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This article has been contributed by Arlene Arlow, Director - Addventive Academy July 2006

POSTING EXPENSES BY JOURNAL ENTRY

A sample blank spreadsheet has been included at the end of this article.

Note:  -Receipts for expenses must show the nature of the expense(s), the date, name of the vendor or
supplier, items and price, GST, PST, and the total. A debit slip that does not show what was purchased
nor the taxes is not a proper receipt as per Canada Revenue Agency
-It is helpful to have the QuickBooks Chart Of Accounts handy (either printed form or on the computer) so
you can categorize each expense according to the Chart Of Accounts
-These steps are for business expenses paid out-of-pocket, non-business credit cards, Petty Cash or other
similar means
-Substitute an "expense" account for a "Fixed Asset" account from the COA where appropriate

The important areas of a Sales Receipt have been circled and noted in the sample below:

Outside-The-Box Shipping Solutions Inc.
144-7110 Ajax Place
Delrose Downs
Ottawa, ON M2R 1L6
Ph Toll-Free: 888-625-0631
Website: www.outside-the-box.ca Sales: sales@outside-the-box.ca

% %k %k %k %k %k %k Xk *k sales receipt % %k %k %k 3k %k %k Xk %k

Qty Description Rate Total

VAAVAV/

6 Shipping boxes 4.45 26.70 T
2 Bubble Wrap 15.95 3190 T
5 Styro chips 5.95 29.75 T
Cash v Sub-total $ 88.35
Visa
Mastercard GST 530
Debit

PST $ 6.18

otal Balance Due $99.83

Date to use in the J.E. is GST is recorded as an The subtotal and PSTV
the end of the respective ITC are added to arrive
month ie) 07/31/06 (acc't = GST Payable) at the net expense

(acc't = Shipping Supplies)
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Sort all receipts by month

Sort each month's receipts by date. Staple any Debit or Visa slips to the proper receipts. In other words, if you
have a white receipt and a yellow debit slip for the transaction, you need to process them as ONE transaction, not
two

Check the receipts for any meal expenses. For (ONLY) meal receipts, write down 50% of the GST on the
bottom of the receipt. The remainder (subtract 50% of the GST from the total bill) is the net cost of the meal
Record a breakdown on the face or back of the receipt for each expense and the GST. For business expenses that
include PST, the PST becomes part of the net expense. It is only the GST that gets pulled out to be reclaimed.
Businesses that do not have a GST number cannot reclaim the GST but must expense the entire receipt.

Examples:
-gas receipt totaling $21.00 for a vehicle (where GST is 6%
would be written as: GAS $19.81
GSTS$ 1.19
-printer paper receipt totaling $35.96 (where GST is 6% and PST
is 7%) would be written as: OFFICE SUPPLIES $30.76
GST $2.20

. Write on the top of the blank spreadsheet the date that the Journal Entry applies to (the month that the receipts are

for). For example, the expenses for July, 2006 would dictate a spreadsheet label "EXPENSES JULY 2006"
At the top of the far-fight column on the spreadsheet, write "GST"
Keeping the receipts in date order, label the top of the first column on the left with the expense account for the
first receipt (use the COA). If the first receipt in July is for auto gas, label the top of the column "Auto Fuel" or
other appropriate expense account. Record the net cost (without GST) of the gas in the first blank cell of the first
column, and the GST for that transaction in the far-right cell (the GST column) on the same line
Record the second receipt onto the spreadsheet using the second line on the spreadsheet, labeling the second
column from the left appropriately at the top of the column. Use the correct expense account from the COA. If
the second receipt is for auto gas, record it immediately beneath the first expense in column 1. Continue to label
the columns at the top as necessary (you only need one column for each expense type)
Once all receipts are recorded, add up the columns of the spreadsheet and record the totals (in pencil) in the
bottom cell of each spreadsheet column
Using an adding machine, add up all the totals across the bottom and tape or staple this slip to the top of the
spreadsheet
Run another adding machine tape of the receipt totals from the receipts. If this total matches exactly the total
of the spreadsheet columns, you have completed the spreadsheet correctly. If not, you need to find and correct
your error on the spreadsheet, revise the column totals and redo the adding machine slip for the column totals
With QuickBooks open, click on "Company", "Make Journal Entry"
The date of the transactions is the last day of the applicable calendar month (the month that the receipts are for)
Tab through to the "Account" column. Select the expense account of the first spreadsheet column from the drop-
down list. Press the tab key. Record the total from the first spreadsheet column as a DEBIT in QuickBooks.
Tab through to the next Journal Entry line. Use the drop-down list again to select the second expense account.
Work your way through the Journal Entry, recording the spreadsheet column totals as DEBITS in the Journal
Entry. Once each column total has been recorded in the DEBIT column, tab through to the final line of the
Journal Entry. There should be a total in the CREDIT column that matches exactly the total of your adding
machine tape from the spreadsheet. Select "Capital" or "Shareholder Loan" from the drop-down list (where the
owner has paid out-of-pocket or by personal credit card) or select "Petty Cash" if the expenses were paid out of
Petty Cash. Record a memo in each line of the journal entry where applicable. Be sure to click beside "® Tax
on purchases". Select SAVE & CLOSE or SAVE & NEW
Staple the applicable receipts together neatly, and staple them to the back of the spreadsheet
Write or stamp "POSTED" somewhere on the spreadsheet and file with the expenses for that month (need to be
kept for 6 years following the taxation "Notice of Assessment")



A sample Journal Entry for expenses in July, 2006. Total of receipts in this example is $961.24. The memo line is
filled in for each line of the Journal Entry. Select "Tax on purchases" if "GST Payable" is used in the Journal .Entry:

FliE  EOIC ViEw  LISIS  MCCOUNCENC  LOMPany _USCOMErs YEenadors EMPIOYEes Lankng  Keports  window  Hep
= = =] =
g © B &k B D E S & 2 @ )
Backup ©Open Company Invoice  Cusk Item MemTx Wend Cheque Eill Reg Accnt Rmnd Find  Support
ki Make General Journal Entries Ask a help question ¥ How Do 1?
& previous [ Next @ Print... @ Find % Histary J Journal I—ﬁ Reverse Elreports -
— Shaw orftax (8) Tak on purchases
Date 0731 2006 Entry Ma. [ Adiusting Entry — eporte A: O Tak on sales
Account Diebit Credit Memo Mame =]
5070 * Postage & Delivery 51.00 paid by cash & c.card -~
4980 + COG Shipping Supplies 94,53 paid by cash & c.card
5210 * Automobile Expense ) paid by cash & c.card
5700 * Office Supplies 432,98 paid by cash & c.card
5400 * Tools & Supplies 54,95 paid by cash & c.card
5290 * Small Equipmen 149,99 paid by cash & c.card
L|2200 * G5T Payable 43,33 paid by cash & c.card
2750 + Shareholder Loan 961,24 |paid by cash & c.card
v T k2 |
v
Totals 951.24 961,24 |
Shiow List of Entries [ Save & Close ] [ Save & Mew ] [ Clear ]

Activate autofill for the memo lines of a Journal Entry through "Edit", "Preferences", "Accounting", and "My

Preferences". Place a checkmark v beside "Autofill memo in general journal entry”. Memo must be typed in the
first line of the J.E. for autofill to function:

Ask M =+ How Do I?

E’TQ My Preferences Cormpany Preferences

é @ukofil memo in general journal entryi
Zhequing Default

L b Also See:
Deskbop Genetal

i

Payrall and

% Employees

Arlene Nora Arlow is a Certified QuickBooks ProAdvisor, QuickBooks instructor, author of Bookkeeping with
QuickBooks® The Canadian Guide and Director of the Addventive Academy, a resource for Canadian
Bookkeepers. Arlene can be reached by email at arlene@addventive.com or arlene-addventiveacademy(@usa.net
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