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Chapters 6–12
Name:	______________________________
Class:	______________________________
Date:	______________________________
Chapter 6: Managing Physical Inventory
1. Which “behind the scenes” images show what happens when you receive inventory?
A. [image: ]
B. [image: ]
C. [image: ]
D. [bookmark: _Hlk3137200][image: ]
2. Lucy charges 25 customers a standard monthly fee for landscape maintenance services. How can she efficiently bill them for the fee?
A. Create a billing group of the customers and then create a batch of invoices.
B. Create an invoice template and then apply it to all of the customers.
C. Create an invoice for one customer and then issue the duplicate command.
D. Create a customer group and then issue a service item invoice to them.
3. Chau now sells his hot sauce through his website and needs an efficient way to ship product. Since he’s already a QuickBooks user, what would you recommend he use?
A. USPS QuickBooks app
B. PayPal Processing Center
C. FedEx Tracker 
D. Shipping Manager
4. Which of these should be set up as a non-inventory item?
A. An hour of consulting work
B. A shipment of baseball caps
C. Thread used by a seamstress
D. Tax to be charged for a certain jurisdiction
5. Tina has been using Net 30 payment terms for one of her customers for many years, but recently the customer has been late on payments. How can Tina incentivize the customer to make timely payments?
A. Change the tax amount for the invoice and move the extra amount to Accounts Receivable once payment is made.
B. Change the terms for the customer to 1% 10 Net 30.
C. Change the terms for the customer to 2% 15 Net 60.
D. Add an extra charge in the item list and apply it to the customer’s invoices.
6. Karl wants to closely monitor his inventory, which includes several valuable items, to help prevent loss. What report lets him quickly and easily compare his QuickBooks inventory to his physical inventory?
A. Profit & Loss report
B. Physical Inventory Worksheet
C. Inventory Count report
D. Inventory Sales Sheet
7. Match each inventory report to its description.
	INVENTORY REPORTS
	
	DESCRIPTIONS

	1. [bookmark: _Hlk508817309]Inventory Valuation Summary
1. Inventory Valuation Detail
	_____
_____
	1. Shows inventory that needs to be ordered

	1. Inventory Stock Status by
Item
	
_____
	1. Shows the value of your inventory by item

	1. Physical Inventory Worksheet
	_____
	1. Shows the specifics for transactions that affect inventory value

	
	
	1. Compares inventory on hand to inventory recorded in QuickBooks


8. Match each description to its term.
	DESCRIPTIONS
	
	TERMS

	1. Offered to encourage earlier bill payment
	_____
	1. Inventory part

	1. Wholesale purchase price of inventory
	_____
	1. Cost of goods sold

	1. Tracked and sold by quantity
	_____
	1. Non-posting account

	1. Doesn’t affect what happens behind the scenes
	
_____
	1. Non-inventory part
1. Discount payment

	1. Item purchased for a specific customer
	_____
	 terms





Chapter 7: Working with Balance Sheet Accounts and Budgets
9. What is it called when a balance decreases over time, such as a prepaid account being expensed?
1. Asset depletion
1. Expensing operation
1. Amortization
1. Transferization
10. Bernard wants to keep a small amount of cash on hand for minor expenditures. What should he set up?
1. Cash drawer
1. Point of sale system
1. Payable account
1. Petty cash account
11. Which “behind the scenes” images show what happens when you write off a bad debt?
1. [image: ]
1. [image: ]
1. [image: ]
1. [image: ]
12. Miranda has been using QuickBooks for a full year and has set up a budget based on actual income and expenses. What report does she create to view projected income and expenses by month?
1. Budget vs. Actual
1. Profit & Loss Budget Performance
1. Budget Overview
1. Budget Verification


13. Charlotte paid $1,200 for a year of insurance up front as part of a discount promotion. She would otherwise pay $125 per month. Which image shows the proper way to account for the payment?
1. [image: ]
1. [image: ]
1. [image: ]
1. [image: ]
14. While getting ready to remit her sales taxes, Marena notices that the incorrect tax jurisdiction is used for a customer. How can she correct the problem?
1. Delete the original transactions and create new ones, making sure to choose the correct tax item or group.
1. Go back to the original transactions and choose the correct tax item or group.
1. Void the original transactions and create new ones, making sure to choose the correct item or group.
1. Create a new, higher percentage tax item to use from now on to collect the missing tax.
15. Match each balance sheet account type to its description.
	ACCOUNT TYPES
	
	DESCRIPTIONS

	1. Other Current Asset
1. Fixed Asset
	_____
_____
	1. Funds owed that you don’t plan to pay off within the year

	1. Current Liability
1. Long Term Liability
	_____
_____
	1. Resources owned that you plan to use or convert to cash within a year

	1. Equity
	_____
	1. The owner’s investment in the company

	
	
	1. Resources owned that you don’t plan to convert to cash within a year

	
	
	1. Funds owed that are expected to be paid off within a year




16. Match each equity account to its description.
	EQUITY ACCOUNTS
	
	DESCRIPTIONS

	1. [bookmark: _Hlk508818025]Retained Earnings
1. Owner’s Equity
	_____
_____
	1. Where net income/loss goes at fiscal year end

	1. Opening Balance Equity
	
_____
	2. Amount the owner has been paid from the company

	1. Owner’s Draw
	_____
	3. Amount of owner investment in the company

	
	
	4. Offset account for initial balances when starting a company



Chapter 8: Using QuickBooks for Payroll
17. Juanita just started using QuickBooks for payroll. She was told to set up employee defaults but isn’t sure how to go about it. What would you recommend to her?
1. Defaults don’t need to be set up; it’s more efficient to not use them.
1. Set up the defaults as they apply to your most senior employee.
1. Choose options that apply to the majority of employees and edit as needed.
1. Set up the defaults as they apply to your own circumstances.
18. Anything you wish to include on a paycheck must first be set up as a: 
1. deduction
1. payroll expense
1. payroll liability
1. payroll item
19. Which “behind the scenes” images show what happens when you issue paychecks?
A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]


20. Kent likes using QuickBooks for payroll, but it’s getting difficult for him to keep up, particularly when working around holidays and remembering how often different employees are paid. What feature can automate his payroll process and reduce his frustration?
1. Batch Payroll Automation Service
1. Payroll Calendar
1. Auto-Payroll
1. Payroll Schedules
21. Josh notices a minor error in an assigned class on a paycheck he’s already distributed. What feature will prevent him from altering the wage amount or net pay while he corrects the class on the errant paycheck?
1. Num Lock 
1. Lock Net Pay 
1. Class Change 
1. Class Net Pay Lock 
22. Match each payroll form to its purpose.
	PAYROLL FORMS
	
	PURPOSES

	1. W-2
	_____
	1. Employer’s Quarterly Federal Tax Return

	1. W-3
1. 940
	_____
_____
	1. Summarizes tax info provided to subcontractors; submitted to the government

	1. 941
	_____
	1. Summarizes an employee’s earnings and deductions 

	1. 1099-MISC
	_____
	1. Form used to report earnings to subcontractors

	1. 1096
	_____
	1. Summarizes employee earnings and deductions; submitted to the government

	
	
	1. Employer’s Annual Federal Unemployment Tax Return


23. Match each payroll item to its type.
	PAYROLL ITEMS
	
	ITEM TYPES

	1. Sick Salary
	_____
	1. Yearly salary

	1. Office - Billable Time
	_____
	1. Deduction

	1. Bonus
	_____
	1. Hourly wage

	1. Health Insurance
	_____
	1. Federal tax

	1. Medicare Company
	_____
	1. Addition





24. Match each payroll error to its best fix.
	PAYROLL ERRORS
	
	BEST FIXES

	1. Lost or damaged paycheck
1. Incorrect pay period dates
	_____
	1. Edit the information in the Review Paycheck window.

	within the calendar year
1. Employee was overpaid
	_____
_____
	2. Use Lock Net Pay mode and correct the error.

	1. Employee was underpaid
	_____
	3. Issue an unscheduled payroll check.

	1. Incorrect paycheck item (not amount)
	
_____
	4. Reprint and reissue the check using the next check number.

	
	
	5. Correct on the next payroll.


Chapter 9: Job Costing, Creating Estimates, and Time Tracking
25. Janice purchases large pieces of furniture for customers in her interior design business. How can she protect herself from customers not paying for the expenses she incurs on their behalf?
1. Create an estimate for the customer when the furniture is purchased.
1. Invoice the customers for a deposit before the furniture is purchased.
1. Create a progress invoice and include the furniture as an item on it.
1. Enter a bill for the furniture and mark it as billable.
26. Where do you indicate that an expense is to be passed on to a customer?
[image: ]
1. 1
1. 2
1. 3
1. 4


27. Which “behind the scenes” image shows what happens when you create an invoice?
A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]

28. Phoebe just assessed finance charges for all overdue customers, including a longtime customer who is having cash flow issues. Phoebe wants to help her longtime customer through their temporary setback. What might she do?
1. Remove the finance charge.
1. Reverse the finance charge and set it to automatically reapply if payment isn’t received in 10 days.
1. Assess a finance charge on the finance charge.
1. Set the finance charge to be delayed for 30 days.
29. When is unearned income recorded as earned?
1. After the customer purchases a gift certificate
1. After you deliver the goods/services the customer purchased
1. After the customer pays for the goods/services
1. After the customer enters the payment into their financial software
30. Match the information about customer deposits to their descriptions.
	INFORMATION
	
	DESCRIPTIONS

	1. Type of account used to track unearned income
	_____
	1. Invoice

	1. Used to record receipt of customer deposit
	_____
	1. Income

	1. Accepting a payment for a gift certificate
	_____
	1. Liability

	1. Type of item created to charge for a customer deposit
	_____
	1. Other Current Liability

	1. Type of account that increases when a service has been traded for the customer deposit
	_____
	1. Other Charge





31. Match each term to its description.
	TERMS
	
	DESCRIPTIONS

	1. Estimate
	_____
	1. Done after the estimate has been created

	1. Job costing
	_____
	1. Will help in determining profitability of jobs

	1. Progress invoicing
	_____
	1. Can be created for either a customer or a job

	1. Change orders
1. Finance charge
	_____
_____
	1. Assessed to customers who have not paid on time

	
	
	1. Allows you to invoice from an estimate in stages



32. Match each field from the time data entry windows to its description.
	FIELDS
	
	DESCRIPTIONS

	1. Customer:Job
1. Service item
	_____
_____
	1. Check this field to pass on expenses to a customer.

	1. Payroll item
1. Billable
	_____
_____
	2. Enter information here to pay employees from time data.

	1. Notes
	_____
	3. Enter information here to populate the invoice Description field.

	
	
	4. This allows you to bill a customer for time worked.

	
	
	5. This allows you to track services performed.



[bookmark: _GoBack]Chapter 10: Customizing and Integrating in QuickBooks
33. Karel set up a new company file. Now she sees relevant entries in the Customer Type List and Payment Method List that she doesn’t remember creating. Where did they come from?
A. She must have entered them and forgotten about it.
B. They’re part of the new company template used for all new QuickBooks companies.
C. They were created during the new company set up, based on the chosen company type.
D. They were created when she chose to invoice customers in the new company setup.
34. Simone runs a nonprofit and wants to track her volunteers by type, but there’s no Customer & Vendor Profile List that tracks this. What should she do?
1. Convert an existing profile list that she doesn’t use to track volunteer types.
1. Nothing; you can’t track another aspect of the business because the Customer & Vendor Profile Lists are static.
1. Create a new profile list to track the information.
1. Use the Customer Type List to track both customer (donor) and volunteer types.


35. Akiko’s accountant advised her to use the accrual basis of accounting. Considering this, how should she enter data into QuickBooks?
1. She should be sure to enter all customers and vendors in the appropriate lists since she’ll be using Accounts Receivable and Accounts Payable.
1. She doesn’t have to enter data differently for accrual basis versus cash basis.
1. She should never use the Write Checks window because she’ll be using Accounts Payable.
1. She should make sure to enter all invoices before she enters any bills each day.
36. What are integrated applications?
1. Software products created by independent developers and industry experts
1. A QuickBooks feature that allows you to integrate customer and vendor data
1. Software products provided by Intuit to interpret your data
1. A QuickBooks feature that allows you to integrate with Microsoft Excel
37. Lucas has been printing his reports for several months. The process is tedious, especially since he’s creating the same reports every month, and he hates manually creating each report and printing them individually. What might you suggest to Lucas?
1. Use the Print Multiples feature. 
1. Create a memorized report group and process it as a batch.
1. Add custom fields to the reports as cross-references.
1. Set them up as specialized reports and export them to Excel to be printed monthly.
38. Match each list to where it’s found in QuickBooks.
	LISTS
	
	LOCATIONS

	1. Payment Method List
	_____
	1. Create Invoices form

	1. Vehicle List
	_____
	1. Enter Sales Receipts form

	1. Customer Message List
	_____
	1. Receive Payments form

	1. Ship Via List
	_____
	1. Enter Vehicle Mileage window


39. Match each specialized report to its description.
	SPECIALIZED REPORTS
	
	DESCRIPTIONS

	1. Industry specific reports
1. Commented reports
	_____
_____
	1. Have selected reports emailed to you automatically 

	1. Scheduled reports
1. Contributed reports
	_____
_____
	1. Options include reports for job costing professional services, construction, and retail businesses 

	
	
	1. Reports shared as templates with others in the QuickBooks community

	
	
	1. Snapshots of reports with user notes, queries, and other feedback








40. Put the steps required to create letters with Word in the proper order.
	ORDER
	
	STEPS

	1. First
	_____
	1. Print the letters and envelopes.

	1. Second
	_____
	1. Prepare letters with envelopes from the Company menu.

	1. Third
	_____
	1. Word is launched.

	1. Fourth
	_____
	1. QuickBooks data is merged into the letter.

	1. Fifth
	_____
	1. Prepare and customize your letter.

	1. Sixth
	_____
	1. Enter the envelope information.

	1. Seventh
	_____
	1. Select the template you wish to use.















	 And 
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