MEMORIZED TRANSACTIONS
QuickBooks (QBs) will allow you to memorize a transaction so that you can use it as a
template for creating transactions that occur on a regular basis (i.e., sales receipts,
endowment fund receipts and bills, bills received by the fraternal unit, etc.).

To create a “Memorized Transaction” go to the screen that you would use to enter the
transaction (i.e., Enter Sales Receipts, Enter Bills, etc.).

To get to the Enter Sales Receipts screen you can go to the QBs Home Page and select

Create Sales
Receipts
the “Create Sales Receipts” icon or you can go to the “Customer
Center”, select “New Transactions”, “Sales Receipts”.
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Next create a sales receipt that includes those items that you could potentially receipt on
your weekly receipts. (i.e., Beer, Liquor, Food, Misc Mdse Sales, etc.). Do not fill in the
“Amount” field and be sure and identify the class.

!. Enter Sales Receipts Type a help question @
T previous [ mext @ Print - IE. E-mail - a ship - a Find |34 Speling Qh History ~ = Get Online Pmts % Customize ~
Customer:Job Class Template | Print Preview
|'p.“.|'eeld\,r Receipts b | | L | |Cusb3m Sales Receipt | |
_ Date |
Sales Receipt 04/01/2008 649
Weekly Receipts
Item Description Class Amount |
4230 - Beer Beer sales - 1 SOCIAL QUARTERS | ~
4235 - Liquor Liguor sales - 2 SOCIAL QUARTERS =
4245 - Misc merchandise Misc merchandise sales - 3 SOCIAL QUARTERS
4245 - Misc merchandise Misc merchandise sales - Snacks - 4 SOCIAL QUARTERS
4240 - Wine Wine sales - 6 SOCIAL QUARTERS
4235 - Liquor Liquer sales - 7 SOCIAL QUARTERS
4520 - Sales Adjustments Sales Adjustments SOCIAL QUARTERS
L'
Customer v
Message
Total 0.00
[Jtobeprinted  [] To be e-mailed Memo [gar
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Next go to the top of the QBs screen and select “Edit”, “Memorize Sales Receipt”.
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@ -
This will save the sales receipt in the Memorized Transactions (MemTx icon MemT jn
the Icon Bar) so that you can retrieve it and use it as a template for your receipts. It is not
necessary to complete any part of the Memorize Transaction screen unless you wish to
change the name of the transaction you are memorizing.

* Memorize Transaction | X |

-
(%) Remind Me How Often |Never v |
I ) Don't Remind Me Mext Dake _
() automatically Enter |:|

[ame | A

Click “OK” to save the memorized transaction.
On the “Enter Sales Receipts” screen click the “Clear” button at the bottom of the

screen to clear what you have entered as your template information. Close the “Enter
Sales Receipt” screen and DO NOT save the transaction.
[0

When you want to retrieve the memorized transaction you can click on the MemT= jcon at
the top of the QBs screen and a list of all your memorized transactions will be displayed.
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% Memorized Transaction List Type a help question | Ask| E] E| E|

Transaction Mame Type Source Account Amount Freguency Auto Mext Date
+ABC Bill 2000.00 - Accounts Payable 0.00 [Newver -~
< Accu Air Bill 2000.00 - Accounts Payable 0.00 [Mever

+AllerClean Bill 2000,00 * Accounts Payable 0,00 [Mever

+Allied Dist. Co. Bill 2000.00 - Accounts Payable 0.00 (Never

+Anderson HYAC Bill 2000.00 - Accounts Payable 0.00 (Mever

+Arcady Dist, Bill 2000,00 * Accounts Payable 0,00 [Never

+AT&T Bill 2000.00 * Accounts Payable 0,00 |Mever

+Basso Dist. Bill 2000.00 - Accounts Payable 0.00 (Never

+Bingo Receipts Sales Receipt 119%.00 - Undeposited Funds 0.00 (Mever

+Bingo to Lodge Bill 2000,00 * Accounts Payable 0,00 [Never

+Board of Equalization Bill 2000.00 - Accounts Payable 0.00 (Never

+Boy Scouts Bill 2000.00 - Accounts Payable 0.00 [Mever

+Cactus Bingo Bill 2000,00 * Accounts Payable 0,00 [Mever

+CalifNevada Moose Assoc Bill 2000.00 * Accounts Payable 0.00 |Mever

+Casitas Water Bill 2000.00 - Accounts Payable 0.00 (Never

+Centralized Dues Sales Receipt 1199.00 - Undeposited Funds 0.00 [Mever

+haz Distributing Bill 2000,00 * Accounts Payable 0,00 [Mever

+Consolidated Statement Bill 2000.00 - Accounts Payable 0.00 (Never

+County of Ventura Bill 2000.00 - Accounts Payable 0.00 (Mever

+Daily Receipts Sales Receipt 1199,00 * Undeposited Funds 0,00 [Never

+DOMATION Bill 2000.00 * Accounts Payable 0,00 |Mever v

|’[ Memaorized Transaction v [ Enter Transaction ]

Double click on the transaction you wish to use as a template for your transaction. Fill in
the correct date, dollar amounts and any memo information and save the transaction.
QBs will automatically increment the receipt number, but it can be changed if the
fraternal unit wants to assign its own numbering structure. If additional items are needed
they can be added to the transaction. A line item can also be removed from the
transaction before it is saved.

Memorizing the transaction saves data entry of items that you would commonly use to
create your transactions.

Another area that might be considered is “Enter Bills”.

@Bl O Credit Bill Received
o0z Charities v Date 04/05/2007

Bill Due  04/15/2007
Amount Due  9.00

Terms i Ref, No.

Memo E-Endo'.'\'ment Fund Collected

[ Expenses $0.00 | Ttems 0.00

ll Account Amount Mema Customer:Job == Class
||2505.00 - Endowment - Moos... | |Endowment Fund Callected [ | |eEnERALFUND |

Enter the bill with the expense account identified and save it as a memorized transaction.

Mermatize Bill

Go to “Edit”, “Memorize Bill”"

NOTE: Notice that there is a shortcut for memorizing the transaction. “Ctrl+M”. If
you create the transaction you wish to memorize and then use “Ctrl+M” it will save the
transaction.

It is important to remember NOT to save the transaction you are using to create the

memorized transaction click the Clear button at the bottom of the screen after you have
saved it as a Memorized Transaction.
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2 Memorized Transaction List

Transaction Name
+Donations

+E. 1. Harrison & Sons
+Endowment
+Endowment Fund

Type

Sales Receipt
Bil

Sales Receipt
Bill

Source Account

1199.00 -
2000.00 -
1199.00 -
2000.00 -

Undepasited Funds
Accounts Payable
Undeposited Funds
Accounts Payable

Amount

Type a help guestion

EEX

Frequency

Next Date

So you can have a list of transactions that you can use to create sales receipts, bills or
monthly transactions and save time by not having to completely fill out the screen.

% Memorized Transaction List

Type a help question

B[(=1[E3

Auto

Transaction Mame Type Source Account Amount Freguency Mext Date
+ABC Bill 2000.00 - Accounts Payable 0.00 (Mever
+Accu Air Bill 2000,00 * Accounts Payable 0,00 [Never
+AllerClean Bill 2000.00 * Accounts Payable 0,00 |Mever
+Allied Dist. Co. Bill 2000.00 - Accounts Payable 0.00 [Mever
+Anderson HYAC Bill 2000,00 * Accounts Payable 0,00 [Mever
+Arcady Dist. Bill 2000.00 * Accounts Payable 0.00 |Mever
+ATRT Bill 2000.00 - Accounts Payable 0.00 (Never
+Basso Dist. Bill 2000.00 - Accounts Payable 0.00 [Mever
+Bingo Receipts Sales Receipt 1199,00 * Undeposited Funds 0,00 [Mever
+Bingo to Lodge Bill 2000.00 * Accounts Payable 0.00 (Never
+Board of Equalization Bill 2000.00 - Accounts Payable 0.00 (Mever
+Boy Scouts Bill 2000,00 * Accounts Payable 0,00 [Never
+Cactus Bingo Bill 2000.00 * Accounts Payable 0,00 |Mever
+CaliffNevada Moose Assoc Bill 2000.00 - Accounts Payable 0.00 (Never
+Casitas Water Bill 2000.00 - Accounts Payable 0.00 (Mever
+Centralized Dues Sales Receipt 1199,00 * Undeposited Funds 0,00 [Never
+Chaz Distributing Bill 2000.00 * Accounts Payable 0.00 (Never
+Consolidated Statement Bill 2000.00 - Accounts Payable 0.00 [Mever
+County of Ventura Bill 2000,00 * Accounts Payable 0,00 [Mever
+Daily Receipts Sales Receipt 1199.00 * Undeposited Funds 0.00 |Mever
+DONATION Bill 2000.00 - Accounts Payable 0.00 [Never
I [ Memorized Transaction ¥ | ’ Enter Transaction ]

TO EDIT AN EXISTING MEMORIZED TRANSACTION

Sometimes it may be necessary to modify an existing memorized transaction. Use the

following procedure to make changes to an existing memorized transaction.

ED

Click the - Mem™

icon that can be found in the “QBs Icon Bar” at the top of the screen in

QBs. This will display the list of memorized transactions that exist for your company.
Double click on the memorized transaction that you would like to make changes to.

This will cause the memaorized transaction to be displayed in the applicable screen. In
this example it is the “Enter Sales Receipt” screen. Go in and make the required
changes to the memorized transaction.

In this example | added some additional items to the memorized transaction.
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R, Enter Sales Receipts Type & help question | |:| |§| r>__<|

W previous B nNext g5print » CdEmal -~ Elshp » FyFind [ Speling By History ~ =3 GetOnline Pmts (32 Customize ~

Customer: Job Class Template | Print Preview
|Week|y Receipts L | | L | |Custorn Sales Receipt | w |

Sales Receipt mems I 549

Weekly Receipts
Ttem Description Class Amount
4245 - Misc merchandise Misc merchandise sales - 3 SOCIAL QUARTERS A
4245 - Misc merchandise Misc merchandise sales - Snacks - 4 SOCIAL QUARTERS
4240 - Wine Wine sales -6 SOCIAL QUARTERS
4235 - Liquor Liquor sales - 7 SOCIAL QUARTERS
4620 - Sales Adjustments Sales Adjustments SOCIAL QUARTERS
2515 - ABCD ABCD - Per Capita LODGE B
2510 - Enrollment Fee * |Membership Enroliment Fee LODGE b

v
Customer w -
Message

Total 0.00
[Jtobeprinted [ To be e-mailed Memo |Bar

Select the “Edit” button at the top of the QBs screen and select “Memorize Sales
Receipt”.

=8l View Lists Company Customers Vel

Clear
' Insertline Ctrl+Ins
i Delete Line Ctrl+Del
Mew Sales Receipt Ctrl-+M

The following screen will be displayed asking you if you would like to “Replace” the
existing memorized transaction, “Add” a new one, or “Cancel”.

Replace Memorized Transaction

9P Daily Receipts is already in the Memorized Transaction list, Would you like to replace it or add
L a new one?

E__P__.Eplace i [ Add J [ Cancel ]

Select L_2=Pac= ] 1o replace the existing transaction. This will replace the existing
memorized transaction with the new one you just updated.
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Next click the|  Clear button to clear the transaction from the applicable screen so
that you do not accidentally save the transaction in the screen as a blank transaction.

Next click the * in the upper right hand corner of the screen (the smaller “x” inside the
window you are using) to close it.
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