Test Bank
Unit 1
Chapters 1–5
Name:	______________________________
Class:	______________________________
Date:	______________________________
Chapter 1: Introducing QuickBooks Pro
1. What does the cash basis of accounting mean?
A. Income is recorded when cash is earned, and expenses are recorded when incurred.
B. When a company purchases assets, it should record them at cost.
C. A stable currency is going to be the unit of record.
D. Income is recorded when cash is received, and expenses are recorded when paid.
2. The act of decompressing a QuickBooks portable file is called:
A. uncompressing
B. restoring
C. opening
D. unzipping
3. Which QuickBooks task does NOT affect the accounting “behind the scenes”?
A. An activity such as paying a bill
B. Entering a name on a list
C. Creating a profit & loss report
D. Entering a name on a list and creating a P&L report
4. Keith has been using QuickBooks for several years. Lately the system has been performing slowly, and he’s worried that his company file is corrupted. How can he check the integrity of his file?
A. Do a QuickBooks Scan.
B. Create a backup file.
C. Create a compressed version of the file.
D. None of these options; it’s not possible to check a company file’s integrity.


5. What do the arrows on the QuickBooks Home page indicate?
[image: C:\Users\Laura\AppData\Local\Temp\SNAGHTML4bc7f836.PNG]
A. Alphabetical order
B. The GAAP order
C. The order in which the icons were created
D. The workflow to follow when executing tasks in QuickBooks
6. Rasha is working in QuickBooks as a heavy storm begins, so she wants to save her work right away in case of a power outage. What should she do?
A. There’s no need to save because QuickBooks automatically saves all actions.
B. Choose FileBack Up CompanySave Company File.
C. Click the Save icon at the top right of the QuickBooks window.
D. Choose FileCompany FileSave.
7. Match each QuickBooks file type to its description.
	FILE TYPES
	
	DESCRIPTIONS

	A. Company file
B. Backup file
	_____
_____
	1. Compressed copy of your data; great for sending via email

	C. Portable company file
D. Transaction log file
	_____
_____
	2. Contains important configuration data; don’t delete

	E. Network data file
	_____
	3. Decompressed, regular file for daily transactions

	
	
	4. Helps recover any data entered after the last backup

	
	
	5. Compressed copy of your data; can be stored online in case of file corruption





8. Match each term to its definition.
	FILE TYPES
	
	DESCRIPTIONS

	A. Behind the scenes
B. Activities
C. GAAP
D. Cash basis
	_____
_____
_____
_____
	1. What the user enters on forms such as invoices or bills
2. Organization that creates principles used in the U.S. to prepare financial statements

	E. Matching principle
F. FASB
	_____
_____
	3. Income is recorded when cash is received;
expenses are recorded when paid

	
	
	4. Expenses must match revenues during the
same accounting period

	
	
	5. Principles generally accepted in the accounting world

	
	
	6. The accounting QuickBooks performs when a transaction is recorded


Chapter 2: Working with Customers
9. Ahmed realizes that a customer with jobs is listed three times on the Customers & Jobs List. What should he do to have the customer listed only once?
1. Move the jobs under one of the entries and then merge all three customer listings at once.
1. Move the jobs under one of the entries, merge two of the entries, and then merge the resulting entry with the third one.
1. Merge the jobs and then merge the three customers.
1. Merge two entries first and then merge the resulting entry with the third one. Finally, move the jobs under the new entry.

10. Which “behind the scenes” image shows what happens when you create an invoice?
1. [image: ]
1. [image: ]
1. [image: ]
1. [image: ]
11. Carlos has many customers in his company file. To improve navigation, he wants to clean up his customer list by removing those he’s pretty sure won’t be coming in again. What’s the most efficient way for Carlos to do this?
1. Delete the unwanted customers.
1. Put an asterisk (*) before the unwanted customer names.
1. Edit the unwanted customer names to the names of new customers.
1. Mark the unwanted customers as inactive.
12. Eisa recently added a new customer. After a week of entering transactions for that customer, he realizes he misspelled the customer’s name when he created the record. What should he do?
1. Delete all transactions and the customer, and then start again from scratch.
1. Edit the customer name in the Customer Center, as any changes made to the customer record will change all future and past transactions.
1. Go to Company Preferences and execute a Mass Edit.
1. Edit each transaction manually.
13. In QuickBooks, what is considered an item?
1. Anything the company buys, sells, or resells in the course of business
1. Any entry of a vendor, customer, or employee
1. Any changes made within preferences windows
1. Any entry that appears on a report
14. Kyle’s Item List includes many items for cleaning services. Because they start with different letters, they don’t appear together in the list, and he must scroll to add multiple services to an invoice. How can Kyle make finding his cleaning services items easier?
1. He can put numbers in front of each item to make them easier to sort.
1. He can change the name of each individual item.
1. He can group them into subitems under a general term.
1. He must continue to scroll; item names cannot be changed.
15. Match each form type to its description.
	[bookmark: _Hlk4518587]FORM TYPES
	
	DESCRIPTIONS

	A. Invoice
	_____
	1. Used to gather customer charges for a specific period

	B. Sales Receipt
C. Statement
	_____
_____
	2. Used when a customer does not pay at the time of service

	
	
	3. Used when a customer makes a payment at the time of service





16. Match each item type to its description.
	ITEM TYPES
	
	DESCRIPTIONS

	A. Discount
B. Inventory Part
	_____
_____
	1. Records partial remittance at time of sale and reduces total amount owed

	C. Subtotal
D. Sales Tax Item
	_____
_____
	2. Applies a percentage discount or surcharge to many items

	E. Payment
	_____
	3. Services you charge for or purchase

	F. Service
	_____
	4. What you purchase, track as inventory, and resell

	
	
	5. Subtract a percentage or fixed amount from a total or subtotal

	
	
	6. Calculates a single sales tax at a specific rate, which you pay to a single tax agency


Chapter 3: Working with Vendors
17. Which “behind the scenes” image shows what happens when you pay a bill?
A. [image: ]
B. [image: ]
C. [image: ]
D. [bookmark: _Hlk3137200][image: ]
18. Kwang just wrote a check for a bill that was entered in the Enter Bills window. What should he do to correct his mistake? 
1. Delete the bill entered through the Enter Bills window.
1. Enter the payment through the Pay Bills window.
1. Void the check and enter the payment through the Pay Bills window.
1. Delete the check and record the payment using a journal entry.


19. What is the net income for Average Guy Designs in December 2023?
[image: Profit & Loss report for Average Guy Designs for the month of December 2023. Total Income is $5,065, Total Expense is $1,822.87, Total Utilities is $525.37]
1. $6,887.87
1. $5,065.00
1. $4,539.63
1. $3,242.13
20. What must you specify when entering a bill?
1. Vendor
1. Transaction
1. Customer
1. Income account
21. Akim is entering a bill from a vendor. When he selects the vendor, the default expense account for that vendor fills in, but, for this transaction only, he wants to use a different account. What should he do?
1. Close the Enter Bills window, change the default expense account for the vendor, and reopen the vendor in the Enter Bills window.
1. Remove the default expense account, finish the transaction, and create a duplicate transaction with the new expense account.
1. Override the default expense account by changing it for this individual transaction.
1. Leave the default expense account and add the other expense account in the next field.
22. Which of these can you NOT edit after creating a new vendor?
1. Tax ID
1. Vendor name
1. Opening balance
1. Mailing address


23. Nolan entered a bill but DIDN’T use the Pay Bills window. Which statement describes the behind-the-scenes effect of this?
1. Income is double-stated, and Accounts Payable for the vendor is not cleared out. 
1. Income is double-stated, and Accounts Payable for the vendor is cleared out.
1. Expenses are double-stated, and Accounts Payable for the vendor is not cleared out.
1. Expenses are double-stated, and Accounts Payable for the vendor is cleared out.
24. Match each action involved with managing a Vendor List to its description.
	ACTIONS
	
	DESCRIPTIONS

	A. Create a subcontractor
B. Edit a vendor
	_____
_____
	1. Do this for vendors not currently being used.

	C. Delete a vendor
	_____
	2. Do this on the fly in the Enter Bills window.

	D. Make a vendor inactive
	_____
	3. This cannot be undone.

	E. Merge list entries
	_____
	4. This action affects past and future transactions.

	
	
	5. This is allowed if you haven’t used the vendor in a transaction.



Chapter 4: Performing Banking Tasks
25. Esmerelda has started using PayPal to pay vendors. How should she account for these payments in QuickBooks?
1. Use the Write Checks window with “PP” in the number field.
1. Create a new bank account called “PayPal.”
1. Create a new credit card account called “PayPal.”
1. Use the Enter Bills window.
26. What is the value of the equity account(s) for Average Guy Designs?
[image: Balance Sheet report showing $10,680.33 in Checking/Savings, $2,880.00 in Accounts Receivable, $13,560.33 in total assets, and $318.07 in liabilities.]
1. $13,242.26
1. $13,560.33
1. $10,680.33
1. $318.07
27. [bookmark: _GoBack]Which “behind the scenes” image shows what happens when you make a deposit into Checking?
A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]
28. Rasha doesn’t like how her Chart of Accounts is sorted and that she must scroll up/down to find accounts. What can she do to make it easier to find the accounts she needs?
1. She can use the Item List; accounts are much easier to find there.
1. Nothing; she’ll just have to get used to it.
1. She can press [Ctrl]+[S] to open the Search feature and type in her account name.
1. She can click a column heading to sort that column.
29. A credit card is a liability, so its normal balance is a(n):
1. sale
1. debit
1. payment
1. credit
30. Fajer is performing a reconciliation that shows a difference between her QuickBooks account and bank statement. What is the first thing she should do to try to resolve it? 
1. Look for a transaction in the same amount as the difference and ensure whether it should be cleared.
1. Determine whether there is a bank error.
1. Cancel the reconciliation and start over or change the difference to a previously cleared amount.
1. Run a Reconciliation Discrepancy report.


31. Match each report to the question it answers.
	[bookmark: _Hlk4520556]REPORTS
	
	QUESTIONS ANSWERED

	1. Register QuickReport
1. Reconciliation Summary
1. Company Snapshot
1. Balance Sheet
	_____
_____
_____
_____
	1. What changes in transactions may affect my next reconciliation?
2. What checks haven’t cleared the bank as of the last statement?

	1. Reconciliation Discrepancy
	
_____
	3. Which report shows all asset, liability, and
equity accounts?
4. Where can I get a quick view of my

	
	
	company’s bottom line?
5. What are all the transactions in my

	
	
	Checking account involving a specific payee?


32. Match each description to its term.
	[bookmark: _Hlk4520998]DESCRIPTIONS
	
	TERMS

	1. Funds taken directly from the Checking account
	_____
	1. Reconciliation reports
1. Credit card reconciliation

	1. After this, write a check or enter a bill for the payment
	_____
	1. Company Snapshot
1. Debit card purchase

	1. Shows transactions that have and haven’t yet cleared the bank
	_____
	1. Balance Sheet

	1. Shows all asset, liability, and equity accounts
	_____
	

	1. Quick view of company’s bottom line 
	_____
	


Chapter 5: Creating a Company File
33. In what order are accounts listed in the Chart of Accounts?
1. Assets, expenses, liabilities, equity, income, cost of goods sold
1. Expenses, cost of goods sold, income, equity, liabilities, assets
1. Income, cost of goods sold, expenses, assets, liabilities, equity
1. Assets, liabilities, equity, income, cost of goods sold, expenses
34. Adelaide wants all transaction details in her company file, so she’ll be entering her historical transactions. Which transactions should she enter first?
1. Purchase orders
1. Invoices
1. Sales tax payments
1. Customer payments


35. As Kili is setting up his company file, he doesn’t see an industry type that perfectly fits his business. He knows QuickBooks creates accounts based on the industry selected, and he’s worried he won’t have the accounts he needs no matter what industry he chooses. What would you tell Kili?
1. Add your own accounts to the Chart of Accounts after setup is complete.
1. Change the industry after setup is complete.
1. Just use the accounts for reasons other than their stated intentions.
1. You must make do with the accounts shown as part of the setup process.
36. How do you ensure users can’t enter or change transactions that occurred during the previous fiscal period?
1. Delete all transactions from the previous fiscal period.
1. Turn on the date warning preferences.
1. Set a closing date for her account.
1. Set the restriction preference in the Accounting category.
37. Match each account type to its example.
	ACCOUNT TYPES
	
	EXAMPLES

	A. Bank
	_____
	1. Savings account

	B. Other Current Asset
	_____
	2. Mortgage

	C. Fixed Asset
	_____
	3. American Express

	D. Credit Card
	_____
	4. Opening Balance Equity

	E. Other Current Liability
	_____
	5. Prepaid Rent

	F. Long Term Liability
	_____
	6. Machinery

	G. Equity
	_____
	7. Short-Term Loan


38. Match each QuickBooks term to its description.
	TERMS
	
	DESCRIPTIONS

	A. Start Date
B. Company Preference
	_____
_____
	1. Give more information when creating a company file

	C. Personal Preference
	_____
	2. Should not be too far in the past

	D. Start Setup
E. Advanced Setup
	_____
_____
	3. Lists all asset, liability, equity, income, and expense accounts

	F. Chart of Accounts
	_____
	4. Controlled by individual users

	G. Subaccounts
	_____
	5. Can decrease the number of accounts on a P&L report

	
	
	6. Controlled by the administrator

	
	
	7. Set up new a company file with only basic information













39. Match each account number to its account type.
	ACCOUNT NUMBERS
	
	ACCOUNT TYPES

	A. 23000
	_____
	1. Expense

	B. 57000
	_____
	2. Asset

	C. 15000
	_____
	3. Equity

	D. 63700
	_____
	4. Income

	E. 32000
	_____
	5. Cost of Goods Sold

	F. 44000
	_____
	6. Liability


40. Match each historical transaction entry to the order in which it is entered.
	HISTORICAL TRANSACTION ENTRIES
	
	ORDER

	A. Customer payments
	_____
	1. First

	B. Invoices
	_____
	2. Second

	C. Sales tax paid
	_____
	3. Third

	D. Employee timesheets
	_____
	4. Fourth

	E. Bank fees
	_____
	5. Fifth

	F. Purchase orders
	_____
	6. Sixth
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Average Guy Designs, Chapter 3
Profit & Loss

December 2023
Dec 23
~Income
42700 - Photography Income  » 200.00 «
43200 - Design Income 4,345.00
48800 - Print Layout Income 520.00
Total Income 5,065.00
Gross Profit 5,065.00
~ Expense
61500 - Job Materials 195.50
64900 - Office Supplies 352.00
67100 - Rent Expense 750.00
~ 68600 - Utilities
68620 - Water 525.37
Total 68600 - Utilities 525.37

Total Expense 1,822.87
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Average Guy Designs, Chapter 4

Balance Sheet
As of December 31, 2023

Dec 31, 23
~ASSETS
~ Current Assets
» Checking/Savings 10,680.33
» Accounts Receivable 2,880.00
Total Current Assets 13,560.33
TOTAL ASSETS 13, 3
~LIABILITIES & EQUITY

» Liabilities 318.07
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