Test Bank
Chapter 2
Working with Customers
Name:	______________________________
Class:	______________________________
Date:	______________________________
1. 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?
A. Move the jobs under one of the entries and then merge all three customer listings at once.
B. Move the jobs under one of the entries, merge two of the entries, and then merge the resulting entry with the third one.
C. Merge the jobs and then merge the three customers.
D. Merge two entries first and then merge the resulting entry with the third one. Finally, move the jobs under the new entry.

2. What happens when you click this link?
[image: ] 
A. Invoice Status Tracker
B. Historical Transaction Window
C. Invoice Details Window
D. Customer History Report
3. If there are no payment terms indicated on the invoice, the due date will be in:
A. 5 days
B. 10 days
C. 20 days
D. 30 days


4. Jessica wants to find a report in the Customers & Receivables category that will answer a question she has about her data. Which tab in the Report Center should she choose?
 [image: ]
A. 1
B. 2
C. 3
D. 4
5. What report type shows all transactions recorded in QuickBooks for a particular center or account?
A. Balance Sheet
B. Profit & Loss
C. Sales by Item
D. QuickReport
6. Which “behind the scenes” image shows what happens when you create an invoice?
A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]
7. What Home Page task icon do you click to enter a customer sale “on account”?
[bookmark: _GoBack][image: ] 
A. 1
B. 2
C. 3
D. 4
8. What sales form do you choose if you don’t want Accounts Receivable affected?
A. Invoice
B. Sales Receipt
C. Statement
D. Receive Payment
9. Which feature lets you search the entire company file for a menu command?
A. Simple Find
B. Find Menu
C. Search
D. Advanced Find
10. Before you can add something to an invoice, the item must be created as a(n): 
A. service
B. inventory
C. item
D. company
11. What must you specify when creating an invoice?
A. Vendor
B. Transaction
C. Customer
D. Service
12. 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?
A. Delete the unwanted customers.
B. Put an asterisk (*) before the unwanted customer names.
C. Edit the unwanted customer names to the names of new customers.
D. Mark the unwanted customers as inactive.
13. What happens behind the scenes if you don’t use the Receive Payments window to record a payment on an invoice?
A. [bookmark: _Hlk508726905]Income will be understated, and Accounts Receivable will be cleared out.
B. Income will be overstated, and Accounts Receivable will be cleared out.
C. Income will be understated, and Accounts Receivable will not be cleared out.
D. Income will be overstated, and Accounts Receivable will not be cleared out.
14. To remove a transaction and still retain a record of it, use the _____ command.
A. Edit
B. Correct
C. Delete
D. Void
15. Which list is integrated into the Customer Center?
A. Item List
B. Customer Type List
C. Customers & Jobs List
D. Customer Reports List
16. When can you add a new customer or job to the Customer Center?
A. At any time
B. During the company setup process
C. Only when a previous job is not in process
D. Only when you have received all payments from previous customer jobs
17. Jemal is creating an invoice, but in the Customer:Job list, only <Add New> is showing. How can he populate the customer list?
A. He must finish creating his Chart of Accounts.
B. He must enter his customers into the Customers & Jobs List.
C. He must restore his Item List.
D. He must finish the company file setup process.


18. Kendall is encouraged by her number of repeat customers and wants to begin tracking the profitability for each project she completes per customer. What should she set up to track this information?
A. Jobs
B. Projects
C. Sub-customers
D. Items
19. 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?
A. Delete all transactions and the customer, and then start again from scratch.
B. Edit the customer name in the Customer Center, as any changes made to the customer record will change all future and past transactions.
C. Go to Company Preferences and execute a Mass Edit.
D. Edit each transaction manually.
20. When creating a new non-inventory item, what do you do to track both purchase and sales information for it?
A. Create a custom field for the item.
B. Enable units of measure.
C. Indicate that the item is used in assemblies or is purchased for a specific customer:job.
D. Enter a note in the New Item window.
21. In QuickBooks, what is considered an item?
A. Anything the company buys, sells, or resells in the course of business
B. Any entry of a vendor, customer, or employee
C. Any changes made within preferences windows
D. Any entry that appears on a report
22. 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?
A. He can put numbers in front of each item to make them easier to sort.
B. He can change the name of each individual item.
C. He can group them into subitems under a general term.
D. He must continue to scroll; item names cannot be changed.
23. When you enter a sales receipt, where do the funds go?
A. Accounts Receivable 
B. Sales 
C. Deposited Funds
D. Undeposited Funds
24. 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


25. Match each item type to its description.
	[bookmark: _Hlk4518776]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



QuickBooks Desktop 2019		Page 6 of 5
image1.png
" DATE
I n VO | Ce See History / 12/27/2023 -]

INVOICE #
10024




image2.png
Report Center

Standard &' Memorized & Favorites Recent ¥ Contributed




image3.png
Accounts Receivable Advertising Expense

100 100




image4.png
Design Income Accounts Receivable

100 100




image5.png
Accounts Payable Design Income

100 100




image6.png
Accounts Receivable Design Income

100 100




image7.png
.

Create
Invoices

Statement
Charges

CCUSTOMERS

Accept
Credit Cards

Create Sales

Receipts
[}
Receive
Payments
N4 O=
Statements Refunds

& Credits




