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Exercise 5.1: Purchase Inventory

Scenario

Mr. Castle tosses you a document as he charges past your cubicle, shouting over his shoulder, “That’s info about our new supplier. From now on, Rock Castle will install closet shelving instead of waiting on unreliable subcontractors. We do a better job and we get it done on time!”
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	Vendor:
	Claire’s Closets
	

	Contact:
	Claire Koch
	

	Address:
	91 Sunshine Lane

Bayshore, CA 94326
	

	Phone:
	415-555-0414
	

	Account:
	78790
	

	Type:
	Materials
	

	Terms:
	Net 30
	

	Vendor 1099:
	No
	

	
	
	

	New Inventory Item:
	Closet Materials
	

	
	
	

	New Subitems:
	
	

	6’ Closet Shelving
	Cost: $11.00
	Sales Price: $15.00

	12’ Closet Shelving
	Cost: $18.00
	Sales Price: $25.00

	Closet Installation Kit
	Cost: $ 5.00
	Sales Price: $ 8.00

	
	
	

	Reorder Point:
	2 each item
	


Task 1: Restore Company File

Note: It is not necessary to restore if you already have the QBW file open from Chapter 5. Proceed to Step 6 to change the company name.
If your QuickBooks working file (.QBW) for Chapter 5 is not available, restore the backup file for Chapter 5 as follows.


[image: image1]
Step 1: Insert the backup disk.

Step 2: Click Restore a backup file (or click File, Restore). 

Step 3: Enter the location of the backup disk and backup filename: [your name] Chapter 5 Rock Castle Backup.QBB.
Step 4: Identify the restored file: 

· Filename: [your name] Rock Castle.QBW. 

· Location: C:\Program Files\Intuit\QuickBooks Pro.

Step 5: Click Restore. Your backup file will be restored to the C drive. If prompted, enter your User ID and Password.

Step 6: Change the company name to: [your name] Exercise 5.1 Rock Castle Construction. 


Task 2: Add New Vendor

Add Claire’s Closets as a new vendor. (Hint: Click the Vendor List icon on the Vendor Navigator.)
Task 3: Add New Inventory Item

Step 1: Add the new inventory item, Closets, to the Items List for Rock Castle Construction. 

	Item Name/Number
	Closet Materials

	Item Type
	Inventory Part

	Item Description
	Closet Materials

	COGS Account
	5000 – Cost of Goods Sold

	Income Account
	4200 – Materials 

	Asset Account 
	1120 – Inventory Asset

	Tax Code
	Tax 


Step 2: Add the following three new inventory parts as subitems to Closet Materials. Use Claire’s Closets as the preferred vendor.

	Item Name
	6’ Closet Shelving

	Item Description
	6’ Closet Shelving

	Cost
	$11.00

	Sales Price
	$15.00


	Item Name
	12’ Closet Shelving

	Item Description
	12’ Closet Shelving

	Cost
	$18.00

	Sales Price
	$25.00


	Item Name
	Closet Install Kit

	Item Description
	Closet Installation Kit

	Cost
	$5.00

	Sales Price
	$8.00


Task 4: Create Purchase Order 

Step 1: Create a Purchase Order to order 6 each of the new inventory items from Claire’s Closets on 12/23/2007. Expected delivery date: 12/24/2007. 

Step 2: Print the Purchase Order.


Task 5: Receive Items

On 12/24/2007, record the receipt of the closet items ordered on 12/23/2007. There are no freight charges.

Task 6: Receive Bill

Record the receipt of the bill for the closet items on 12/27/2007.

Task 7: Back Up Exercise 5.1
Back up the Exercise 5.1 file to disk.
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Step 1: Insert the backup disk.
Step 2: Click File, Back Up. 
Step 3: Enter the location of the backup file and the backup filename: [your name] Exercise 5.1 Rock Castle Backup.QBB. 
Step 4: Click OK to backup Exercise 5.1 to your backup disk. If not proceeding to Exercise 5.2, close the company file. 

Exercise 5.2: Record Sale (Chapter 4 Review)
Scenario

"I told you replacing Mrs. Flowers’ door hardware would pay off. She is going to become one of our best customers. Just wait and see." Mr. Castle appears to be in a much better mood today. “Diane Flowers just had us install new closet shelving in her huge walk-in closet. She said she wanted us to do it because we stand by our work.” 

Task 1: Restore Company File

Note: It is not necessary to restore if you already have the QBW file open from Exercise 5.1. Proceed to Step 6 to change the company name.. 

If your QuickBooks working file (.QBW) for Exercise 5.1 is not available, restore the backup file as follows.
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Step 1: Insert the backup disk. 

Step 2: Click Restore a backup file (or click File, Restore).
Step 3: Enter the location of the backup file and the backup filename: [your name] Exercise 5.1 Rock Castle Backup.QBB.
Step 4: Identify the restored file: 
· Filename: [your name] Rock Castle.QBW. 

· Location: C:\Program Files\Intuit\QuickBooks Pro.
Step 5: Click Restore. Your backup file will be restored to the C drive. If prompted, enter your User ID and Password. 

Step 6: Change the company name to: [your name] Exercise 5.2 Rock Castle Construction. 

Task 2: Add Customer Job 


Add the Closet Shelving job for Diane Flowers to the Customer: Job List. (Hint: From the Customer: Job list, select Flowers, then right-click to display menu, select Add Job.)

	Job Name
	Closet Shelving

	Job Status
	Closed

	Start Date
	12/27/2007

	Projected End
	12/27/2007

	End Date
	12/27/2007

	Job Description
	Replace Closet Shelving

	Job Type
	Repairs


Task 3: Create Invoice
Step 1: Create an invoice for the Flowers closet shelving job using the following information.

	Customer: Job
	Flowers, Diane: Closet Shelving

	Custom Template
	Intuit Product Invoice

	Date
	12/27/2007

	Invoice No.
	96

	Items
	(2) 12’ Closet Shelves        $25.00 each

(1)   6’ Closet Shelves
$15.00 each

(1) Closet Installation Kit
$  8.00 each

Installation Labor

        3 hours


Step 2: Print the invoice.


Task 4: Receive Customer Payment

Record Diane Flowers’ payment for the Closet Job (Check No. 625) for the full amount on 12/29/2007. Use the Group with Other Undeposited Funds selection.

Task 5: Record Bank Deposit 
Step 1: Record the bank deposit for Diane Flowers’ payment. 

Step 2: Print a deposit summary.

Task 6: Back Up Exercise 5.2 
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Step 1: Insert the backup disk. 

Step 2: Click File, Back Up. 
Step 3: Enter the location of the backup disk and the backup filename: [your name] Exercise 5.2 Rock Castle Backup.QBB. 
Step 4: Click OK to backup Exercise 5.2 to your backup disk. If you are not proceeding to Exercise 5.3, close the company file. 

Exercise 5.3: Enter Bills 

Scenario

When you arrive at work, you decide to sort through the papers stacked in the corner of your cubicle. You discover two unpaid utility bills amid the clutter.

Task 1: Restore Company File

Note: It is not necessary to restore if you already have the QBW file open from Exercise 5.2. Proceed to Step 6 to change the company name.

If your QuickBooks working file (.QBW) for Exercise 5.2 is not available, restore the backup file as follows. 
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Step 1: Insert the backup disk. 

Step 2: Click Restore a backup file (or click File, Restore). 

Step 3: Enter the location of the backup disk and the backup filename: [your name] Exercise 5.2 Rock Castle Backup.QBB.
Step 4: Identify the restored file: 

· Filename: [your name] Rock Castle.QBW. 

· Location: C:\Program Files\Intuit\QuickBooks Pro.

Step 5: Click Restore. Your backup file will be restored to the C drive. If prompted, enter your User ID and Password. 

Step 6: Change the company name to: [your name] Exercise 5.3 Rock Castle Construction. 

Task 2: Enter Bills

Using the Enter Bills icon on the Vendor Navigator, enter the following two utility bills for Rock Castle Construction.

	Vendor
	Cal Gas & Electric

	Date
	12/24/2007

	Amount
	$87.00

	Account
	7610: Gas and Electric


	Vendor
	Cal Telephone

	Date
	12/24/2007

	Amount
	$54.00

	Account
	7620: Telephone


Task 3: Pay Bills

On 12/24/2007, pay the two utility bills that you entered in Task 2. (Hint: Select Show all bills.) Print the checks.


Task 4: Back Up Exercise 5.3
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Step 1: Insert the backup disk. 

Step 2: Click File, Back Up.  

Step 3: Enter the location of the backup disk and the backup filename: [your name] Exercise 5.3 Rock Castle Backup.QBB.  

Step 4: Click OK. 

Exercise 5.4: Vendor Report 

Step 1: Print an Inventory Stock Status By Item report to check the status of the closet inventory items as of 12/31/2007. Insert [your name] Exercise 5.4 in the report footer.

Step 2: ( Circle the closet inventory items on the Inventory Stock Status printout. 

Step 3: Close the company file. 

Assignments

















Restore


Hard Drive (C:)


File name: [your name] Rock Castle.QBW


																																				








To change the company name, select Company (menu), Company Information.





See the Scenario information on previous pages for information to complete Task 2, 3, and 4.





(	The total amount of the purchase order is $204.00.





Backup


Disk


File name: [your name] Exercise 5.1 Rock Castle Backup.QBB


																																				








Restore


Hard Drive (C:)


File name: [your name] Rock Castle.QBW


																																				








Note: Use the Customer Navigator  to record Tasks 2 – 5.





(	The invoice for the Closet Shelving job totals $183.66. 





Backup


Disk


File name: [your name] Exercise 5.2 Rock Castle Backup.QBB


																																				








Restore


Hard Drive (C:)


File name: [your name] Rock Castle.QBW


																																				








(	The Amt. Paid on the Pay Bills window totals $141.00.





Backup


Disk


File name: [your name] Exercise 5.3 Rock Castle Backup.QBB


																																				











