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INTRODUCTION  

COURSE DESCRIPTION  

In this course, you will learn about new and improved tools that are important to your practice, as 

well as important features that your clients will benefit from. As a trusted advisor, streamlining 

your procedures, becoming more efficient in your office, as well as being well informed for your 

clients is important to growing a successful practice. The information you will gain from this 

course can help you separate your firm from others by learning how to customize QuickBooks to 

meet each clientôs unique reporting needs, as well as maximizing the power of QuickBooks in 

your own accounting or consulting practice. Each chapter will show you what is new, what is 

improved, and how each feature was designed with you in mind. 

LEARNING OBJECTIVES 

In this course, we will demonstrate how to use new and improved features in QuickBooks Premier 

Accountant 2010. You will learn: 

 How four new tools in the Client Data Review feature will further streamline processes 

within your firm and as well as save up to 50% of valuable time cleaning up data files. 

 How new features within Intuit Statement Writer 2010 can help you maximize efficiency 

and lower the time spent on preparing and formatting financial statements by working 

directly with Microsoft Excel and Microsoft Word software through a simple syncing 

process. 

 How new functionality allows you to Add/Enter multiple list entries in one step, saving 

time and money through a fast data entry process. 

 How to use the new Document Management feature to attach documents related to 

QuickBooks data. With this web based storage solution, you can minimize repetitive 

questions through immediate access to your clientsô backup data without growing the 

data file. 

 How other pre-existing tools and features can help you and your practice become more 

efficient by utilizing the Accountantôs Copy, Working Trial Balance, and moreé 

 How you can demonstrate expertise with your clients by informing them of improvements 

to QuickBooks 2010 that are relevant, including improved Company Snapshot, Report 

Center, Clean Up Company Data and moreé 
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ABOUT QUICKBOOKS PREMIER ACCOUNTANT 2010 

QuickBooks Premier Accountant 2010 is the right tool for accounting professionals. The specific 

features included in this software are accountant specific. These features were designed with you 

in mind by providing time saving solutions so you can work more efficiently and better serve your 

clients. With Premier Accountant 2010, you will do more in less time by utilizing features such as 

the Client Data Review, Intuit Statement Writer 2010, Add/Edit List Entries, and Document 

Management. Premier Accountant will also allow you to work with client data files through the use 

of an Accountants Copy which will allow you and your client to both work in the live file. No more 

holding up the client from working while you have the file. 

QuickBooks Premier Accountant 2010 is the #1 rated write-up solution since 2006 by CPA 

Technology Advisor
1
. It is the right balance between features and cost ï doesnôt your firm 

deserve the best? 

 

1 #1 rated write-up solution by CPA Technology Advisor for 2007, 2008, and 2009 ð January 2009. 
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WHATõS NEW:  
QUICKBOOKS PREMIER A CCOUNTANT 2010 

CLIENT DATA REVIEW (CDR) 
New Tools! There are four new tools in Client Data Review (CDR) which will allow accountants 

to quickly identify issues and fix them. Client Data Review helps to find and clean-up data entry 

errors made by your clients in QuickBooks without having to search for them manually.  

Client Data Review helps accounting professionals be more productive when detecting and 

correcting client data errors. When asked in a ProAdvisor newsletter survey (April 2008), 

accounting professionals indicated that as much as 60% of their billable time is spent 

troubleshooting and correcting client data files
2
, yet it remains one of the least profitable activities 

the professionals provide for their clients. 

Below you can see the many tools within the Client Data Review that you can utilize to clean up 

your clients books. Circled are the four new tools in Premier Accountant 2010. 

 

2  Common QuickBooks Mistakes Clients Make and How to Fix Them, page 12. 
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Whatõs New in Client Data Review 

The new tools in the Client Data Review feature include the following: 

 Batch Write-Off - Efficiently write off invoices, statement charges, or financial charges 

from a single window in ñbatchò format. 

 Batch Reclassify - Reclassify multiple transactions to a different class, account, or both 

from a single window. 

 Fix Incorrectly Paid Sales Tax - Fix incorrectly paid sales tax checks in on one screen. 

 Troubleshoot Inventory - quickly find and fix incorrectly set inventory items, negative 

inventory, and inventory asset discrepancies. 
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NEW! Batch Write-Off 

Using this new feature, you can write off invoices, statement charges, or financial charges from a 

single window. Below is the Client Data Review page, you can see Write-Off Invoices at the 

bottom. 

 

Once you have selected Write Off Invoices you will be able to write off invoices, statement 

charges, and finance charges from one screen. 

 

Set the criteria for the write-offs. Determine what aging period you want to see.  

 



Intuit QuickBooks Premier Accountant 2010ñNew Features and Functionality 

10 

Next you will set the date through which you want to see the potential invoices to write off. 

 

Decide if you want to set a maximum threshold for the invoices you wish to write off. For example, 

if you only want to write off invoices less than $500, you would enter ñ500.00ò in the Balance Due 

less than box. 

 

Next, you may decide you want to filter by certain charges. If so, select the Transaction Type in 

the drop down list. 
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Select the invoices to write off. You can use Select All or simply check the box to the left for 

those invoices you wish to write off. 

 

Determine the Write-Off Account, Class (if applicable), and the Write-off Date. 

 

Now select Preview & Write-Off.  
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You will now be brought to the Confirm Invoices to Write Off screen. Once you have reviewed 

the list, you can now select the Write Off button. 

 

NEW! Batch Reclassify 

In Client Data Review, you can use the new Reclassify Transactions tool. This will allow you to 

reclassify multiple transactions at the same time. The ability to locate a vendor and evaluate the 

account that the purchases were posted from will save a lot of time during data cleanup. Below is 

the Client Data Review page, see the Reclassify Transactions selection. 
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Notice the Reports: Once you choose to reclassify transactions, you will arrive at the main 

screen. On this page there are links to the common reports we use when cleaning up a clients 

file. This will allow you to reclassify the transactions and then go take a look at a fresh report. 

 

Choose a Vendor/Name: You will choose a vendor/name to show the transactions. 

 

  

See the transactions you can reclassify 
below. 

 

Select the Vendor Name 
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Transaction Date Range: You will then select the date range for the transactions you would like 

to see and change. The Review Period in this example is 01/01/08 ï 12/31/08. This will be the 

default date range when you go in to reclassify transactions. If you are deep into the year 2009, 

you may want to extend the date range in order to clean up those transactions in order to save 

some time on the next review. 

 

Show Transactions: Next, you will want to determine what transactions you want to see in the 

list. You can select from the following. 

 

By selecting You can reclassify, only the transactions that you can reclassify will appear in the 

transaction list. If you choose You cannot reclassify ï item-based this would allow you to see 

where other similar transactions have been posted. Even though you cannot change them in the 

tool, you can then print them to change manually later. You can also choose to see All 

transactions regardless of their reclassification ability. 
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Once you have determined the criteria for the transactions you will be reclassifying, you are ready 

to select the transactions to change. By checking the box to the left of the transaction, your 

options to choose the account and/or class will no longer be greyed out, but now be highlighted 

and active. You always have the option to choose to Select All or Deselect All in the event of a 

long list of transactions, another time saver. 

 

In the example above, we are selecting two transactions for birthday parties that belong to ñ6800 

Meals & Entertainmentò as indicated by the 12/09/08 and 08/12/08 transactions. These are not 

considered ñ6700 Office Suppliesò so we are now going to be able to reclassify the three 

transactions quickly. 

Once you select the Reclassify button in the lower right corner, You will see the transactions 

change to the proper account. The activities at the bottom are once again grayed out since there 

arenôt any transactions selected for reclassifying. This tool should save you a significant amount 

of time in your data clean-up work. 

NOTE: You are also able to drill into the transaction should you want to look up a backup document 

that may be attached to the transaction. This will be explained in the Document Management portion 

of this guide on 38. 
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NEW! Fix Incorrectly Paid Sales Tax 

With this new tool, you will be able to quickly identify checks that were not properly posted 

through the Pay Sales Tax function in other QuickBooks functionality. While in Client Data 

Review, you will select the Fix Incorrectly Paid Sales Tax from the Sales Tax menu. 

 

Once you have selected the tool, you will see the list of the checks that were paid with a regular 

check rather than in the Sales Tax function. Notice again the date range is defaulted to the 

Review Period. This range can be changed. 
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Next you will select the check you would like to correct. By selecting the check with the checkbox 

to the left and selecting the Void & Replace button in the lower right corner of the window. The 

regular entered check will be voided and replaced with a Sales Tax Check. The check numbers, 

the dates, and cleared status will be retained. 

 

Once you select Void & Replace, you will see a final question to verify that you want the 

transaction voided and replaced, select Proceed. 

 

Once the transaction(s) have been changed, you will receive a message indicating that the 

activity has been completed, simply select OK. 
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Simply close the window when you are done. Utilizing the Fix Incorrectly Paid Sales Tax tool in 

the Client Data Review feature will save you a lot of time, you will no longer need to go through 

the individual transactions, searching for vendors and incorrectly paid sales tax payments. This 

tool will also void and replace the incorrect checks. 

NEW! Troubleshoot Inventory 

Many clients who track inventory make mistakes when recording purchase or sale of inventory 

items. Having a negative quantity is a problem, and can affect how QuickBooks calculates 

average cost. It might take a lot of time to identify a specific transaction that caused negative 

inventory. 

The new Troubleshoot Inventory tool will help you to find possible errors. You can see if the 

negative value occurred as of the end of the periodéor any time during the review period; see if 

there are inactive items that have a quantity on hand, or items with a percent of markup that is 

less than an amount you specifyðall in one window. 

 

Â Note the layout of this window: The item list is shown in spreadsheet format. There are 
filter options displayed on the top left. You have column customization on the top right 
and a link to the inventory adjustment window on the bottom. 

Â Filter Options: There are many filter options to choose from. You can filter for all items 
or only active items by clicking the Show Items filter drop down box. You can also check 
mark specific criteria like Negative Quantity and Inactive items with Qty on Hand. 

Â Editing an item: Each item name is displayed as a clickable link. Double clicking the 
item name link will take you to the Edit Item window. You will be prompted to go to 
Add/Edit List Entries window with a Yes/No option. 
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Â Marking items as inactive: You can mark an item or multiple items as inactive directly 
from this window. Check mark which items you wish to mark as inactive and then click 
Make Selected Items Inactive. 

Â Negative Inventory: Negative Inventory is indicated by a yellow warning sign and a 
Yes/No message in the far right column. Double click on the amount showing as negative 
and the Inventory Valuation report appears. Note that this tool does not have the ability to 
automatically fix negative inventory as the fix can vary from client to client. However, an 
account can adjust inventory by clicking the Adjust Quantity/Value on Hand link on the 
bottom of the window. You can also set the negative inventory alerts to display by the as 
of ñtoò date or any time in date range by selecting your desired option in the bottom 
right corner of the window. 

Â Customizing Columns: Click on the Columns to Display link. Note that by default 
QuickBooks marks all available columns that way customers know what is available and 
can remove what they want from this window. To remove a column, simply click on the 
check mark next to the column name and click Save.  

NEW!  Review Inventory Setup 

This feature allows you to efficiently review the setup of the inventory items and make corrections 

as needed from one screen. This is the new Add/Edit Multiple List Entries screen. In addition to 

reviewing the setup of inventory items, you could review the setup of Service Items and Non-

inventory Parts as well by selecting a list. Next, you should customize the columns to select the 

appropriate columns to review. You can make the necessary corrections and save them when 

finished. 

 

NEW!  Compare Balance Sheet and Inventory Valuation  

The new Compare Balance Sheet and Inventory Valuation tool determines whether the 

inventory account on the Balance Sheet and the Inventory Valuation Summary match. The tool 

checks the inventory account and Inventory Valuation Summary when it is opened and displays 

the results. 

A green circle indicates that the inventory account on the Balance Sheet and the Inventory 

Valuation Summary match. 
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A yellow warning triangle indicates that there is a discrepancy between the inventory account on 

the Balance Sheet and the Inventory Valuation Summary. Two major causes of discrepancies are 

non-inventory accounts affecting inventory transactions and incorrect setup of the accounts for 

inventory items. 

The default date for the comparison is the last day of the review period. You can change the date 

in the As of field and click Refresh to help you narrow down the date when the discrepancy 

occurred. 

 

If the tool shows a discrepancy, the following links are available to help you fix the problem. 

 Links to the Balance Sheet and Inventory Valuation Summary as of the selected date 

You can change the As Of date, refresh, and click these links again to see the Balance 

Sheet and Inventory Valuation Summary as of the new date  

 A link to a report that shows Transactions using an inventory asset account but not 

inventory items  

 A link to Add/Edit Multiple List Entries window to review the inventory setup  

 A link to the Adjust Inventory Quantity/Value on Hand  

 A link to the Item List  

After following any of these links, you can close them and remain in the Compare Balance sheet 

and Inventory Valuation tool. 
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Previous Features of Client Data Review 

The Client Data Review feature also includes the following tools and features implemented in 

QuickBooks Premier Accountant 2009 and QuickBooks Enterprise 9.0: 

Â One Work Screen: A single working screen that provides access to tools and reports 
only available in CDR 

Â Quick Links: to critical QuickBooks menus and reports 

Â Real ïtime data refresh: as corrections are made to the clientôs data 

Â Freeze Prior Period Reviewed Balances: The next time you review the clientôs file your 
stored balances are compared to current QuickBooks balances for that review period. If 
CDR finds a difference, a recommended journal entry to restore your original balances is 
prepared for your review. (You remain in control however, because you choose if that 
suggested journal entry gets posted or not.) 

Â Track List Changes: Tracks changes to the QuickBooks lists including added, deleted, 
merged or edited 

Â Fix Unapplied Customer Payments and Credits: Provides a working screen to 
conveniently apply open customer or vendor payments or credits to associated open 
invoices or vendor bills. (Note that you cannot apply credits if you are working with an 
Accountantôs Copy file transfer.) 

Â Task Notes: Tracks the status of individual review óstepsô as well as documenting overall 
review notes 

Â Mark Review Complete: Marks a review as ócompletedô allowing you to either re-open 
the review or begin a new period review 

Â Printing: Prints details for the review 

NOTE: Available for use in QuickBooks Accountantõs Copy data sharing file type (limited to features 

available in Accountantõs Copy.)  
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INTUIT STATEMENT WRITER  2010 (ISW) 
Intuit Statement Writer 2010 (ISW), uses Microsoft Excel 2003 and 2007

3
 as its platform to 

generate professional and customized financial statements for you and your clients. In 2010, ISW 

has been redesigned with the following features: 

Â New Financial Statement Templates were added such as the Cash Flow and Retained 
Earnings Statements 

Â You now have the ability to work with multiple statements in one Microsoft Excel 
Workbook 

Â Documents such as Cover Letter and Compilation Reports created in Intuit Statement 
Writer using Microsoft Word can be attached to a Microsoft Excel Workbook 

Â Prepare Financial Statements for any arbitrary date range such as 4-week months,  
13 week quarters or crossing fiscal periods 

Â Entire Financial Statements can be filtered by Class and/or Customer:Job 

Â Combine more than one Class in one column 

Â Combine QuickBooks accounts by Name, Account Type or Account Range 

Â Refresh one statement at a time or the whole Microsoft Excel Workbook 

Â Microsoft Excel Worksheet rows are unlocked to allow for insertion of rows 

Â Create Summary Totals and Grand Totals can be added to rows and columns 

Â Customize Headers and/or Footers to meet firm or client-specific needs 

Â Change a variety of Preferences including: 

 Show/hide inactive accounts 

 Show/hide decimals 

 Divide balances by 1,000, 100 or 10 

 Show/hide and format zero balances  

 Save print order 

 Change document order 

Â Run ISW Diagnostics to identify any potential issues and resolutions 

Â Create Charts and Graphs within the Intuit Statement Writer template and refresh data 
as needed. 

Â Easily Generate PDF Reporting containing your Microsoft Excel Financial Statements 
and Microsoft Word Documents 

 

  

3 Works with Microsoft Office 2003 or greater. Does not work with Microsoft Office Student Edition or Standard Edition 
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ISW ð Getting Started 

To begin, go to the Accountant menu and select Intuit Statement Writer. A 30-Day trial is 

available in Premier Accountant 2010 and is included in the Enterprise Edition. Once you select 

the Intuit Statement Writer, you will choose a New Financial Report or to Open Financial 

Report (these reports will be existing ISW reports you have already created and may be utilizing 

among many clients). 
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ISW allows you to create a new report from a list of templates or open an existing report template 

you created previously to use again. To choose a report from a list of 50 Templates available in 

ISW, choose Create New Report. 

 

  


