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VENDOR NAVIGATION

2 main steps to processing expense transactions for services using
QuickBooks:

1. Enter Bills
2. Pay Bills
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° Inventory o Tax
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VENDOR LIST

. The Vendor List contains information for each vendor,
such as address, telephone number, and credit terms

. Vendor information is entered in the Vendor List and
then QuickBooks automatically transfers the vendor
information to the appropriate forms

Vendor Center: A Cheung Limited - 0O x

Excel v [ Word v (i Bil Tracker

Vendor Information 0|2 4o

You are using a sample
company file

Create a new company file N
.~ Active Vendors v >

Company Name  ACheung Limited Main Phone 510 555 5723 No note available
My Shortcuts Full Name 5105555733
Y ‘ 2] Ms.Angela Cheung Fax REPORTS FOR THIS VENDOR
Billed From  ACheung Limited Main Email AC@CheungLimit .
NAME BALANCE TOT... : ATTACH Angela Cheung QuickReport

{ — A 3818 Bear Rd. West
ACheung Limited 0.00
g ' Berkeley, CA 94688 Open Balance
| Bank of Anycity 0.00
T&] Vendors Bayshore CalOil ... 0.00 Map | Directions
M Emoo Bayshore Water 0.00 Order Checks
| Bruce's Office M. 0.00
H Repors C.U. Electric 750.00 v
<
® My Company Cal Gas & Electric 12268 I >
| CalTelephone 91.94 " Transactions Contacts To Do's Sent Email

i calendar CalOil Company 0.00

| sHow |AllTrans... v Al - This Fisc... ¥ | 01/01/2022 - 12/31/2022
‘ Snapshots City of Bayshore 0.00
City of East Bays... 029 e S S
Docs City of Middlefield 0.00 Purchase Order 6237 12/15/2022 90100 - Purchase Or... -3,500.00
™ FB=]l  Custom Kitchen.. 0.00 Bill Pmt-Check 267 02/28/2022 10100 - Checking -2,000.00
™ T - Daigle Lighting 1591.00 Bill 01/31/2022 20000 - Accounts Pa... -2,000.00
i . . Bill Pmt-Check 248 01/31/12022 10100 - Checking -3,500.00
& Tum on Payroll Davis Business ... 0.00
] e
| Dianne’s Auto Sh... 0.00 Bill 01/20/12022 20000 - Accounts Pa... -2,000.00
& Accept Credit Cards EastBayshoreA.. 0.00 Bill 01/02/2022 20000 - Accounts Pa... -1,500.00
Order Checks & Tax Forms y .
= EastBayshore T 0.00 Manage Transactions v Run Reports v

== QuickBooks Online Accountant




VENDOR TRANSACTIONS

Two types of vendor transactions

1. Enter Bills > Pay Bills. This is used to record services,
such as utilities or accounting services. (Chapter 6)

2. Enter Purchase Orders > Receive Inventory > Enter
Bills Against Inventory > Pay Bills. This approach is
used to record the purchase of inventory items.
(Chapter 7)




ENTER BILLS

. To record services instead of inventory received, use
the Enter Bills icon

. Expenses that can be recorded using the Enter Bills
window include utilities, insurance, and rent
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PAY BILLS

After entering the bill, the next step is to pay the bill.

VENDORS
PO v =0
&= ®
Purchase Receive Enter Bills Manage
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VENDOR REPORTS

QuickBooks provides vendor reports to answer the following
questions:

How much do we owe? (Accounts Payable reports)
How much have we purchased? (Purchase reports)

How much inventory do we have? (Inventory reports)




VENDOR REPORTS

Access vendor reports from:
Report Center
Reports Menu

Vendor Center
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