	Essential Bookkeeping          Murrieta, CA


 ”Where your business is our interest”








Copyright  Sept2003 M Mitchell All rights reserved by M Mitchell







[image: image5.png]QuickBooks.

- ProAdvisor




  * USE YOUR ARROW KEYS TO SCROLL THROUGH  DOCUMENT
[image: image6.jpg]


IMPORTANT NOTICE
New Procedure for Entering POS/ATM/DEBIT Transactions in QuickBooks

To Setup for new POS/ATM posting procedure:
· 1.  Go to List Menu
· 2.  Chart of Accounts

· 3.  Add New

· 4.  Type =                             Bank

· 5.  Name =                           ATM/POS Transactions

· 6.  “Click “       on the circle to make this new account a “sub account” 

· 7.  Sub-Account =              Your Business Checking Account Name

· 8.  Save and Close/OK
To begin and when entering ATM or POS Debit Transactions, in QuickBooks, go to “enter manual checks” or you may use your “check register”, whichever you prefer.

Make sure that the bank account found in the top left hand part of your screen is 
“ATM/POS Transactions”
 (whenever begin entering any banking information in QuickBooks, it is always important you verify the bank account in which you are posting the transactions to in case your business or bookkeeping has multiple bank accounts)

Begin entering your ATM/POS transactions through your preferred entry screen.

Benefit to this procedure:

  Because your ATM/POS transactions are always listed separately on your bank statements, in order to  simplify  month end bank reconciliations, it is important that these transactions are also recorded separately from your regular check writing.  This allows your check register to be kept in “numerical” order, and your ATM/POS transactions be kept in “date” order since there is no numerical value to POS transactions.  You will find this will simplifying tremendously your reconciliation at the end of the month.  
While  posting your POS transactions to a “separate register”, at the same time (indirectly) posting these transactions to your Cash in Bank balance.  To verify this, when you need to know how much is available in your checking account, return to your “List Menu”, “Chart of Accounts” .  At the top of the list will be your checking account balance. . . it will show you balances in both cash accounts, 1 – Business Checking and 2 – ATM/POS.  The balance shown on the line of your Business Checking will include the < $          >  balance showing in ATM/POS total even though they appear to be separate.  

Be aware that when you go to your check writing screen or register screen to actually issue or write checks, the balance appearing will be different than that of the “List – Chart of Accounts”  balance…..  ONLY IF YOUR ACCOUNTING IS SETUP FOR ACCURAL BASIS ACCOUNTING METHOD AND REPORTS  , therefore it is important you verify your balance through “List – Chart of Accounts” prior to issuing checks or payments.


It will not be different if you are using a “CASH BASIS” accounting method and reports. 

You may also want to review the General Ledger for a confirmation of the simplified reports and to ensure the POS transactions are actually effecting your Business Checking Account Balance shown in QuickBooks. . . .Go to the following menu’s:
· Reports

· Memorized Reports

· Accountant

· Balance Sheet – Here you will find the Total CIB – Checking (see following page  Example
  (if you want to see the detail of the Checking Account Balance Total, double click on the balance(s) and it will take you to the General Ledger Report…)
and/or for an additional view of the detail of “this” account:
· Reports

· Memorized Reports

· Accountant

· General Ledger
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Balance Sheet
+ 2003

ASSETS
Current Assets
Checking/Savings
CIB - Wells Fargo Checking
ATM Purchases & Withdrawis » 570351 <
CIB - Wells Fargo Checking - Other
Total CIB - Wells Fargo Checking

Total Checking/Savings 10350455

103504 55

Office Furniture & Fixtures 1,405.45
Total Fixed Assets. 170743
TOTAL ASSETS 101.397.92

LIABILITIES & EQUITY
Liabilities
Current Liabilities
Credit Cards
US Bank Payable 451257
Office Depot Credit Card Payabl -500.00
Total Credit Cards Sa1z2s7




If you have any questions or need a personal walk through on these procedures, please contact us.  

Good Luck!

Essential Bookkeeping

“Your Business is our Interest”
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Essential Payroll Services     Small Business  1 

–

 25 Employees Per Payroll

 

 

Payroll Fees Per Payroll

 

 

Here’s What You Get…

 

 

             About Us…

 

 

 

  Number of      

                                      1  Monthly 

 

Employees                               Fee…  /  Payperiod

 

 

         1……………………..$ 21.25    /  $   29.92

 

         2……………………...  23.40    /       32.07

 

         3……………………… 25.55    /       34.22

 

         4………

……………… 27.70    /       36.37

 

         5……………………… 29.85    /       36.52

 

         6……………………… 32.00    /       40.67

 

         7……………………… 34.75    /       42.82

 

         8……………………… 36.30    /       44.97

 

         9..…………………….. 38.45    /       46.12

 

        

10……………………... 40.60    /       48.27

 

        11……………………..  43.15    /       51.82

 

        12……………………..  45.70   /        54.37

 

        13……………………..  48.25    /       56.92

 

        14……………………..  50.80    /       59.47

 

        15……………………..  53.35    /       

62.02

 

        16……………………..  55.90    /       64.57

 

        17……………………..  58.45   /        67.12

 

        18……………………..  61.00    /       69.67

 

        19……………………..  63.55    /       72.22

 

        20……………………..  66.10    /       74.77

 

        22……………………..  68.

65    /       77.32

 

        22……………………..  71.20    /       79.87

 

        23……………………..  73.75    /       82.42

 

        24……………………..  76.30    /       84.97

 

        25……………………..  78.85    /       87.52 

 

Additional Costs and Fees:

 

  

Postage & Delivery:

 

   

 

Pe

r Payroll US Mail…………………...….

.

    

$

 

  

 

1.17

 

Federal Express ……………………………

    

.$ 13.50

 

Quarter End Postage/Handling….

.

     

 . 

.$ 

 

5

.00

 

Annual Postage/Handling…………

…

     

…

$ 

  

5

.00

 

Misc. : 

 

  

New Employee Setup………………………$ 2.50

 

           (per employee)

  

 

  

Departmental  or Other

 Allocations…….$5.00  

 

 Envelopes:  .15/per or $38.00/box  

 

Direct Deposit:

 

         Setup……………………………..$40.00

 

         Payroll Transmission Fee……..$ 8.00

 

 

 

Payroll Service

 

 

·

 

Payroll Checks or Direct Deposit 

statements 

signed and inserted in 

envelopes, ready for distribution

 

·

 

Payroll journals that detail current payroll 

information with notice of cash needed to 

cover payroll and taxes.

 

·

 

W

-

4’s and I

-

9’s for New Hires 

 

·

 

Provides you with copies of all Quarterly 

and Annual Rep

orts

 

 

 

Tax Service

 

·

 

*Federal & State Payroll Tax Deposits

 

             for the required deposit period

 

·

 

*Quarter Reporting:

 

                Federal Form 941

 

                State Form DE6

 

·

 

*Annual Reports:

  

 

                Federal Form 940

 (FUTA)

 

           

         

State Form DE7

(Annual Reconciliation)

 

                 W

-

2’s

 

–

 

Annual Federal and State

 

                                               Employee Wage Statements

 

 

*All reporting and deposits included in per payroll fees based on an annual 

sign

-

up.  

Addioanl fees may apply if services are discontinued prior to end of 

calenda year.

 

 

   Essential Bookkeeping meets all  IRS and State

 

         filing

 

requirements.  We assume full

 

          responsibility  for the accuracy and 

 

            timeliness of yo

ur deposits and returns.

 

 

 

        

    

 

 

 

Essential Bookkeeping

 

40543 Wichita Way

 

Murrieta, CA 92562

 

Off:  909

-

461

-

0340  Fax:  909

-

461

-

0530

 

pro@EssentialAccounting.com

 

 

 

         We can tailor payroll services to your

 

 

           specific needs…just let us know 

!

 

 

 

                 

 

 

 

 

            Essential Bookkeeping has been

 

                 helping small businesses

 

         with their payroll and bookkeeping  

 

                      needs since 1994. 

 

 

          We s

pecialize in personal attention

 

          and customer service.  We have a 

 

            strong commitment to to the

 

            needs of our clients.   As a small

 

              business, we know what it 

 

             takes to run a business and

 

           

     we’re here to help take the

 

              burden of bookkeeping and

 

             payroll away from you so 

 

            you can do what you do best…

 

                     run your business

.

 

 

 

 

[image: image4.png]__ceRTiFeD

QuickBooks.





