Time Tracker.!
When you track time with QuickBooks, you have a choice of two forms to enter time:

Weekly Timesheet or Time/Enter Single Activity window. If you want to enter time for
multiple jobs or multiple days, then the Weekly Timesheet is the best choice.

£ Weekly Timesheet

4 Previous [ nest ﬁ Print = ﬁ‘ Let Your Employvees Enter Time. .,

Mame b

Timesheet

Week OF Dec 14 to Dec 20, 2015

. I Tu W Th | F Sa | 5u p
Custome.., | Service I.. | Pavroll1... | Motes 14 15 16 17 15 19 P Total BI"EI...‘
A
v
Tokals 0:00 o0 0:00 o:00  0:00 0:00  0:00 0:00 |

Wrap ket in Mokes Field

’ Save & Close ] [ Save & Mew l ’ Clear ]

A single activity entry shows the time spent by one person doing a single activity for a
single job on a single date. If you tend to enter a lot of detailed notes about your
activities, or you prefer to enter time data as you complete an activity, use the
Time/Enter Single Activity window instead.

1 QuickBooks Time Tracker works with QuickBooks for Windows 2006 or later (Pro, Premier, and
Enterprise versions), updated to the most current release. Internet access is required. Additional
fees, terms, and conditions apply.
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For example, an attorney could use a single activity entry to record the time he or she
just spent on a phone conversation with a client.

& Time/Enter Single Activity

W Previous [ Next [ Speling [ Timesheet @‘ Let Your Employees Enter Time. ..
Not Billed
Date Billable
Mame e Payroll Ikem h
Customer:Job ™
Service Ikem b
Duration Motes
s
[ Save & Close ] [ Save & Mew l [ Clear ]

Information you enter in the Time/Enter Single Activity window displays in the Weekly

Timesheet, and vice versa. They’re different views of the same information.

The Timer program is useful when you have employees or subcontractors who need to
track their time but don’t need or want to run QuickBooks. When time is imported into
QuickBooks from the Timer application, you view the imported time data on the same

timesheets you would use if you did the data entry directly into QuickBooks.

If you have employees who don'’t have access to a computer or who don’t have access to
QuickBooks, you can print blank copies of the weekly timesheet for your employees to

fill out by hand.

To print a blank timesheet:

1 From the Employees menu, choose Enter Time and then choose

Use Weekly Timesheet.

2 From the Print drop-down menu, choose Print Blank timesheet.

3 In the Print Timesheets window, click Print.
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Recording employee time on a weekly timesheet

In this exercise, you’ll complete a weekly timesheet for Gregg Schneider. Later, you’ll
learn how to invoice a customer for the time Gregg spent working on their job.

To enter information on a weekly timesheet:

1

2

On the Home page, click Enter Time, and then click Use Weekly Timesheet.
QuickBooks displays the Weekly Timesheet window.

£ Weekly Timesheet g@@

& previous [ Next @Print < gLetYourEmponeesEnterTime...
Mame e =
Timesheet
Week OF Dec 14 to Dec 20, 2015
. M Tu W Th F Sa  5u f
Custom.,, | Service.,,  Pavroll... Motes 14 15 16 17 18 19 | =0 Tokal B|Ilab...|
A~
v
Taokals 0:00 0:00 0:00 0:00 0:00 0:00 0:00  0:00 |

Wrap kext in Mokes field

’ Save & Close ] I Save & New l ’ Clear ]

In the Name field, select Gregg O. Schneider from the drop-down list.

QuickBooks tracks the time you enter for this employee and displays it when you are
ready to pay employees.

Click in the Customer:Job column, and then choose Melton, Johnny:Dental office
from the drop-down list.

QuickBooks will associate the time that you enter in this window with the office
repairs being completed for Johnny Melton.

In the Service Item column, type Installation.

After you type a few characters, QuickBooks fills in the rest of the item for you. The
[tem list, which contains all the services and goods your business provides, is the
same list that is available to you on invoice forms and throughout QuickBooks.

Notice that QuickBooks fills in the information in the Payroll Item column for you.

Gregg Schneider is paid by the hour. QuickBooks has his hourly rate stored in the
Employee Center, on the Payroll Info tab in the Edit Employee window.

Note: If you try to select a payroll item that is not associated with this employee,

QuickBooks displays a warning message. For example, if you try to select Salary
as the payroll item for Gregg Schneider, QuickBooks tells you that you do not
have that type of payroll item set up for the employee. (It still lets you make the
selection, but it warns you that the Salary is set up with a $0.00 rate.)




5 Clickin the W 16 column for the row in which you entered Johnny Melton’s job.

W stands for Wednesday and 16 for the date, Wednesday, the 16th of December,
2015. Note that you can change the first day of your workweek in the QuickBooks
time tracking preferences. (From the Edit menu, choose Preferences, and then click
Time Tracking.)

6 Type 8to enter the number of hours worked on Wednesday.
In the Th field, type 8.
8 IntheF field, type 8, and then press Tab.

N

As you enter hours for each day, the Total column displays the total hours for the
week.

Your screen should resemble the figure below.

¥ Weekly Timesheet

4 Previous [ Mext @ Print - @ Edit Single Ackivity @ Let ¥our Employvees Enter Time. ..

Mame Greqq O, Schneider w

Timesheet

Wesk OF Dec 14 to Dec 20, 2015

’ 1] Tu W Th | F Sa  Su ¢
7
Customer... | Service It... | PayrollIt...  Motes 14 15 16 17 1a 19 20 Total | Billable?
Melkan,... % [Installa... ¥ [requla... ¥ %00 5:00] s:00 [ 2400 [ ] |
~
Tokals 000 0:00 &00 S5:00 &00 0:00 0:00  2Z4:00 |

Wi'rap bext in Motes Fisld

’ Save & Close ] [ Save & Mew l [ Clear ]

The Billable column to the right of the Total column tells QuickBooks if the time
will be transferred onto an invoice. A checkmark in the field indicates that you do
want to invoice the customer for time worked.

If you do not plan on invoicing the customer for time worked, you can click the
checkbox to remove the checkmark.

9 Click Save & Close to record the Weekly Timesheet.

QuickBooks records the time for Gregg Schneider and for Johnny Melton’s dental
office job.

This time can now be transferred onto an invoice for Johnny Melton’s dental office job
and to create a paycheck for Gregg Schneider.
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Entering mileage

By tracking your vehicle mileage, you can enter, sort, and print lists of your vehicles and
the mileage you've driven for work-related tasks. You can use this information for your
tax deductions and for billing your customers.

You cannot use this feature to reimburse employees or vendors for mileage. Nor can you
track specific vehicle expenses, such as gas, tolls, etc. with this feature. However, you can
track these types of expenses by entering bills for them as the expenses are incurred by
employees.

Note: Intuit recommends that you consult with your tax advisor, accountant, or the
IRS to determine if you can deduct the costs of operating and maintaining your
vehicle, and which method you should use.

To record mileage:
From the Company menu, choose Enter Vehicle Mileage.

In the Vehicle field, select 2002 Ford Truck.
In the Start Date field, enter 12/16/2015.

In the End Date field, enter 12/16/2015.

In the Total Miles field, type 25.

O h WON =

In the Customer:Job field, select Melton, Johnny:Dental Office from the
drop-down list.

7 Inthe Item field, select Mileage from the drop-down list.

The Enter Vehicle Mileage window should look like the following.

% Enter Vehicle Mileage ['L”'E|E|
W previous [ Next g Speling u,, Yehicle List %ﬂ Milzage Rates |1 Milzage Reports =
wehicle |2lJD2 Ford Truck e | NOt BIIIEd
Billable
Trip Start Date |12,l'16,|'2015 Customer:Job |Melton, Johnry:Dental .. |
Trip End Diate 121672015 Item [Mileage ~
How is this item used?
Odometer Start | 0 |
Odometer End | 0 | fiotes
Total Miles | 25 |
[ Save & Close ] [ Save & Mew l [ Clear

8 Click Save & New.

9 Repeat the steps above to enter 25 miles for the same vehicle and customer:job for
December 17 and additional miles for December 18.

10 Click Save & Close.
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QuickStart Tip

Instead of entering time on a weekly timesheet, you can enter single activities at the time
they occur. A single activity entry shows the time spent by one person doing a single activ-
ity for a single job on a single date. If you prefer to jot down the details of one day’s work as
the day progresses, this method might work best for you. For example, an

attorney could use a single activity entry to record the time he or she just spent on a phone
conversation with a client.

You can move back and forth between the two time entry forms. If you are viewing a
single activity entry, you can display that person’s weekly timesheet with a click of the
mouse. On a weekly timesheet, you can select any hourly entry and view it as a single
activity entry. The two forms are simply different views of the same data.

Invoicing a customer for time and mileage

QuickBooks provides two methods for invoicing customers for time and mileage:
m Create an invoice and then add charges for time and mileage to it.

m View alist of all unbilled charges for every customer, and select which customers to
bill. When you select a customer to bill, the outstanding billables—time, expenses,
mileage, and items—are transferred directly to an invoice.

Creating an invoice with charges for time and mileage

Now you can invoice Johnny Melton for the time Rock Castle Construction’s Employee,
Gregg Schneider, spent working on the dental office job.

To invoice a customer for time:
1 Onthe Home page, click Create Invoices.

Select Melton, Johnny:Dental office as the customer:job.

Click Cancel in the Available Estimates window.

P WON

In the Date field, type 12/18/2015.
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5 Click the Add Time/Costs button.
QuickBooks displays the Choose Billable Time and Costs window.

X

Choose Billable Time and Costs

Time and Costs For: Melton, Johnny:Dental office
Time $0.00 | Expenses $0.00 || Mil=age $0.00 || Items $0.00
alact Al Click on Options... ta customize haw informatian from [
Slect A7 timesheets is brought inta QuickBooks invoices 5
J | Date Employes Service... Ho... | Rate Amount Description Hide |
z 2015 |G@regg O, Schneider  |Installation Installation labor
12/17/2015 |Gregg O, Schneider  [Installation g:00 35,00 280,00 |Installation labor
12/18/2015 |Gregg O. Schreider  [Installation g:00 35.00 280.00 |Installation labar
v
[ prirt selected time and costs as one invoice item Tokal billable time and costs 0.00
’ OF, ] ’ Cancel ] ’ Help l

QuickBooks displays the time information entered on the timesheet for Gregg
Schneider for the Johnny Melton dental office job.

Note: By default, QuickBooks combines time for activities that have the same service
item, and lists them as one line item on the invoice. If you prefer to have each
individual line from the timesheet displayed as a line item on the invoice, click
the Options button and select “Enter a separate line on the invoice for each
activity.” In the Options for Transferring Billable Time window, you can also
select to transfer notes about time activities (in addition to descriptions) onto
invoices.

6 Clickinthe Use column (the column with the checkmark) to select each of the lines
that represents time worked by Gregg Schneider.

QuickBooks places a checkmark in the Use column to the left of each entry to
indicate it is selected.

7 Click OK.
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8 From the Template drop-down list, select Intuit Service Invoice.

The invoice should resemble the figure below.

B Create Invoices

Eprevioss FPruet [ &5 ~ & ~ B - &L & speling By History 5] Journal o 32 -

Customer: Job Templake
|Melt0n, Johnny:Dental ... Vl {ntuit Service Invoice |+

= Date
Invoice 12/18/2015 I 93

Johnry Melkon, DDS
300 Main Sk, Suike 3
Bayshore CA 94326

et 30 w

Ikem Quankity Description Rate Arnount Tax |
Installation 24 Installation labor 35.00 840,00 |Mon *
st
Customer v Tax |San Tomas e [(7.75%:) 0.00
Message
Total 540,00
L] Ta be printed [ Aad TimejCosts... | [ apply Credits.., | Payments Applied 0.00
To be e-mailed
D Customer Tax Code Balance Due 540,00
Mema | |
- Learn about our pavment processing and onling invoicing solubions. [ Save & Close ] [ Save & Mo ] [ Clear

9 Keep the invoice open. You'll use it in the next exercise.
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Tracking time

To invoice a customer for mileage:
In the Create Invoices window, click the Add Time/Costs button, and then click the

1

Mileage tab.

QuickBooks displays the mileage you entered earlier for this job.

Choose Billable Time and Costs

Time and Costs For: Melton, Johnny:Dental office

Timne 40,00 | Expenses 40,00 | Mileage

Select all Click. on Ophians, .. to custamize how mileage
- infarrmation is brought inta QuickBooks invoices

$0.00

Items

40,00

Options. ..

S Date Trtem Miles Rate Arnaunk Makes Hide |
12/17/2015 |Mileage 29 0,365 9,13
12/18/2015 |Mileage 25 0,365 9,13
w
[ print selected time and costs as one invoice item Total billable time and costs 0.00

’ oK ] ’ Cancel

I

Help

|

2 Click Select All to select each of the lines that represents the mileage for this job.

3 You want to combine mileage on a single line, so click Options.

4 Select the “Combine activities with the same service items and rate” option.

If you are not using a Premier or Enterprise Solutions edition, this option will not

reference rates.

‘When transferring billable mileage ta an invoice:

() Enter a separate line on the invoice For each activity

(®) iCombine activities with the same service item and rake;

I OF l [ Cancel l [ Help

5 Click OK.
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6 Click OK to transfer the mileage to the invoice.

The invoice should now look like the following image.

B Create Invoices |Z”E|rg|
@rrevios FPrext [ < - B - B - & & speling 5y History  [£] Journal o 32 - >
Customer: Job Template
|I‘~'1elt0nJ Johnmy:Dental .., | % |

= Date
Invoice 12/18/2015 l 93

Johnry Meltan, DDS
300 Main S, Suite 3
Bayshore CA 94326

Met 30 L

Item Quantity Description Rate Amaunk Tax |
Installation 24 Installation labor 35.00 840,00 |Man ”~
Milzage 75 0,365 27.38 [Mon -
Customer v Tax [san Tomas w |(7.75%:) 0,00
Message
Taokal 867.38
[ To be printed [(Add TimefCosts... | [ Apply Credits... | Payments Applied 0.00
[ 70 be e-mailed Customer Tax Cade Balance Due 867,35
Memao | |

< Learn about our pavmenk processing and onling inyoicing solutions.

[ Save & Close ] [ Save & Mew ] [ Clear ]

7 Click Save & Close to record the invoice.

Creating an invoice from a list of time and expenses

You can invoice for time and expenses using the procedure described in the previous
exercise, in which you start by creating an invoice for a customer and then choosing
which time and expenses for that customer to add to the invoice.

QuickBooks also provides a list of all billable time and expenses by customer and job
that you can use as the starting point for billing customers.

To display a list of time and expenses for all customers:
1 From the Edit menu, choose Preferences.

2 Click Time & Expenses in the list on the left, and then click the Company tab.
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3 Clickto select the “Create invoices from a list of time and expenses” checkbox.

Preferences

B Accounting My Preferences | Company Preferences K

IIII Ed

g Eill
% s Time tracking Cancel
# Chedki
== hetend Do you krack time? Help
#4# Deskiap Yiew
) &) ves Cino
%_.:, Finance Charge Default
B General Eirst Day of Work Week
ntegrated Applications s0 See:
Ink ted Applicati Also S
Items & Inventory
‘ Invoicing options General
= Jobs 8 Estimates : ‘
: " : 2 Sales an
[:__-E,I Multiple Currencies reate invaoices From a lisk of time and expenses: e
e Payments [ Track peimbursed expenses as incame Jobs and
obs an
Payroll & Empl i
ayro AR Default Markup Percentage B

Reminders
Reports & Graphs Defaulk Markup Account
Sales & Customers
Sales Tax

Send Forms

Service Conneckion

Speling
Taw: 1099

E R W & @l

4 Click OK.

When you turn on this preference, QuickBooks adds a new item to the Customers
menu and a drop-down menu next to the Invoice icon on the Home page. You can
use either option to open the Invoice for Time & Expenses window.
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To invoice from a list of time and expenses:
1 From the Customers menu, choose Invoice for Time & Expenses.

QuickBooks displays a list of all billable time and expenses for all customers and
jobs. Note that the amounts are broken down by category: time, expenses, mileage,
and items.

B Invoice for Time & Expenses

Select the Date Range for the time and expenses vou wank to invoice for, select the Customer:Job, and then click Create Invoice,

Date Range From To

Customer:Job & Tirme Expenses Mil=age Items

abercrarmbie, kristy:Remaodel Bathraom 1,910.00 500,00 1,000,00

Barley, Renee 0,00 0.00 0.00

Cook, Brian:2nd story addition 1,060.00 0.00 000 1,145.42
Cook, Brian:Kitchen 2,500,000 0.00 1,105.00| 3,905.00
Cook, Brian:Kitchen:Change Order #1 0.00 0.00 4,185.00| 4,185.00
Ecker Designs: Office Repairs 1,440,00 225,00 0.00| 1,665,00
Freeman, Kirby:Remodel Bathroom 0.00 0.00 0.00 62,80
Jacobsen, Doug 440,00 0.00 0.00 440,00
Jacobsen, Doug:Kitchen 1,470.00 0.00 1,900.00| 3,370.00
Jimenez, Cristina:Utility Shed 0.00 0.00 0.00 10,23
felton, Johnmy:Cental office 0.00 0.00 5,825.00( 5,825.00
Matiello, Ernesto:kitchen 2,437.50 0.00 5,940,00| &,377.50
Prentice, Adelaide;Hippodrome playhouse 0,00 0,00 2,506.00( 2,546.16
Pretell Real Estate: 155 Wilks Blvd, 320,00 0.00 0.00 320,00 s

[ Let me select specific billables For this Custamer: Job Create Invoice l ’ Close

2 Select Abercrombie, Kristy: Remodel Bathroom.

3 Click Create Invoice to invoice Kristy for all outstanding billable items for this job.
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QuickBooKks creates an invoice that includes all billable items for the bathroom
remodel job for Kristy Abercrombie.

B Create Invoices |’._||’E|r5__<|
»
rrevious Prext [F & - & - B - € [#f speling Ty History 5 Journal B~ & -
Customer: Job Template
|.D.I3n3rcromhieJ Kristy:Rermode % | |Intuit Service Invoice | % |
A Date |
Invoice 12/15/2015 a4
Kristy Abercrombie
5647 Cypress Hill Rd
Bayshore CA 94326
Met 30 w
Item CQuankity Description Rate Amnounk Tax |
Removal 26 Removal labor 35.00 910,00 |Man ~
Framing & Framing labor 55.00 440,00 |Mon =
Installation 16 Installation labor 35.00 560.00 |Man
Subs:Plumbing 1 Plumbing 400.00 400.00 |Non
Subs: Tile &Cou... |1 Install tile or counter 600,00 600,00 |Man
Opening Balance 500,00 500,00 |Mon
b/
Custarner w Tax |5an Tomas w |(7.75%) 0.00
Message
Tokal 3.410,00
[ To be printed [ add Time/Costs... | [ Apply Credits... | Payments Applied 0,00
+] To be e-mailed
o be e-mails Customer Tax Cade Balance Due 3,410.00
Mermo | |
- Learn abouk our pavmenk processing and online invoicing solutions. [ Save & Close ] [ Save B New ] [ Clear ]

If you wanted to include only some of the items on the invoice, you would select the
“Let me select specific billables for this Customer: Job” checkbox. This would allow
you to add items to the invoice from the Choose Billable Time & Costs window as
you did for Johnny Melton in the previous exercise.

4 From the Template menu, choose Intuit Service Invoice.

5 Click Save & Close.

Note that QuickBooks has removed the bathroom remodel job from the Time &
Expenses list because there no billable items open for that job.

6 Close the Invoice for Time & Expenses window.
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Displaying project reports for time tracking

QuickBooks provides four reports on time, as described in the following table. You can
create these reports by choosing Jobs, Time, & Mileage from the Reports menu.

Project report

Description

Time by Job
Summary

Shows hours worked subtotaled first by customer or job and
then by service item.

Time by Job Detail

Lists each time activity (that is, work done by one person for
a particular customer or job on a specific date), and shows
whether the work is billed, unbilled, or not billable. The
report groups and subtotals the activities first by customer
and job and then by service item.

Time by Name Shows hours worked (or tracked as sick or vacation time),
subtotaled first by the name of the person who performed
the work and then by the customer or job the person
performed the work for.

Time by ltem Shows the hours worked, subtotaled first by service item

and then by customer or job.
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Displaying the time by job report

The time by job summary report summarizes the total hours for each job, and the time
by job detail report breaks down those summary figures into hours for each service item
and hours for each customer:job.

To create a time by job report:

1 From the Reports menu, choose Jobs, Time & Mileage.

2 From the submenu, choose Time by Job Summary.
QuickBooks displays the time by job summary report.

3 IntheTo field, change the date to 12/18/2015 and click Tab.

4 Scroll the report until you see the time worked for the
Melton, Johnny:Dental office job.

K&l Time by Job Summary

Modify Report... Mematize... || Print... [ E-mail = || Export... Hide Header || Collapse Refresh
Dates | cCustom | From [10j01/2015 (8] To [12/18/2015 [E]  Columns
922 AM Rock Castle Construction

121518 Time by Job Summary
October 1 through December 18, 2015
¢ Oct1-Dec 18,15 ¢
Total Jacobsen, Doug:Kitchen 10600 ~

* | Sort By | Default

Melton, Johnny:Dental office

Framing 20:30
Installation _ 2400
Total Metton, Johnny:Dental office 44:30
Hatiello, Ernesto:Kitchen
Framing 16:00
Removal 36:30
Danaire ] b
—

The report shows the 24 hours for Installation work performed by Gregg Schneider.
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Viewing time data in more detail

Like all QuickBooks reports, you can QuickZoom any of the numbers in a report to see
more detail. Suppose you want to see who worked the 24 hours on installation for
Johnny Melton. You can point to that number in the report and double-click to get
more information.

To view time data details:

1 Position your mouse pointer over the 24 hours for Installation on the
Melton, Johnny:Dental office job, and then double-click.

When you position your mouse pointer over the number, the pointer changes into
amagnifying glass with a Zin it. After you double-click, QuickBooks displays a time
by job detail report for the time data you selected. (This functionality is called
QuickZoom.)

il Time by Job Detail M [=1[E3
Modify Report. .. | | Memorize,., | Print... || E-mail = || Export... | | Hide Header | | Refresh | |

Dates | From [10/01/2015 [@] To [12/18/2015
9:24 AM Rock Castle Construction
daisns Time by Job Detail

October 1 through December 18, 2015
& Date % Hame + Billing Stat... <« Duration %

Melton, Johnny:Dental office

Installation
» 12M6/2015  Gregg O, Sc...  Billed 300 4
12M72015  Gregg O. Sc...  Billed 5:00
121572015 Gregg O, 3c...  Billed &:00
Tatal Installstion 24.00
Total Mefton, Johnny:Dental office 24:00
TOTAL 24:00

You can see that Gregg Schneider did the work and the time has already been billed
to the customer.

2 Close the Time by Job Detail report.
When QuickBooks asks if you want to memorize the report, click No.
3 Close the time by job summary report.

When QuickBooks asks if you want to memorize the report, click No.
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Displaying other project reports

In addition to the estimate and time reports, QuickBooks provides several project
reports to track job profitability, as described in the following table.

Project report Description
Job Profitability Compares the actual cost to the actual revenue for all
Summary customers and jobs. The report subtotals the data first by

customer and then by job.

Job Profitability Detail | For a particular customer or job, compares actual costs to
(for one customer:job) | actual revenues and shows the difference between the two
amounts. The report subtotals the data first by item type and
then by item.

Item Profitability For each item, compares the actual cost to actual revenue
and shows the difference between the two amounts. The
report subtotals the data first by item type and then by item.

Paying nonemployees for time worked

When the company file has time data for a person who is not on your payroll, you can
write checks based on the time worked. QuickBooks can transfer time data for a
specified date range to a check. QuickBooks prefills the Items tab of a check with
information from the time data, including hours worked and rate.

You can pay a subcontractor, owner, or partner for time worked. The person must be on
one of the following lists:

m Vendor (appropriate for subcontractors, especially if you must report payments to
them on Form 1099-MISC)

m  Other Names (appropriate for owners and partners)
m  Employees set up as type “Owner”

To set an owner up on the Employee list, choose Employee Center on the icon bar.
Edit the employee record. On the Employment Info tab, choose Owner from the
Type drop-down list. Employees set up as “Owner” do not use payroll.

Note: To pay an ordinary employee for time worked, use the payroll feature to write
a paycheck.
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Creating service items for subcontractors, owners, or partners

When you use service items for subcontractors, QuickBooks records expenses and
income for the work in separate accounts. You can use such items on both purchase
forms and sales forms.

In this section, you learn how to do the following:
m Setup aservice item to use to track work performed by an owner or partner

m Enter time worked for an owner or partner

m Prepare a check to pay an owner or partner for time worked

To set up a service item for owners or partners:
1 From the Lists menu, choose Item List.

2 Click the Item menu button, and choose New.

3 Inthe Type field of the New Item window, choose Service from the drop-down list.
4 In the Item Name/Number field, type Planning.
5

Select the “This service is used in assemblies or is performed by a subcontractor,
owner, or partner” checkbox.

QuickBooks changes the window to display fields for sales and purchase
information.

New Item

Type

Cervice Use For services wou charge For or purchase, like

specialized labor, consulting hours, or prafessional
fees.

Item MamefMumber [ Subitem of

Planning

Spell
Unit of Measure:

This service is used in assemblies or is performed by a subconktrackor or parkner:

[ ttem is inackive

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Cost 0.00 Sales Price 0.00
Expense Account w Tax Code Tax -
Preferred Yendor v Income Account v

Hiow can I sek rakes by customers or employees?

6 In the Description on Purchase Transactions field, type Job Planning and press Tab.
QuickBooks copies the text into the Description on Sales Transactions field.

7 Inthe Cost field, type 50 and press Tab.
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8 From the drop-down list in the Expense Account field, choose the equity
subaccount called Owner’s Draw.

If you pay owners (or partners) for time worked, you need a service item that records
the cost of the work as a draw against equity, rather than an expense.

9 In the Sales Price field, type 90.

10 In the Tax Code drop-down list, select Non.

11 In the Income Account field, type Planning and press Tab.

12 When QuickBooks tells you that Planning is not on the Account list, click Set Up.

13 In the Add New Account window, make sure Income is selected in the Type drop-
down list and click Save & Close.

Your screen should now look like this.

New Item

Type H
Use for services wou charge for or purchase, like - :
ervice v e - .
specialized labor, consulting hours, or professional
fees.
Ttem Mamefumber [ Subitem of
) Custam Fields
|Plann|ng | |
Spelli
Uik of Measure
; e ) i ; [ 1tem is inactive
This service is used in assemblies or is performed by a subconkractor or partner
Purchase Information Sales Information
Description on Purchase Transackions Description on Sales Transackions
Job Planming Job Planining
Cost 50,00 Sales Price Q0,00
Expense Accounk |Owner's Equity O, .. W | Tay Code Man w
Preferred Yendor | v | Incame Account |P|anning w

How can I set rates by customers or employvees?

14 Click OK to close the New Item window.

15 Press Esc to close the Item list.

In the next section, you learn how to use the Planning item you’ve just created to track
time performed by the owner of Rock Castle Construction.
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Recording nonemployee time worked

You record data for time worked by nonemployees the same way you enter it for
employees.

To enter time for nonemployee time worked:

1 From the Employees menu, choose Enter Time. Then choose Time/Enter Single
Activity.
QuickBooks displays the Time/Enter Single Activity window.

# Time/Enter Single Activity
4 previous [ hext ﬁ Speling [ Timesheet ﬁ Let Your Emplovess Enter Time. ..
Not Billed
Date Billable
Mame b Payroll Item e
Custaomet: Job 4
Service Ikem b
Duration Maotes
D
Save & Close ] [ Save & hew ] ’ Clear

2 Inthe Name field, choose Tom Ferguson from the drop-down list.

Note: When you selected the owner’s name, QuickBooks removed the Payroll [tem
field from the window. (When class tracking is on, this field is replaced with
the class field.) Owners and partners should be set up on the Other Names
list, or on the Employee List with the Type set to “Owner” because they are
not paid with payroll checks.

3 In the Customer:Job field, choose Abercrombie, Kristy:Family Room.

IS

In the Service Item field, select Planning from the drop-down list and press Tab.

5 Type 8in the Duration field and press Tab.
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Your screen should resemble the following.

% Time/Enter Single Activity
& previous [ Mext [##4 speling [ Timesheet .@‘ Let Your Employees Enter Time. ..
Not Billed
Date 12}15(2015 Billable
Mame Tom Ferguson hd
Customer:Job Sbercrombie, Krisky:,., s
Service Item  Planning hd
Duration Motes
B
Save & Close ] [ Save & Mew ] ’ Clear

6 Click Save & Close.
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Preparing a check to pay for nonemployee time worked
In this section, you’ll learn how to create a check to reimburse an owner for time worked
on a specific job.
1 On the Home page, click Write Checks.
QuickBooks displays the Write Checks window.

E: Write Checks - Checking
@ rrevious 0P Mext [ save & print = i Find 5] Journal | (| Attach
Biank Account w | Ending Balance 46,423,958
Mo, 501
Date 12/15/2015 [E]
Pay ko the Order of - £ 0,00
Dallars
Address
Memo
Expenses $0.00 | Items 40,00 | [ orline Payment [ To be printed
Account Amount Memo Customer:Job | Billable?
A
v
[ Clear Splits ] [ Recalculate ] [ Save & Close ” Save & Mew H Clear ]

Make sure that Checking is selected in the Bank Account field.
Click to put a checkmark in the “To be printed” checkbox.

In the Pay to the Order of field, choose Tom Ferguson from the drop-down list.

G h WD

Click Yes at the message QuickBooks displays asking if you want this check to pay
for time worked.

Select Time Period

Select time period For which you want ko pay.
Start Date: End Date:
“ =

Help

6 Type 12/10/15in the Start Date field and press Tab.
7 Type 12/16/15in the End Date field and click OK.
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QuickBooks prefills the Items tab of the check with information from the time data,
including hours worked and rate.

£ Write Checks - Checking

& previous [ Next ESa\re @Print < %‘Find =] Journal @Attach

Eank Account |Checking “ | Ending Ealance 46,423,958
MNo. To Prink
Date 12/15/2015 [E)
Pay to the Order of jTom Ferguson hd $ 400,00
FourhundredandDDII'IDU*************************************Dollars
Address
Memo (12/10/2015 - 12/16/2015) Order Checks
Expenses $0.00 || Ttems $400.00 To be: printed
Item Description Q.. Cost Amount Customer:Job | Eillable? |
Flanning Job Planning g 50.00 400.00 |abercrombie, ... | [
~
Select PO
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Save & Mew ] [ Clear ]

8 Click Save & Close in the Write Checks window.

Notice that time activity is marked unbillable so that it is not billed twice—as a time
activity and an item.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the check.

Account Title Debit Credit
Checking $400.00
Owner’s Draw $400.00
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