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HOW TO USE THIS MANUAL 
This manual is designed to give you all the tools necessary to be successful at doing your own 

accounting. By following this simple system you will be prepared for almost anything that could happen.  

This also is the best way to organize your files and run a successful business. 

WHAT YOU NEED BEFORE YOU START 
These are the tools you will need to get ready when you start using this system: 

Your own company checks purchased from you bank or other source 

➢ Open at your local bank 

➢ Account must be in your corporate name, DBA Edible International with your store number set 

as below 

o ABC Corporation 

o DBA Edible International Store (#000) 

o 123 Main Street 

o Any town, USA 12345 

➢ You can NOT use Edible International in your corporate name 

➢ NO Edible International logo will be released to your bank.  If you would like a picture (logo) on 

you checks most stores choose a strawberry or pineapple 

When ordering checks please note: 

The best checks to use with QuickBooks are 1 check per page printer checks (Voucher Style)  

Each page is 8.5 x 11 sheet that is divided into thirds, with the check at the top and two stubs below it 
for record keeping. The stub will contain information such as the bills that are being paid with that 
particular check.  If you are doing your own payroll, the stub will contain the information about hours 
worked etc.  

Franchisees shall maintain all accounting records for (7) years which includes a full, complete and 

accurate records of customer orders, sales and marketing activities as well as accounts payable and 

receivable. 

 

 

 

             

SETTING UP QUICKBOOKS PRO 
• Install QuickBooks Pro on your computer at home or your laptop this will make your books 

portable.  You will later back up this information onto a USB drive and restore it on your 

computer at the store.   
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• Go to the Finance and Accounting tab in NCompass, download the Guide “Creating a new 

Company file in QB” 

• Go to the Finance and Accounting tab in NCompass , download the  “Franchisee COA 2017. IIF “  

• For Multi-Store Owners we recommend setting up each location as a separate company with a 
separate bank account, to be able to see each store’s profitability separately.  If you prefer, 
you can purchase QuickBooks Enterprise and that will allow you to have two companies open 
at the same time and be able to run comparative reports for the companies of your choice.  
     
 
NEW STORE WITH QUICKBOOKS IN PLACE, BUT NO CHART OF ACCOUNTS SET UP: 

1. Use the import feature to add accounts.  Follow these steps to import: 
2. Place Franchisee COA 2017.IIF on your desktop 
3. Open QuickBooks company file 
4. Select FILE, UTILITIES, then IMPORT 
5. Browse and select Franchisee COA 2017.IIF from your desktop 
6. Select finish and the file should import 
7. Confirm import by comparing Chart of Accounts 
8. In addition, please see the “Chart of Accounts Appendix” to compare the results 

 
 
 
 EXISTING STORE WITH CHART OF ACCOUNTS SET UP 

1. Compare Franchisee COA 2017_ .xls to your Chart of Accounts and manually add if 
needed 

2. Check Chart of Accounts to confirm all information was correctly entered 
 
 
IMPORTANT: 
 Your accountant should use the same chart of accounts.      
     

 
 
 
 
 
 

CHART OF ACCOUNTS 
 

   The chart of accounts is made up of Header Accounts and Sub Accounts. 

If a sub account exists never, never book to a Header account use one of the Sub Accounts.  In most 

cases there will be at least one sub account  
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Below is an example of what the Chart of Accounts looks like: 

 

 

You can get to this view by doing the following steps: 

From the top of the screen choose Lists > Chart of Accounts  

From this screen, you can edit and add to the Chart of Accounts.  Start with renaming the bank account 

highlighted above. The list shows the main checking account as “Checking- Operating- TEST.”  For ease 

of use, name your main checking account so you will recognize it. For example: Checking- Operating- 

4567 (the numbers being the last four digits of the bank Account) This will assist you if you have more 

than one checking account to choose the correct account when using QuickBooks.  
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To Edit an account as suggested: 

• From the top of the screen choose List > Chart of Accounts 

• Highlight bank account by single clicking on it  

• Right click > choose “Edit Account”  

• Rename account 

 

• Choose “Save & Close”       

 

 

You can add to the Chart of Accounts however, do not add too many additional accounts as it can create 

a mess of your P&L’s.  You may need to add a bank account or a credit card account, but you should not 

need to add many accounts.   
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ADDING TO THE CHART OF ACCOUNTS 
To add an account, click “Account” at the bottom Left from the Chart of Accounts, then click “New.”  

 

    

            

Choose the type of account needed i.e. Expense, Bank, Loan, and Credit Card, click “Continue” 

 

 

Tip: Income Account: an account that tracks the source of your company’s income (money that 

 comes into the company) 

 Expense Account: an account that tracks and categorizes what your company is spending 

 (money that leaves the company) 
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Enter your information. The numbers should follow a sequence: 

- Enter the Account Name 

- Click sub account 

- Choose the correct HEADER ACCOUNT.  If you want to enter a description you may.  It is not 

needed 

- You may also enter a credit card account number, but you do not have to.  However, you may 

want to use last 4 digits so you don’t book to an incorrect account. 
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BACKING UP COMPANY FILE 
 

It is good practice to back up your company files each day you make entries to QuickBooks.  If you ever 

have computer issues, you will not have to recreate your work. Consider backing up to a USB drive or 

portable hard drive so it can be removed from the computer and kept separately. 

• Start with File 

• Back Up Company 

• Create Local Backup           

ENTERING TRANSACTIONS 
There are several ways to enter Transactions into QuickBooks. If you will be paying a vendor by check, 

use the “Enter Bills/ Pay Bills” feature. This will generate a check with the invoice number detail on the 

check stub for your vendor to see, as well as a stub for you to keep with your invoices for your records. 

VENDORS 
         

All new vendors need to be set up in QuickBooks. You can choose “Quick Add” or “Setup." If you choose 

“Setup,” you can fill in the vendor details in the fields provided so that their address will print on the 

check you send them. This will also give you the ability to see all their information such as phone 

number and main contact. This can prove to be very useful when you need to have the same repair 

company come back and you are looking for their contact information.  

From the home screen: 

Choose Enter Bills to enter your bills 
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When filling in your Vendor information you can also choose what expense account you want the bills to 

use by default.  This is useful for Vendors whose expense type don’t change. E.g.: Electric Company. 

 

 

ENTERING BILLS 
To enter a Bill that is paid on Account (Terms) and breaking the accounts out correctly 

When a bill is received and you are paying that vendor on account, you must enter that information into 

QuickBooks. This way you can ensure you are being charged the correct amount, make sure bills are 

being paid in a timely manner, and track your Accounts Payable.  Try to do this every day to stay up-to-

date on your bills. 

NOTE:  When you have an account like COGS (Cost of Goods Sold) it is the main account. However, there 

are many accounts that make up COGS such as Produce.  Produce would be a “sub account.”  To pull this 

up you can just type in Produce and it will come up. 

• Go to the Home Page, click the “Enter Bills” icon 

• Choose vendor name from drop down menu, hit tab 

• Enter date of bill, hit tab 

• Enter Bill number for Ref. no., hit tab 

• Enter amount of current bill, hit tab 

• Due date will automatically fill in depending on the information you provided when you set up 

the vendor 

• Tab to “Memo” field and enter a brief description 
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• Tab to “Account” column and choose the correct corresponding account  

• Click “Save & Close” if you are done entering bills 

• Click “Save & New” if more bills need to be entered 

Once this is completed, the bills are now recorded in QuickBooks.  Stamp with “posted” or “entered” 

and store them until you are ready to pay the bills. If a vendor sends a statement, check the Vendor 

Balance Detail report to make sure all balances in QuickBooks match the statement.  Vendor statements 

can be filed in vendor’s files, but should not be paid based on these.  All bills should be paid individually 

to ensure accuracy.         

It is very important to watch your dates.  Your P&L will reflect the income or 

expense on the week of the date entered. 
           

 

 

If the bill contains different account types or name 
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This is an example of Fruit and Chocolate on the same invoice.  It is very important to break these out 

correctly so your Profit and Loss reflects the correct amounts. 

 

 

Note:  Fruit and Fudge are broken down totaling the $283.00 
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Unpaid Bill Report (A/P) 

Run this report prior to paying bills.  The report shows all unpaid bills and is important for cash flow 

planning. 

• Go to the “Reports” menu (on the tool bar) and choose “Vendors & Payable,” and then click on 

“Unpaid Bills Detail.          
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PAYING BILLS IN BILL PAY MODE 
• Go to the (Home Page) click the “Pay Bills” icon  

• Choose “Show all bills,” hit tab 

• Choose “Sort Bills By Due Date” (you can also sort by vendor)  

• Check off the bills by Due Date (you can also pay by vendor)  

 

• PAY CLOSE ATTENTION TO YOUR BALANCES!  NOTE THIS ENDING BALANCE IS  -3,540.63 

• Check off the bills you want to pay 

• At the bottom of screen, choose which bank account you want to use 

• Choose if you want a check to be printed or assign a check number (if you have sent a hand 

written check or paid online) 

• Choose the date you want shown on the check or in the register 

• Click Pay Selected Bills. 
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TO WRITE A CHECK 
• From the top of the screen choose Banking > Write Checks 

• Be sure to select the correct bank account, if you have more than one 

• Tab to No. field and type today’s date (You can also use the mouse to navigate through the 

fields) 

• Tab to “Pay to the Order Of” field and enter Vendor’s Name.  If this is the first “check” to this 

vendor, fill in “Set Up” information so all information will print on the check 

• Tab to “Amount” field and enter amount of check 

• Tab past address info to “Memo” field.  Enter information regarding this purchase 

• Tab 3 times to “Account” field.  Select the appropriate account for the purchase (See Below) 

• Click “Save & Close” if no more checks are to be entered 

Now the transaction has been completed and saved. 

Whenever you enter information this way, it is automatically entered into the check register for the 

bank account that is chosen.  **Always be sure you are choosing the correct bank account before 

writing checks if you have more than one bank account active.  

 

 

  *Note the different accounts broken down in this check.      
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CREDIT CARD RECEIPTS AND STATEMENTS 
Receipts should be entered as soon as they are received.  This will give you a current running balance of 

what has been charged on your credit card.  

• Go to “Banking” 

• Enter “Credit Card Charges” 

 

 

 

 

 

 

 

 

 

 

RECONCILING YOUR CREDIT CARD BALANCES  
 

When the statement arrives, you will reconcile it just like a bank statement, by checking off the charges 

you have entered and any payments you have made. 
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Once you are in balance by checking off the charges you have made against the current statement and 

checking the payments made from the previous month credit card statement your balance should be 

0.00. Click “Reconcile Now” 

After clicking Reconcile Now a pop up window will appear.  It will ask you if you want to  

1. Write a check for payment now 

2. Enter a bill for payment later 
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Only choose “Write a check for payment” if you are paying the credit card bill now or have paid online. 

Choose “Enter a bill for payment later” if you are paying later. 

If you have already written a check for payment, click Cancel. 

*Cancel results in nothing being done except Reconciling the Credit Card Account. 

 

Once you have made a choice you will be prompted to Print your Reconciliation Report.  Print both 

Summary and Detail.  Once you print the Summary close the window. Behind that you will see the Detail 

Report, which you will print and then close.          

     

 

Choose “Display” from the Print button. At the top of the report there will be an option to print to paper 

or save as a PDF. Once you have selected how you wish to save the Summary report click the X at the 

top of the screen to get to the next report.  
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Once both reports have been closed you will see a bill generated where you will verify that the date and 

amount are correct.  
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GIVING CREDIT TO CUSTOMERS (ACCOUNTS RECEIVABLE) 
We encourage you to only accept cash and credit cards or if necessary checks with a picture ID. If you 

want to give a customer credit, have them fill in the credit application form and make sure you verify the 

information.  We suggest you start out with a small credit amount at first and then expand their credit 

over a number of months as the customer builds a good credit history with you. 

At the end of every month, Account Statements and Invoices are printed from SMSx for all House 

Charge Customers.  Month End Billing is only accessible to the managers. Go to Customer, Billing, then 

enter the dates. 

INVENTORY 
In trying to keep QuickBooks as simple as possible for our franchisees, we do not encourage you to put 

your COGS through the inventory account (balance sheet item). Instead, we suggest you expense the 

COGS items to the COGS accounts as most of the COGS will be used up in less than a week.  If necessary, 

we suggest you do a physical inventory count at the end of each quarter (March 31, June 30, September 

30 and December 31), for all the larger quantities of items that are still in the store i.e. cards, balloons or 

plush. Give these numbers to your accountants when you meet them quarterly so they can adjust your 

financial statements if necessary (especially if you are on the accrual basis of accounting).  If you do not 

do a physical count you just have to realize that you COGS may have a few “spikes” in it every time you 

place an order as the entire order will be “expensed” to the COGS, but as long as the orders are placed 

and used in a consistent manner these orders should flatten themselves out over time. 

DEPOSITS/DAILY SALES ENTRIES  
Deposits should be made daily into your bank account.  As you deposit money into the bank, the 

deposits must be recorded in QuickBooks.  To enter any deposits, please follow the procedure below 

that shows how to enter your Daily Sales.  

  

HOW TO RECORD YOUR DAILY SALES AND WEEKLY FEES 
You will need the following reports from SMSx to follow along in this manual 

• Daily Closeout Report 

• EAconnect Funding Invoice 

• Weekly Location Sales Report 

• Interfranchise  Order Activity Report  

 

Please start with your Daily Closeout Report.  

Section A- Accounting and Sales Summary 

Section (1) shows you everything you need to know regarding the funds that were taken in at the store 

on that day.  This is where you will get your deposit entries. 
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HOW TO RECORD DAILY DEPOSITS 
Section (1) Store Deposit Summary  

 

➢ Start at the home page of QuickBooks  

➢ In the Banking section click “Make Deposits” 

➢ Be sure you are depositing the funds to the correct cash account if you have more than one you 

deposit to 

➢ Choose the date on the report 

➢ In the memo line enter “Cash.” In the drop down box “From Account” choose Sales-Edible 

➢ In the drop down box “Pmt Meth”  choose  “Cash” 

➢ In the “Amount “enter in the total cash collected for the day 

➢ If there is a cash shortage that will be addressed in this entry.  In the second line in the drop- 

down box “From Account” choose Other Operational Expenses: Cash Over/Short then enter in 

the “Pmt Meth” Cash and the amount if it is a shortage the amount will be (-) if there is an 

overage the amount will be (+) 
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Here is an example of a Cash Deposit: 

 

Example of Cash deposit with a shortage: 
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Once you have entered all your cash for the day you will then have to enter in the store 

Visa/MC/Discover charges.  

You will be doing the same steps as above except the memo line will read “MC/V/Discover.” For “Pmt 

Meth” choose the itemized payment methods in separate lines. The total amount should match. 

 

 

Your final deposit from this section is usually American Express, do the same steps as above except in 

the memo line will read “Amex” and the “Pmt Meth” choose “Amex.”   

TIP:   To make your Bank statement Reconciliation easier use these Memo’s.  You must type each one in 

at the top of the make deposit screen. 

Visa/MC & Discover   Cash Deposit 

 

Visa/MC Deposit   Amex Deposit 

 

 

To add payment a method and terms Click List, other Names List  
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Section (2) Sales by Channel 

This section is just for reference - it shows you the totals that are subject to fees. You will be able to 

match these totals to your weekly sales report.  

 

Section (3) EAConnect Sales 

This section shows you what you need to enter to record your expected sales from EAConnect. 

 

The following is an example of the above entry: 

 

To enter in the general journal entry for the sales awaiting payment from EAConnect here are the steps: 

➢ From the top of the tool bar choose “Company” 

➢ Then choose “ Make General Journal Entries” 

➢ Then fill in the entry as shown above 
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Section (4) Sales Tax 

This section shows how much you have collected in sales for the day, what is taxable, and what is non-

taxable. You will also be able to see how much taxes were collected for the day, month and quarter.  

Sales tax is recorded with a general journal entry.  The example on the next page is for a store that has 

to charge multiple tax rates. You will see this reflected in the entry.  

 

 

 

 

 

*Note:  both columns must balance* 

To enter in the general journal entry for the sales tax here are the steps: 

➢ From the top of the tool bar choose “Company” 

➢ Then choose “ Make General Journal Entries” 

➢ Then fill in the entry as shown above 

*For time saving and accuracy assurance you can memorize this transaction since you will use it daily. 

See below for an example of it memorized - make sure to update the dates to reflect the correct date in 

both the date box and memo line.*  
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How to memorize a transaction: Click “Edit” from the top row then choose “Memorize general journal.” 

Choose what to call it. To use it choose “Lists” from top of screen then “Memorized Transactions.” 

 

 

Section (5) Special Items to Enter: 

This area will show you if a house charge was rung up on that day or if a house charge was paid. You can 

track your house charge sales in QuickBooks with a very simple General Journal entry.  Once again, start 

at the top of the screen tool bar, choose “Company” then choose “Make General Journal Entries.” Enter 

this simple entry when you ring up a house charge by notating the customer. You will be able to see very 

quickly who owes you money within QuickBooks. 

 

When you receive in a payment against a house charge you will make a deposit and instead of booking 

the payment to sales. You will book it to the house charge account therefore, reducing your outstanding 

balance.  
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Check to see if there was a cash payout done and you can record it in the cash deposit screen just as you 

did the shortage. Choose the expense account that the payout reflects. 

Also, see if any orders were rung up as complimentary and you can decide with your accountant how 

you wish to record that entry. 

 

Now you have you entered all the necessary data from the Daily Closeout.  

 

ENTERING EA CONNECT SALES  
 

Once you have completed all the entries from the Daily Closeout report all you have left to enter is the 

EAC funding.  Funding is done Monday- Friday so you will have 5 entries a week. This will be an entry 

that will record the funding you receive from EI to your checking account for all your EAC orders.   You 

will also have to record any chargeback that occurs from EAC in order to reconcile your accounts. 

The way to access the information for posting the funding for EA Connect is within SMSx. Choose the 

following: 

➢ EACONNECT 

➢ Options 

➢ Eaconnect Closeout 

➢ EAConnect Funding 

➢ Then enter in your username and password 
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Here is an example of what you will see: 

 

 

You will need to drill down on the date to get the invoice by double clicking on the date you intend to 

record.   You can scroll at the bottom of the page to see the Summary detail. 
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HOW TO RECORD YOUR SALES FROM THE EACONNECT FUNDING INVOICE: 
 

You will need to total some line items to get to the totals needed for your Journal Entry. 

 

 

 

 

Here is an example of the journal entry you need to make if you don’t have a negative running balance: 

 

 

 

 

 

 

 

 

 

Total the yellow 

highlighted 

numbers to get the 

former “Net 

Amount” $1,718.13 

Subtract the grey highlighted 

numbers from the number 

above to get the former 

“Deposit Amount” 

 [$1,718.13- 84.81=$1,633.32] 
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This is the entry you will need to make if you did have the above negative running balance: 

 

HOW TO RECORD YOUR CHARGEBACKS FROM AN EACONNECT FUNDING INVOICE 

 

 
 

 

 

 

 

 

 

 

 

 

Chargebacks are done as 

a separate entry so that 

the changes in fees and 

sales tax are recorded. 

See Examples 1&2 

This line is for any reductions or additions that are affecting 

funding (Example: Berry Direct Deferred Payments). This 

will affect your normal entry because this reduces or 

increases the cash you are receiving; you will need to book 

the amount to the appropriate expense as part of your 

funding entry. The description of the initiative will be in the 

invoice detail above with the order detail.  See Example 3 
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Example 1: 

 

 

This is an example of the Chargeback when it is lost. This is shown on the funding invoice below. It’s a 

pop-up when you double click the order number within the funding invoice. 

 

 

 

 

 

 

 

 

 

These are the fees used in 

the journal entry below  
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This information is found by 

looking up the original order  
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Example 2: 

 
This is an example of when a Chargeback is won. This is shown on the funding invoice below. It’s a pop -

up when you double click the order within the funding invoice: 

 

 

 

 

These fees are used in 

the journal entry below 
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You will want to record all Chargebacks individually using the date shown on the funding invoice so 

that you can reconcile your EAConnect account. 

*Note: This entry can also be memorized for speed and accuracy.  See below.* 

 

Example of memorized EAC funding entry: 

 

*Use pennies as the entries for the memorized transaction in QuickBooks. It will make it easier to 

identify a memorized transaction and correct it (it shouldn’t .03).* 

 

This information is found by 

looking up the original order  
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In order for your EA Connect Receivable to balance, you must record your chargebacks as well. EI fees 

are being refunded for the EAconnect chargebacks, so you will see a pop-up (this is shown earlier with 

the fees refunded) by double clicking the order on the EA Connect Funding invoice.  

 

SIMPLE EAC RECONCILIATION 
 

To simply reconcile your EA Connect funding within QuickBooks, you are going to utilize the 

reconciliation feature within QuickBooks. 

Below are the steps: 

Choose Banking, Reconcile, and then choose the account 146- EA Connect Receivable. Fill in the month-

end date and an ending balance of zero: 

 

 

 

Hit Continue 

Verify funds you have received against the statements from EA Connect, which you will see in the right-

hand column. Then verify your expected funds and chargebacks against your individual invoices from EA 

Connect. It is very important that you record your chargebacks correctly or you will not balance. Here is 

an example of the funding invoice you will need. This reconciliation is being done for May 19 since that 

is where the funding is up to.  
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You can access the funding invoice by double clicking on the date you are going to reconcile up to. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

36 | P a g e  
 

Next is an example of the funding invoice. This one is for May 18 & 19 so that we can balance this 
account. 

 

 

 

Edible Arrangements - 349 

Branhaven Plaza, 1060 West Main St, Unit 22 

Branford, CT 06405 

203-483-9300  

 

FUNDING INVOICE 

Period Thu 5/18 + Fri 5/19 

Status Pending 

 

 

Date/Time Order # Type Sub Total Tax Net Amount 

5/18/2017 8:16am W0058827900-1 Web Order 63.99 0.00 63.99 

5/18/2017 8:16am W0058827901-1 Web Order 131.99 4.25 136.24 

5/18/2017 9:11am W0058829012-1 Web Order 55.00 2.54 57.54 

5/18/2017 9:33am W0058829713-1 Web Order 121.00 0.00 121.00 

5/18/2017 10:00am SEM March 2058 Adjustment --- --- (146.26) 

5/18/2017 10:24am W0058831613-1 Web Order 29.00 1.84 30.84 

5/18/2017 11:57am W0058835466-1 Web Order 45.00 2.86 47.86 

5/18/2017 1:02pm W0058838325-1 Web Order 59.99 0.00 59.99 

5/18/2017 4:48pm W0058846620-1 Web Order 79.00 0.00 79.00 

5/19/2017 8:41am W0058854504-1 Web Order 86.99 0.95 87.94 

5/19/2017 8:56am W0058854892-1 Web Order 118.99 0.00 118.99 

5/19/2017 11:58am W0058862133-1 Web Order 75.00 0.64 75.64 

5/19/2017 1:42pm W0058866579-1 Web Order 63.00 0.00 63.00 

5/19/2017 5:29pm W0058874398-1 Web Order 99.00 0.64 99.64 

5/19/2017 6:40pm W0058876022-1 Web Order - PP 95.99 1.21 97.20 

5/19/2017 7:47pm W0058877083-1 Web Order 81.99 4.25 86.24 
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  Beginning Balance 0.00 

  Web Sales 1,205.93 

  Order Refund/Adjustments 0.00 

  Chargebacks 0.00 

  Tax 19.18 

  EAconnect Fee (applied to net sales) 2.00% (24.12) 

  EA Credit Card Fee (applied to net sales and tax) 2.10% (25.73) 

  Adjustments (146.26) 

  Ending Balance 1,029.00 

  Deposit Amount 1,029.00 

 

 

 

 

 

 
Here is an example of the reconciliation screen: 
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As you can see there is a difference of $86.24 - that is the difference between actual received funds and 

expected funds. In this scenario we received more funds for May 19 than we expected. This is due to the 

timing difference between closing out SMSx at the store and the Web and Call center closing at 11:59pm 

Eastern time. 

If you add up the orders that were recorded for this store after store closing and Midnight, you get the 

total of $86.24. On this day there is only one order after closing. If your difference is higher keep 

subtracting until you get to zero. 
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If you do this on a weekly basis it will not be overwhelming to find any errors that may have 

been made. 

 

** On occasion, there may be an exception that will make your balances off.  If you have an 

order and refund placed on the same day and the refund is not imported prior to closing the store, 

the refund will not flow through to the daily closeout resulting in a higher expected sales than 

received.*** 

  

RECORDING YOUR WEEKLY ROYALTY, NAF AND NTV FEES 
 
 

 
 
 
You will make a Journal Entry to record your weekly fees. The amounts you will need to use are seen 
above in the Weekly Store Sales Report. 
 
Recording each fee as a separate Journal Entry with the Entry No. labeled as the fee description, which 
will make it easier when reconciling the bank.  To get to the Journal entry from the top of the page 
choose Company > Make Journal Entry. 
 
This is what the entry should look like: 
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You will do the same for the NAF entries and the NTV entries.  
 

RECORDING YOUR INTERFRANCHISE SALES 
 
This is the report you are going to use which you can find in EAConnect- Options- Interfranchise- 
Interfran Weekly 
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You will record this entry using a Journal Entry. 
Here is what it will look like: 
 

 
In this case the fee is considered a Push because this store is receiving money. The entry is the same for 
a Pull, but you will just credit the cash account.  

 
 

 

 

 

 

 

 

 

 

 

RECORDING YOUR SALES AND USE TAX PAYMENT IN 
QUICKBOOKS 
 

Since all Sales and Use tax collected is recorded via a General Journal Entry as shown earlier in this 

manual, you will need to do a General Journal Entry to reduce your liability when you make payment.  

Here is an example of the entry that should be made. If you are cutting a check then you will reduce the 

accrued expense by selecting the sales tax collected expensed in the expense line of the check.  
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RECONCILING BANK STATEMENTS 
 

At the end of each month you will receive a bank statement.  This statement must match what you have 

posted in QuickBooks.  Just as you would balance your personal checkbook, you must reconcile 

QuickBooks each and every month.  To reconcile please follow the steps below: 

• Go to the top of the screen and choose Banking > Reconcile 

• The “Beginning Reconciliation” Screen will appear 

• Choose which bank account you are going to reconcile 

• Enter statement ending date 

• If there are service charges, enter them here and choose the account “Bank Service Charges” 

• If you earned interest on your accounts, enter the amount and choose the account “Interest 

Income” 

• Click Continue 

• Now you will see the reconcile screen, which is split in two.  The left side has all your checks and 

EBT’s and the right side has all your deposits.  (If you entered your deposits as shown in the 

previous section, you should see each deposit amount matching the bank statement 

 QUICKBOOKS 
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• Note the bank statement and QuickBooks match in description for Amex, Cash and V/M/D   

 

 

             

 

 

    

             

• Examine your bank statement and click off each item that has cleared. You will see a check mark 

appear as you click off items 

• When you are done the “difference” amount should be $0.00 ( at the bottom right hand side of 

the screen). If necessary, you can hit “Leave” and continue were you left off upon returning  

• If the difference has an amount next to it, go back and see what is wrong. Check to see if all 

amounts are correct, if you missed something, or if you checked off something that did not clear 

yet 

• Once the difference amount is $0.00 click Reconcile Now 

• Your account is now reconciled for the month 

Note:  If you click “Reconcile Now” and your difference amount is not $0.00 you will have to Undo the 

last Reconciliation and begin the process again. 

Please be sure that all amounts are correct and the balance difference is at $0.00 

Save the Detail and the Summary Reconciliation Reports as a PDF.  Print both the Detail and Summary 

Reconciliation Reports and file with your bank statement. 
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CHECK REGISTER 
Here is a screen shot of what your check register will look like 

 

 

WARNING: 

Note the check marks on the right: these are cleared transactions from reconciling your checkbook.  

Making changes to these transactions will change the particular Reconciliation they are attached to.  

The starred transactions are in-progress reconciliation.   

 

MEMORIZED TRANSACTIONS 
Often you will have the same transaction every month such as rent.  To save time use the Memorized 

Transaction  

 

• Enter the transaction.  This can be a bill, check, deposit or a Journal entry 

• Before saving 

• Go to Edit on the top tool bar to the left 

• Go to Memorize Bill 

• Choose the options you want 

• If you want the bill to automatically enter, enter how often, and then the next date 

• Important note: you must enter the number of bills remaining.  You may enter up to the 

number 100 
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THE TRANSACTION WILL AUTOMATICALLY BE ENTERED UPON OPENING QUICKBOOKS ACCORDING TO 

THE DESIRED DATE. 

 

 

 

PROFIT AND LOSS 
All franchisees need to submit to EI their quarterly financial statements (with % of sales included on the 

report) with 30 days of the end of the quarter, as is outlined in the Operations Manual.  Here is the step-

by-step procedure for printing your Quarterly Profit & Loss Statement. 

 

Select “Reports” from tool bar 

Select “Company & Financial” 

Select “Standard Profit & Loss” 

For date select “Last Fiscal Quarter” 

Select “Customize Report” 

Check the box for “ % of Income” so this will print on the report 
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Once the report is modified here is what the report will look like: 

 

 
  

Email this report to your Coordinator, click the email button and send in Excel format.  (Make sure 

Outlook is open on your computer prior to doing this step). See Operations Manual for further required 

reporting to Home Office. 
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TAKING THE CHART OF ACCOUNTS A STEP FURTHER TO 
UNDERSTAND 

 

  

 

                                                        

If you want to check whether you have entered a transaction correctly or just check to be sure you have 

entered it correctly, follow these steps: 

 

1. Highlight the account you want to see 

2. Right click 

3. In the pop up window click QuickReport 

4. Now you will see the “Account QuickReport” 

5. Enter the dates you need 
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HELPFUL HINTS 
 

• In the “Amount,”  “Date” or “Number Fields,” using the plus or minus key on the numeric 

keypad increases or reduces the amount (or date or number by one) 

• Use the built-in calculator:  In any Amount Field you can add, subtract, multiply or divide.  Use * 

sign to multiply and the / sign to divide 

• Use Memorized Transactions when entering a bill, check, or journal entry that occurs each 

month (see the Edit Menu) 

• Always click “Yes” when QuickBooks asks you if you want to check for updates - this keeps your 

files up-to-date 

• Always use “Sub-Accounts” where possible - the more detail you enter, the easier it is to track 

your expenses for more accurate reporting & cash flow planning 

• Only use miscellaneous accounts for questions for your accountants 

• Use “help” frequently – it will answer all your questions in an easy to understand way 

• Use Reminders for bills to be paid, checks to be written, etc. 

• Memorize your Profit & Statement report so it is easy to create each month for your review and 

each quarter for your coordinators review 


