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480 ® PARTTHREE FINANCIAL PLANNING AND REPORTING

A budget is a tool for tracking your progress against your plans. A well-prepared
budget can also help you draw money out of your business wisely, because knowing
what you plan to spend on staff, overhead, or other expenses in the future prevents
you from carelessly withdrawing profits and living high on the hog whenever you
have a good month.

For general planning, the ability to project cash flow by using actual data and
then applying “what if” scenarios helps you decide whether you can increase or
decrease expenses and prices.

I'll go over these tools in this chapter.

: How QuickBooks Handles Budgets

Before you begin creating a budget, you need to know how QuickBooks manages
budgets and the processes connected to budgets. In this section, I'll present an
overview of the QuickBooks budget features, so you can understand them and bear
them in mind when you create your budgets.

Types of Budgets

QuickBooks offers several types of budgets:

» Budgets based on your Balance Sheet accounts

* P&L budgets based on your income and expense accounts

* P&L budgets based on income and expense accounts and a customer or job
» P&L budgets based on income and expense accounts and a class

P&L budgets can be created from scratch or by using the actual figures from the
previous year. The latter option, of course, only works if you've upgraded to
QuickBooks 2008 from an earlier version.

Budgets Aren’t Really Documents

In QuickBooks, a budget is the data you enter in a budget window. Once you begin

creating a budget, the data you record is more or less permanently ensconced in the
budget window and reappears whenever you open that budget window. You create a
budget by choosing Company | Planning & Budgeting | Set Up Budgets.

You can only create one of each type of budget. For example, if you create a P&L
budget, enter and record some figures, and then decide to start all over by launching
the Create New Budget Wizard, you can't create a new P&L budget. Instead of
creating a new budget, the wizard displays the data you already configured. You have
no way of telling QuickBooks, “Okay, save that one, I'm going to do another one with
different figures.” You can change the figures, but the changes replace the original
figures. You're editing a budget; you’re not creating a new budget document.
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Creating Multiple Budgets

Once you've created your first budget, regardless of type, the next time you select
Company | Planning & Budgeting | Set Up Budgets, the budget window opens with
the last budget you created.

If the budget is a P&L or Balance Sheet budget, you cannot create a second
budget of the same type. However, you can create a budget of a different type (P&L
with Customer:Job, or P&L with Class). To do so, click the Create New Budget
button in the budget window and go through the wizard to select different criteria
(Customer:Job or Class).

After you've created a Customer:Job budget or a Class budget, you can create
another budget using a different customer or job or a different class (or using
different accounts for the same customer, job, or class). See the sections
“Customer:Job Budgets” and “Class Budgets” for instructions on creating multiple
budgets of those types.

Deleting a Budget

QuickBooks lets you delete a budget. This means if you want to create multiple
budgets of the same type (perhaps you feel better if you have a “Plan B” budget),
you have a workaround to the “no two budgets of the same type” rule. Export the
original budget to a spreadsheet application, and then delete the original budget
and start the process again. See the section “Exporting Budgets” later in this
chapter.

To delete a budget, choose Edit | Delete Budget from the QuickBooks menu bar
while the budget window is open.

Understanding the Budget Window

Before you start entering figures, you need to learn how to manage your work using
the buttons on the budget window.

e Clear Deletes all figures in the budget window—you cannot use this button
to clear a row or column.

» Save Records the current figures and leaves the window open so you can
continue to work.

* OK Records the current figures and closes the window.

» Cancel Closes the window without any offer to record the figures.

» Create New Budget Starts the budget process anew, opening the Create New
Budget Wizard. If you've entered any data, QuickBooks asks if you want to record
your budget before closing the window. If you record your data (or have previously
recorded your data with the Save button), when you start anew, the budget window
opens with the same recorded data, and you can change the figures.
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» Show Next 6 Months Exists only if the display resolution of your computer is set
lower than 1024x768; otherwise, you can see all 12 months in the budget window.
With lower resolution, only 6 months of the budget can be seen in the window. In
that case, QuickBooks adds buttons to the window to move the display to the next
six-month display, and the button changes its name to Show Prev 6 Months.

The other buttons in the budget window are used when you'’re entering data, and
I go over them later in this chapter. See the section “Enter Budget Amounts.”

Tasks to Perform Before You Start Your Budget

Before you create a budget, you need to check the following details:

» Make sure the accounts you need exist; adding accounts while you're working
in a budget doesn’t work properly because you won't see the accounts unless
you close and re-open the budget.

 The first month of the budget must be the same as the first month of your
fiscal year.

+ All the accounts you want to include on the budget must be active; inactive
accounts don'’t appear in the budget window.

: A Word About Balance Sheet Budgets

It’s highly unusual to have a need to create a Balance Sheet budget because you can'’t
predict the amounts for most Balance Sheet accounts. Even if you want to keep an
eye on the few accounts over which you have control (fixed assets and loans),
there’s little reason to use a budget to do so. The transactions for fixed assets and
loans are usually planned and therefore don’t need budget-to-reality comparisons to
allow you to keep an eye on them.

As a result, 'm not going to spend time discussing Balance Sheet budgets. If you
feel you need to create one, choose Company | Planning & Budgeting | Set Up
Budgets. If this is your first budget, the Create New Budget Wizard opens.
Otherwise, when an existing budget appears, click the Create New Budget button.
When the Create New Budget Wizard opens, select the year for which you want to
create the budget and select the Balance Sheet option. Then click Next, and because
the next window has no options, there’s nothing for you to do except click Finish.
The budget window opens, listing all your Balance Sheet accounts, and you can
enter the budget figures. See the following sections on creating P&L budgets to
learn the procedures for entering budget figures.

. P&L Budgets

The most common (and useful) budget is based on your income and expenses.
After you've set up a good chart of accounts, creating a budget is quite easy.
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Create the Budget and Its Criteria

To create a P&L budget, choose Company | Planning & Budgeting | Set Up Budgets.
If this is the first budget you're creating, the Create New Budget Wizard opens to
walk you through the process. (If you've already created a budget, the Set Up
Budgets window appears with your existing budget loaded—click Create New
Budget to launch the Create New Budget Wizard.) Enter the year for which you're
creating the budget and select the P&L budget option.

Create New Budget |X|

Create a New Budget
Begin by specifying the vear and type for the new budget.

Em—

Choose the budget. type

() Profit and Loss reflects all activicy For the year)
(O Balance Sheet (reflects ending balance)

Back Finish

N OTE: Ifyou're not operating on a calendar year, the budget year field spans
two calendar years, for instance 2008-09, to accommodate your fiscal year.

Click Next to select any additional criteria for this budget. You can include
customers (and jobs) or classes in your budget.

Create New Budget |X|

Additional Profit and Loss Budget Criteria

(O Customer:Job

O class

[ Back ] [ Mext ] Einish
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For this discussion, I'll go over regular P&L budgets (unconnected to customers
or classes), and I'll explain later in this chapter how to budget for customers and
jobs and for classes. Click Next to choose between creating a budget from scratch
or from the figures from last year’s activities. I'll start by selecting the option to
create a budget from scratch. Click Finish to open the budget window, where all
your income and expense accounts are displayed (see Figure 23-1).

Fii Set Up Budgets

Budget

|F\"2008 - Profit & Loss by Account hd Create Mew Budget

Account Annual... | JanD8 | FebD& | Mar03 | Apr0§ | May0S | Jun0S | Julds Augls | SeplS | Ock0S | NowDS | Declf |
A
40050 * Consulting
40100 * Product Sales
40200 + Other Regular Incame
40250 * Finance Charges Coll...
40300 * SalesTax Discounts T...,
40400 * Reimbursed Expenses
40410 * Telephone
40420 * Travel & Enkertainment
40430 * Equipment Rental
40440 * Printing & Reproducti. ..
40500 * Discounts Taken
50000 + Cost of Goods Sold
40900 * Discounts Given
50001 * merchant fees
60000 + Salaries and Wages

w

m All active income and expense accounts are available for your budget.

Enter Budget Amounts

To create budget figures for an account, select the account and then click in the
column of the first month you want to budget. Enter the budget figure, press TAB to
move to the next month, and enter the appropriate amount. Repeat until all the
months for this account have your budget figures. As you enter each monthly
amount and press TAB, QuickBooks automatically calculates and displays the
annual total for the account (see Figure 23-2).
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Fir Set Up Budgets

Budget
|F\"2008 - Profit & Loss by Account hd Create Mew Budget
Account Annual... | Jan0s Febia Mar0g AprO5 May08 | JunDS | JulDs Augls | Sep0S | Ock0d | Mow0d Dech
40430 * Equipment Rental -

40440 * Printing & Reproducti. ..
40500 * Discounts Taken
50000 * Cost of Goods Sold
40900 * Discounts Given
50001 * merchant fees
60000 * Salaries and Wages

: 21,000,00 | 5,000,00 | 5,000,00 |5,000,00 |5,000,00 L ]
60100 * Emplover FICA

60200 * Employer Medicare
60300 * Medical Benefits
&0400 * FUTA

61100 * Autormobile Expense
61200 * Bank Service Charges
61300 ' Cash Discounts
61400 * Contributions

v
[ Copy Across I [ Adjust Row Amounts ] [ Clear ]

m QuickBooks takes care of tracking the running totals.

NOTE: Ifyousee the Show Next 6 Months button, when you enter the
amount for the sixth month, you must click it to continue through the rest of the
months. Pressing TAB in the sixth month column moves your cursor to the first
month of the next account, not to the seventh month column of the current
account. When you finish entering the figures in the twelfth month, click Show
Prev 6 Months to return to the first half of the year and the next row.

Using Budget Entry Shortcuts

To save yourself from contracting a case of terminal ennui, QuickBooks provides
some shortcuts for entering budget figures.

Copy Numbers Across the Months

To copy a monthly figure from the current month (the month where your cursor is)
to all the following months, enter the figure and click Copy Across. The numbers
are copied to all the rest of the months of the year.
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You can perform this shortcut as soon as you enter an amount (but before you
press TAB), or you can return to the month you want to designate the first month by
clicking its column (useful if you've entered figures for several months and then
remember this shortcut).

This is handier than it seems at first glance. It's obvious that if you enter your
rent in the first month and choose Copy Across, you've saved a lot of manual data
entry. However, suppose your landlord sends you a notice that your rent is
increasing beginning in July? To adjust the July-December budget figures, just
move your cursor to July, enter the new rate, and click Copy Across.

The Copy Across button is also the only way to clear a row. Delete the figure in

the first month (or enter a zero) and click Copy Across. The entire row is now
blank (or filled with zeros).

Automatically Increase or Decrease Monthly Figures
After you've entered figures into all the months on an account’s row, you can raise
or lower monthly figures automatically. For example, you may want to raise an
income account by an amount or a percentage starting in a certain month because
you expect to sign a new customer or a new contract.

Select the first month that needs the adjustment and click Adjust Row Amounts
to open the Adjust Row Amounts dialog.

Adjust Row Amounts g|

Skart at

Currently selected month

® Increase each monthly amount in this row by this dollar 5.0%

amounk or percentage

@) Decrease each monthly amount in this row by this dollar l:l
amounk or percentage

[ OF l [Cancel ] [ Help ]

Choose 1st Month or Currently Selected Month as the starting point for the
calculations.

* You can choose 1st Month no matter where your cursor is on the account’s row.

* You must click in the column for the appropriate month if you want to choose
Currently Selected Month (you can click the first month to make that the
currently selected month).

» To increase or decrease the amount in the selected month and all the months
following by a specific amount, enter the amount.

» To increase or decrease the amount in the selected month and all columns to
the right by a percentage, enter the percentage rate and the percentage sign.
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Compound the Changes
If you select Currently Selected Month, the Adjust Row Amounts dialog adds an
additional option named Enable Compounding.

Adjust Row Amounts [z|

Start at |Currently selected month hd |

® Increase each remaining monthly amount in this row by
this dollar amount or percentage
(@] Decrease each remaining monthly amount in this row by l:l

this dollar amount or percentage

[ OF l [Cancel ] [ Help ]

TI1P: Although the Enable Compounding option appears only when you select
Currently Selected Month, if your cursor is in the first month and you select the
Currently Selected Month option, you can use compounding for the entire year.

When you enable compounding, the calculations for each month are increased
or decreased based on a formula starting with the currently selected month and
taking into consideration the resulting change in the previous month.

For example, if you entered $1,000.00 in the current month and indicated a
$100.00 increase, the results differ from amounts that are not being compounded.

Current
Month Current
Compounding Original Month
Enabled? Figure | New Figure Next Month | Next Month | Next Month | Next Month
Yes 1,000.00 1,000.00 1,100.00 1,200.00 1,300.00 1,400.00
No 1,000.00 1,100.00 1,100.00 1,100.00 1,100.00 1,100.00

Creating a Budget from Last Year’s Data

If you used QuickBooks last year, you can create a budget based on last year’s
figures. To use last year’s real data as the basis of your budget, open the Create New
Budget Wizard by choosing Company | Planning & Budgeting | Set Up Budgets.
When the Create New Budget Wizard opens, enter the year for which you're
creating the budget, and select the P&L budget option. In the next window, select
any additional criteria, such as a customer, job, or class. (I'm skipping additional
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criteria for this example.) In the next window, select the option to create the budget
from the previous year’s actual figures, and click Finish.

The budget window opens with last year’s actual data used for the budget figures
(see Figure 23-3). For each account that had activity, the ending monthly balances
are entered in the appropriate month.

Fir Set Up Budgets E]

Budget

|F\"2008 - Profit & Loss by Account b | Create New Budget

Account Annual... | Jan0d | FebD8 | Mar03 | AprDS | MayDS | JunO8 | Jul0s Augld | SepO05 | Oct03 | MNow0S | DecOS
4110 * Subcontracted Income 11,600.00 | 800,00 1,600... 500.00 (3,600,,, | §00.00 | 800.00 | §00.00 | 800,00 | §00.00 [800...
4115 * Services Income 220,152... 131,9... 407.80 |35,10... 763,52 |12,20.., 15,97... |20,64... [143... =
4210 * Discounts Given

4480 + OTHER REVEMUE 14,99 14,99

4490 + INTEREST INCOME
4001 * Reconciliation Discrepa. ..
5000 * SALARIES AND WAGES  (210,000.., |15,00... [18,00... |20,00.., |16,00.., [14,00... |20,00... |14,00.., [14,00... |21,00... |10,00.., [20,00... | 25,...

5010 + ADYERTISING 39.69 39.69 0.00
5120 * YEHICLE FUEL 345,10 | 53.40 48,35 | 40,00 48,60 | 45.85| 7416 3474 0.00
5130 * BANK SERVICE CHARGES 60,00 ( 1z.00| 1200 1z.00| 1z.00| 1200

5140 * TECHMICAL REFEREM. .. 835,49 | 14260 | 1396 31.29| 24.43| 1992 196.30| 121.77| 260.03 | 28.19 0.00

5150 * CONTRIBUTIONS
5160 © COMMISSIONS
5170+ DEPRECIATION EXPEMSE | 1,587.71 1,5...
5180 * DUES & SUBSCRIPTIONS 500,00 300,00 (90,00 110,00
5190 ' EQUIF/FAR REMTAL
5200 * UTILITIES

5210 ' SEMIMARMEETING FEES F00.00 100.00 | 500,00 100.00
5220 * INSURANCE - EQUIPM. ..
5230 * INSURANCE - GEMERAL

v
[ Copy ACross ] [ Adjust Row Amounts ] [ Clear ]

.]m Start your budget by looking at last year’s figures. °

You can change any figures you wish using the procedures and shortcuts
described earlier in this chapter.

Customer:Job Budgets

If you have a customer or a job that warrants it, you can create a P&L budget to
track the financials for that customer or job against a budget. Usually, you only do
this for a project that involves a substantial amount of money and/or covers a long
period of time.
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Creating the First Customer:Job Budget

To create your first budget for a customer or a job, choose Company | Planning &
Budgeting | Set Up Budgets. 'm assuming you're creating the budget from scratch,
not from last year’s P&L figures.

» If you already created another budget of a different type (P&L or Class), the
budget window opens with the last budget you created. Click the Create New
Budget button in the budget window to launch the Create New Budget Wizard.

o If this is your first-ever budget, the Create New Budget Wizard appears
automatically.

Follow these steps to create a Customer:Job budget:

1. Select the year for your budget and choose P&L as the type.
2. In the next wizard window, select the option Customer:Job.

3. In the next window, specify whether you want to create the budget from
scratch, or from last year’s data. Then click Finish.

In the Set Up Budgets window, select the Customer:Job for this budget from the
drop-down list. Enter budget figures using the guidelines that follow.

 It’s common to budget only expense accounts for a customer or job, because
the anticipated income is usually known.

» The expenses you track depend on the scope of the job. For example, you may
only want to budget the cost of outside contractors or supplies, so if prices rise
you can have a conversation with the customer about overruns.

+ Enter a monthly budget figure for each account or for each month the project
exists, or enter a total budget figure in the first month. The last option lets you
compare accumulated data for expenses against the total budgeted figure by
creating modified reports (where you change the report date to reflect the
elapsed time for the project and filter the report for this job only).

« If the project is lengthy, you may budget some accounts for some months and
other accounts for other months. For example, if you have a project that
involves purchases of goods, followed by installation of those goods, or training
for the customer’s employees, you might choose to budget the purchases for the
first few months and then the cost of the installation or training (either by
tracking payroll or outside contractors) for the months in which those activities
occur.

 If you want to track payroll costs against a job, use the QuickBooks Time and
Billing features that are discussed in Chapter 16.

@ CAUTION: Customer:Job budget reports aren’t accurate unless you're
faithful about assigning every appropriate transaction to the customer or job.
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Creating Additional Customer:Job Budgets
After you've created one budget based on a customer or job, creating a budget for a
different customer or job requires different steps.

To create a budget for another customer immediately while the Customer:Job
budget you just created is still in the budget window, select another customer from
the drop-down list. When QuickBooks asks if you want to record (save) the budget
you just finished, click Yes. Then begin entering data for the new budget.

To create a budget for another customer later, choose Company | Planning &
Budgeting | Set Up Budgets. The budget window opens immediately with the last
budget you worked on.

« If the budget that appears is a Customer:Job budget, select a different customer
or job from the Current Customer:Job drop-down list and begin entering data.
 If the budget that appears is a different type of budget, click the arrow to
the right of the Budget field and select Profit And Loss By Account And
Customer:Job as the budget type. Then select a customer from the Current
Customer:Job drop-down list and begin entering data.

Class Budgets

You can link your budget to any class you've created (if you're using class tracking).
I've learned that this works well for certain types of classes and not for others. If
you're using classes to track branch offices, company divisions, or company
departments, you can create useful budgets. If, on the other hand, you're using
classes to divide your transactions in some esoteric way, budgeting may not work
well.

Look at your class-based reports, and if you find yourself asking, “Aren’t those
expenses higher than they should be?” or “Why is one class less profitable than the
other classes?” you might want to budget each month to get a handle on where and
when expenses got out of hand. Also, if you ask, “Is this department contributing
the income I expected?” include income accounts in your budget. You can use
income accounts in class budgets to provide incentives to your employees—
perhaps a bonus to a manager if the reality is better than the budget.

To create a class-based budget, use the steps described earlier to create a budget
and choose Class in the Additional Profit And Loss Budget Criteria Wizard window.
When the budget window opens, a Current Class field appears. Select the class for
which you’re creating a budget from the drop-down list. Then begin entering data.

To create additional class budgets (for other classes, of course), use the same
approach discussed in the previous section on creating additional customer or job
budgets.
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* Budget Reports

QuickBooks provides a number of budget reports you can use to see how you're
doing. T'll discuss each of them in this section. To get to the reports, choose Reports |
Budgets from the menu bar and then select one of the following reports:

» Budget Overview
» Budget vs. Actual

* Profit & Loss Budget Performance

e Budget vs. Actual Graph

Budget Overview

This report shows the accounts you budgeted and the amounts you budgeted for

each month. Accounts that you didn’t include in the budget aren’t displayed.

Profit & Loss Budget Overview

If you created multiple budgets, select the budget you want to view from the drop-
down list and click Next. In the next window, select a report layout (often, the only
option available in the drop-down list is Account By Month). Click Next, and then
click Finish. The report opens and looks like the P&L budget report in Figure 23-4.

Il Profit & Loss Buidget Overview

Madify Report... Memarize... | Print... | E-mail * | Export... Hide Header || Collapse Refresh

Dates |Custom ~ | From [01/01/08 To [ 12431408 Columns | Manth + | Sort By [Default v
We Do It All
Profit & Loss Budget Overview
Accrual Basis January through December 2008
+__Jan 08 Feb 08 Mar08 - Apr08 o May08 o+ Jun®8 - Jul 08

Expense ~
5000 - SALARIES AHD WAGES 15,000.00 15,000.00 20,000.00 16,000.00 14,000.00 20,000.00 14,000.01
5010 - ADVERTISING 3969
5120 - VEHICLE FUEL 53.40 4535 4000 4880 455
5130 - BAHK SERVICE CHARGES 12.00 12.00 1200 1200 1200
5140 - TECHHICAL REFERENCE BOOKS 142 60 1396 .28 24.43 1892 185.30 1217
5170 - DEPRECIATION EXPENSE
5180 - DUES & SUBSCRIPTIONS
5210 - SEMINARMEETING FEES 100,00 500,00 10000 =
5250 - LEGAL & ACCOUNTING 1,530.00 2750
5270 - MEDICAL BENEFITS 1,024 56 1,024 56 1,440.58 1,4405
5285 - OUTSIDE COHTRACTORS £0.00
5290 - POSTAGE 38.00
5310 - OFFICE SUPPLIES 27470 22541 147 44 188.27 19945 19183
5350 - TELEPHONE 11644 48,34 15405 117.79 1777 12061 178
5360 - TRAVEL EXPENSES 17200 48459 70589 339.28
5380 - OH LINE TELECOMM 97 46 97 46 97 46 10341 10341 10341 985
5385 - WEB HOSTING SERVICES 7535 37505 1995 7535 7535 7535 753
538% - Trademark Fees 10000
5390 - SHIPPING EXPENSES 6599 9098 156,98 6270
5430 - TOLLS & PARKING 3850
5470 - COMPUTER ACCESSORIESPARTS 585,35 38345 0.00 1964
A510 - HONSF SOFTWARF PHIRCHAIPGRANFE 21743 5349 4

<))

|

m The P&L Budget Overview is an easy-to-read display of your budget.
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Essentially, the Overview report type produces the display you'd see if the window
you use to create a budget had a button labeled Print The Budget.

N OTE: This report includes inactive accounts, even though inactive
accounts are not displayed when you create a budget. This may be confusing if
you print this report as the “official” budget for your company.

If you use subaccounts in your budget, you can click the Collapse button at the
top of the report window to see only the parent account totals. The button name
changes to Expand, and clicking it puts the subaccount lines back into the display.

To condense the numbers, use the Columns drop-down list to select a different
interval. The default is Month, but you can choose another interval and QuickBooks
will calculate the figures to fit. For example, you might want to select Quarter to
see four columns of three-month subtotals (and a Total column).

If you want to tweak the budget, or play “what if” games by experimenting with
different numbers, click the Export button to send the report to Microsoft Excel.

Balance Sheet Budget Overview

If you created a Balance Sheet budget, select Balance Sheet By Account in the first
window and then click Next. QuickBooks displays a graphical representation of the
report’s layout (it's a monthly layout similar to the layout for the P&L budget).
Click Finish to see the report.

Customer:Job Budget Overview

If you created budgets for customers or jobs, select Profit & Loss By Account And
Customer:Job in the first window and click Next. Select a report layout from the
drop-down list (as you select each option from the list, QuickBooks displays a
diagram of the layout). The following choices are available:

e Account By Month Lists each account you used in the budget and displays
the total budget amounts (for all customer budgets you created) for each
month that has data. No budget information for individual customers appears.

* Account By Customer:Job Lists each account you used in the budget and
displays the fiscal year total for that account for each customer (each customer
has its own column).

* Customer:Job By Month Displays a row for each customer that has a budget
and a column for each month. The budget totals (for all accounts—individual
accounts are not displayed) appear under each month. Under each customer’s
row is a row for each job that has a budget.
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T1P: The name of each layout choice is a hint about the way it displays in the
report. The first word represents the rows, and the word after the word “by”
represents the columns.

Class Budget Overview

If you created a Class budget, select Profit & Loss By Account And Class in the first
window and click Next. Select a report layout from the drop-down list. You have
the following choices:

» Account By Month Lists each account you used in the budget and displays
the total budget amounts (for all Class budgets you created) for each month
that has data. No budget information for individual classes appears.

» Account By Class Lists each account you used in the budget and displays the
yearly total for that account for each class (each class has its own column).

» Class By Month Displays a row for each class that has a budget and a column
for each month. The total budget (not broken down by account) appears for
each month.

Budget vs. Actual

This report’s name says it all—you can see how your real numbers compare to your
budget figures. For a straight P&L budget, the report displays the following data for
each month of your budget, for each account:

* Amount posted

e Amount budgeted
 Difference in dollars

« Difference in percentage

The choices for the budget type are the same as the Budget Overview, so you can
see account totals, customer totals, or class totals to match the budgets you've
created.

The first thing you'll notice in the report is that all the accounts in your general
ledger are listed, regardless of whether or not you included them in your budget.
However, only the accounts you used in your budget show budget figures. You can
change that by customizing the report to include only your budgeted accounts,
using the following steps:

1. Click the Modify Report button at the top of the budget report window.

2. In the Modify Report window, click the Advanced button to open the Advanced
Options dialog.
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3. Click the option labeled Show Only Rows And Columns With Budgets.
4. Click OK to return to the Modify Report window.
5. Click OK again to return to the Budget Vs. Actual Report window.

Now, the data that’s displayed is only that data connected to your budgeted accounts.

You can also use the options in the Modify Report window to make the following
changes:

» Change the report dates.

» Change the calculations from Accrual to Cash (which means that unpaid
invoices and bills are removed from the calculations, and only actual income
and expenses are reported).

You should memorize the report so you don't have to make these modifications
the next time you want to view a comparison report. Click the Memorize button at
the top of the report window and then give the report a meaningful name. Only the
formatting changes you make are memorized, not the data. Every time you open
the report, it displays current data. To view the report after you memorize it, choose
Reports | Memorized Reports from the QuickBooks menu bar.

Profit & Loss Budget Performance

This report is similar to the Budget vs. Actual report, but it’s based on the current
month and the year to date. For that time period, the report displays your actual
income and expenses compared to what you budgeted.

By default, the date range is the current month, but you can change that to see
last month’s figures or the figures for any previous month. This report is also
available for all types, as described in “Budget Overview,” earlier in this section, and
can also be modified to customize the display.

Budget vs. Actual Graph

This report just opens; you have no choices to select first. All the choices are in the
graph that displays, in the form of buttons across the top of the report window.
Merely click the type of report you want to see.

| .
* Exporting Budgets
If you need to manipulate your budgets, export them to other software applications.
One common task is to change the budget dates to the following year, so you can
import your budgets back into QuickBooks and use them as the basis of next year’s
budgets.
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You have two methods for exporting your budgets:

» Export all your budgets to a delimited text file that can be opened in Excel,
Access (or another database program), or even Word (where you can convert
the text to a table).

» Export a Budget Overview report to Excel.

Exporting Budgets to Delimited Text Files

When you export budgets to a delimited text file (the delimiter is a Tab) you can’t
select specific budgets to export—its all or nothing. Use the following steps to
export your budgets:

1. Choose File | Utilities | Export | Lists to IIF Files from the QuickBooks menu
bar.

2. When the Export dialog opens it displays all the QuickBooks lists. Select the
item named Budgets and click OK.

3. Another Export dialog opens (this one looks like the Save dialog you’re used to
seeing in Windows software). Select a folder in which to save this exported file,
or leave it in your QuickBooks folder (the default location). I usually change
the folder to the location where I keep files for the program I'm going to use for
the exported file.

4. Give the exported list a filename (for example, 2007Budgets). QuickBooks will
automatically add the extension .iif to the filename.

5. Click Save. QuickBooks displays a message telling you that your data has been
exported successfully.

6. Click OK.

Exporting a Budget Report to Excel

You can export any budget report to Excel, although it's common to use the Budget
Overview report. Click the Export button at the top of the report window to open
the Export Report dialog and select a new workbook if this is the first budget you're
exporting; if you're exporting multiple budgets in this manner, you can select an
existing workbook and create separate worksheets for each budget.

Importing Budgets Back into QuickBooks

The only circumstances under which you’d import budgets back into QuickBooks is
to copy a budget to another year. If you wanted to edit figures, you’d work in the
QuickBooks budget window. To play “what if” games or to sort the budget
differently, you'd work in the appropriate software (such as Excel) because
QuickBooks doesn’t provide those features.
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Before you can import the file you must save it as a delimited text file, choosing
Tab as the delimiter. You must also change the filename extension to .iif. Then
follow these steps to bring the budget into QuickBooks:

1. Choose File | Utilities | Import | IIF Files from the menu bar to open the Import
dialog.
2. Locate and double-click the file you saved.

3. When QuickBooks displays a message telling you the import was successful,
click OK.

You can view the imported budgets in any budget report or in the budget
window. QuickBooks checks the dates and changes the budget’s name to reflect the
dates. Budget names start with FYxxxx, where xxxx is the fiscal year.

When you select a budget report or choose a budget to edit in the budget
window, the available budgets include both the budgets you created in QuickBooks
(FY2008) and the budgets you imported after changing the date (FY2009). Next
year, you can delete the FY2008 budgets.

: Projecting Cash Flow

The Cash Flow Projector is a tool you can use to build a report that projects your
cash flows using your own criteria. This tool uses data in your company file and
then lets you remove and add accounts and even adjust figures. These features
make it easier to achieve the projection parameters and results you need.

The Cash Flow Projector is rather powerful if you understand the accounting
terminology and principles of determining cash flows. You can design very specific
cash flow scenarios, which might be useful in planning for expansion or other
major business events.

It's beyond the scope of this book to provide a detailed explanation of the best
ways to use this tool, but in this section I'll give you an overview.

N OTE : Unless you have quite a bit of expertise in accounting, it’s best to
work with your accountant when you use the Cash Flow Projector.

To ensure accuracy, make sure you've entered all transactions, including
memorized transactions, into your QuickBooks company file. Then launch the Cash
Flow Projector by choosing Company | Planning & Budgeting | Cash Flow Projector.
The program operates like a wizard, and the opening window (see Figure 23-5)
welcomes you and offers links to information you should read before you begin.
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*. Cash Flow Projector

Beginning " Cash

owucome z Balance ~ Receipts

Cash Flow Projector reads your QuickB ooks data to project and madel your cash flows.
Create a summary of your cazh flow requirements for the next six weeks by calculating and
projecting:

+ Cash on-hand
+ Incoming cash
+ Buginesz expenzes and accounts papable

“igw sample cash fow

Leam mare

w'hat vou'll need

Click Mext to begin your projection.

Previous [ Cloze ] [ Help ]

m Use the links to familiarize yourself with the information the wizard needs.

TI1P: Each ensuing wizard window has a button labeled Preview Projection.
Click it to see your results so far.

Click Next to display the Beginning Balance window (see Figure 23-6), and
select the cash accounts you want to include in your projection.

The software calculates a beginning balance by adding together the balances of
all the accounts you select. You can make an adjustment to that calculated balance
to change the beginning balance of the cash flow projection. This is useful if you
know the current balance of any account contains an amount that you don’t want
included in the projection, such as an income item that is earmarked for spending
today or tomorrow and therefore shouldn’t be counted.

Click Next to move to the Cash Receipts window (see Figure 23-7). You must
select a projection method from the drop-down list. If you don’t understand the
terminology in the list, discuss it with your accountant. One of the choices is
manual entry, which is useful if your accountant has some particular paradigm in
mind, or if you don’t have A/R totals to guide you because you run a retail business.
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Cash Flow Projector.

A~
Beginning N Eaatl How do 17? —
Balance Receipts Understand how the.
beqinning balance is used
Check each account you want to uze for calculating your beginning balance, then enter any Calculate the beginning
adjustments to the balance. balance
. Decide which accounts to
Account Information e
| Account | Balance |
WV ValleyGreen 11357300 8.096 |
¥ MG Business Savings 3810
[T PETTY CasH a
[ CaSH TRANSFERS 1]
[T UNDERDSITED FUNDS a J
Beginning Balance Summary
Current B alance: 11,606
Adjust Balance: l:l
Adjusted Beqginning B alance: 11,606
[ Previous ] L Mext ] [ Preview Projection ] [ Cloze ] [ Help
v

L]
m Select the accounts to use to project your cash flow.
*.\Cash Flow Projector,
Cash Business | nts E‘“"_‘dd" Plf?h -
R i Exi o Payah ecide Which projection
eceipts et L method bo chooge
Chooze a method for projecting vour cash receipts and add any additional cash receipts. Enter and edit cash
YYou can also manually adjust pour sales receipts surmmaries. receipts
Itemized Cash Receipts Understand vx_lhen to ad'_ust
Choose a projection method |Average of same B week period last year 3 | my cash receipt summaries
Date Drescription Armount |3
09,07 /2008 Projected Receipts 950
09/14/2008 Projected Receipts 1.580
09/21/2008 Projected Receipts 1.954
03/28/2003 Projected Receipts 2140
10/05/2008 Projected Receipts 2260
[ I ~
Cash Receiptz Summary
Curent Week 8/31/08 977708 9/14/08 9/21/708 9/28/08 1045708
a 1.020 950 1.580 1.954 2,140 2.260
Adjustment | D| | D| | U| | U| | D| | D| | D|
a 1.020 950 1.580 1.954 2,140 2.260
[ Previous ] L Mext ] [ Preview Projection ] [ Cloze ] [ Help ]
L]

m Summarize your projected cash receipts on a weekly basis.
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The next two wizard windows look similar to Figure 23-7, but they deal with
expenses, starting with expenses that are not accounts-payable expenses (expenses
for which you write direct checks instead of entering bills, and any unique expenses
that qualify as “one-time-only”) and moving on to accounts-payable expenses
(including recurring bills you've entered into your system). In both windows you
can enter specific expenses or enter adjusted total expenses.

This brief discussion should help you examine the explanations and instructions
and understand the possibilities in this tool. If you have a need for a variety of cash
flow scenarios, you should go over this tool and the way it can be applied to your
business needs with your accountant.
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