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ADVANCED PAYMENTS/DEPOSITS IN CONTRACTOR FOREMAN AND QUICKBOOKS.

(PREVIEW ONLY, NOT COMPLETE) DO NOT ATTEMPT TO IMPLEMENT THESE PROCEDURES AS IT’S A SAMPLE OF THE REAL PROCEDURE)

Overview Summary:

The primary objective of this procedure is to avoid recognizing upfront payments as
immediate income, which can lead to premature tax liabilities. By treating advance
payments as a liability initially and systematically applying them to invoices as the project
progresses, contractors can accurately reflect income and expenses, ensuring compliance and

sound financial management.
Key Steps:
1. Collecting Advanced Payments:

o Create a regular invoice for the advanced payment, importing the "Customer

Down Payment" cost item.
o Record the payment received, which will show up in the liability account.
2. Applying Advanced Payments back to Invoices: (“paying back the loan™)

o When it’s time to invoice, create a normal invoice as you would any other

time.

o Then in a separate section, import another Cost Item to apply a portion of
that “customer loan” Deposit/Draw back to the invoice you apply a portion of

the advanced payment back over the invoicing.

o Because of the accounts assigned to this “advanced payments” cost code. The
amount you apply to each invoice will decrease the liability in QBO while
simultaneously reporting only the total invoice at the time of payment to your

income statement

YOU NEVER HAVE TO CLAIM INCOME ON ADVANCED DEPOSITS. ONLY ON
THE TOTAL PROJECT AMOUNT.



3. Reporting and Reconciliation:

0  Monitor the running balance in Contractor Foreman and QuickBooks.

o Ensure the liability account reflects both the initial advanced payment and the applied

amounts.

Ga to the Project, on the left side at the bottom select “Reports™, then expand on the “Depozita” cost code and

expand the Advanced Payments and Invoicez to view the running total for each Pf_gj;aﬂ-t‘."'-_ﬂ
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w  DepositsfDS00{Z) E 50,00 00 325.000.00
w Advanced Paymendiiaig| F0.00 BOLOO F25,000.00
w  IidicE 2} Hcmaining Balance 000 |z = 529 000,00
schedule {Customer [own Payment Appled 5050 5000 = 5-25,000.00
ik [ T= 1] L] F50,000.00
B8 Procurement Teaal $33.BEE.ED T ERLT $55,100.00
o InQuickBooks:
E]'.I.E'L'IIE 'I'_I:I.E ].i.ﬂl:lﬂlt}' acCcoumt IE'ﬂECtE- hﬂt]‘l t]‘lE' i.'l‘.'l.'l.t'l.ﬂ.]. E.d'Vﬂ.nDEd pa*_rment and t]‘lE E.PP]iEd Aot
Should appear in QBO like thi=
HATIUALY 1-ERLJUSEE |1, ST
Transactian Dsta T wctlon Typt | Mum & Hama = Mamo/Description & Itam Split Account 3 % Ameount
W Costomaer k.. (3]
Beginning Balsnce - = = = =
DaAA T 2025 Invaice [-1:53] 123 Arrywhane Sernet Kich Custermar Down Paymens Accouwnss Recawvable [AR) 50,000, 0
082052028 Invoice 1228 122 Arvpwhere Scrrecinch, .. Customar Downpayment Applied  Accouwnts Recshveble [AR) - 28,000, 00
Tolal far Custam.... 523% 00000
TOTAL $25,000.00
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PURCHASING AND ENTERING BULK RAW MATERIALS STOCK

(PREVIEW ONLY, NOT COMPLETE) DO NOT ATTEMPT TO IMPLEMENT THESE PROCEDURES AS IT’S A SAMPLE OF THE REAL PROCEDURE)
Overview Summary

e This procedure details the process of purchasing bulk raw materials and applying them to
specific projects within Contractor Foreman (CI) and QuickBooks Online (QBO). It involves
setting up generic projects and specific accounts to track inventory and its usage. The main
goal is to properly account for bulk material purchases, track their application to individual

projects, and maintain accurate financial records.
Key Steps:

Step 1: Purchasing Bulk Raw Materials

1. CF: Enter Bill for Bulk Purchase
o Create a bill in Contractor Foreman for inventory purchase
o For bulk material purchases, don't assign a project (leave blank).

o Select the supplier (e.g., ABC Supply Company Supplier) and enter the bill details.

Lopez- Kitchen Remodel 2 o
Open 5698

Type Item Name QTyY Unit Cost  Unit Total Cost Code
= Kitchen Corner Cabinet 3 $250.00 - $750.00  Bulk Inventory (Archived) @ ﬁj]
= Kitchen 2-Door Cabinet 5 $250.00 - $1,250.00  Bulk Inventory (Archived) @ ]ﬁ]
= Kitchen Sink Cabinet 1 $500.00 - $500.00  Bulk Inventory (Archived) @ Lf_T]
Total $2,500.00

Balance Due $2,500.00



2. CF: Bulk Expense purchase (direct purchase no terms). Assign the inventory asset

account

Raw Materials Bulk (Inventory)
Home Depot [ [

[ 04/24/2024 Exp. #39

o Details

Expense Name Bulk Material Purchase

Reason 201 gallon cans of paint
50 Sheets of Plywood
100 1/4 inch 5x8 Drywall Sheets
30 cases of shingles

Employee ) amberwells = &
Type B Material
Ref #

Part 2: Applying Materials to a Project

1. CF: Create Vendor

[ sillable B Financials

Total
Bank Account
Category

Cost Code

o Create a vendor in Contractor Foreman for your company.

2. CF: Create Expense for Project

$8,532.05
3-*(ex. Chase, Amex) (Credit Card)

4- Inventory Asset (Other Current Asset)

o Create an expense in Contractor Foreman for applying bulk inventory materials to a

project (e.g., "Bedroom Remodel").

o In the vendor field, select your own company (e.g., Smith Home Remodels).

o In the Category field, select the "Expense/COGS” account.

Lopez- Kitchen Remodel @
Smith Home Remodels [ [
4 09/28/2025 Exp. #52

& Details

Expense Name Apply Back Stock to Project

Reason
Employee 0 Amberwells [E
Type B Material

Ref #

T Billable

@ Financials

Total
Bank Account
Category

Cost Code

$2,500.00

4- Inventory Asset:inventory Used (Other Curr...

Project Materials-COGS (Cost of Goods Sold)
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FiELD EXPENSES EMPLOYEE PROCEDURE

(PREVIEW ONLY: DO NOT ATTEMPT TO IMPLEMENT THIS PROCEDURE ON YOUR OWN UNLESS YOU HAVE EXTENSIVE ACCOUNTING
BACKGROUND FOR PROPER REPORTING.)

Overview

This workflow safely delegates the responsibility of entering project-related expenses into
Contractor Foreman to those making the purchases in the field while safeguarding
QuickBooks integrity. By using the Contractor Foreman app already downloaded for time
tracking, it is easy to apply an additional step of also using the app to capture receipts into
Contractor Foreman. This process will cause both the expense and the receipt image to
transfer to QuickBooks and match the bank transactions; saving the accounting team hours
tracking down receipts and ensuring project related expenses apply to projects accurately

and promptly.
Key Steps:
3. Employee Purchase & Receipt Capture:
o Employees make a purchase with their company credit card.
o Employees take a picture of the receipt with their phone.
4. Expense Entry in CF Mobile App:

o Employee opens the Contractor Foreman (CF) mobile app and goes to the

expense's module.

o Enters the Project Name or Overhead.



5. Expense Account Selection:

o

™ 06/11/2025

Details

=1

Expense Name
Reason
Employee
Type

Ref #

6.

7.

Employees will select the expense account in CF mobile. The list is organized to

prioritize the correct accounts.

Kitchen Remodel &
ABC Supply Company Supplier E 4

Exp. #48
w () Billable & Financials
Material 4 Total $150.00
Bank Account 3-*(ex. Chase, Amex):Billy Joel 1234 (Credit Card)
0 Amber Wells [E & Category 1-PR:Project Materials (Cost of Goods Sold)
B Material Cost Code
Receipt Matching

o

The expenses and digital receipt transfer to QuickBooks and match with the bank
feed

Accounting Team Review & Confirmation:

o

The accounting team reviews the entry, receipt, and confirms it in QuickBooks.

Alternative Option, Keep the main credit card as the default and the category as
uncategorized expense. Have the employees enter the expenses as stated before but
not categorize it and it will sink as uncategorized with the receipt and then the
accounting staff can review and categorize with the attached receipt enter from the
field and the correction will update in Contractor Foreman. By organizing the
accounts and establishing default settings, the accounting team can minimize errors,
reconcile expenses efficiently, and maintain data integrity between Contractor

Foreman and QuickBooks.
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EMPLOYEE REIMBURSEMENTS PROCEDURE

(PREVIEW ONLY: DO NOT ATTEMPT TO IMPLEMENT THIS PROCEDURE ON YOUR OWN UNLESS YOU HAVE EXTENSIVE ACCOUNTING
BACKGROUND FOR PROPER REPORTING.)

Overview

While allowing your employees to enter their reimbursable expense receipts into Contractor
Foreman through their (CF) app to accurately track project and non-project related costs; it is also
simultaneously recording reimbursable employee expenses in QuickBooks to apply to payroll later.

Moreover, maintaining clean and accurate financial records in both Contractor Foreman and

QuickBooks Online.
Key Set up Steps:
Contractor Foreman (CF) Process
1. Enter Reimbursement/Expense Through the Contractor Foreman App.

o In CF, employees enter reimbursements as expenses, assigning them to the correct

project/OH expense/COGS account needed for the company.
2. Select "Reimbursements' Bank Account:
o Instead of a company account, employees select the "Reimbursements" bank account.
2. Attach Receipt:

o Attach a copy of the receipt to the expense through the CF App.



General Overhead
Quality Dairy [ 2

[ 09/28/2025 Exp. #53
£ Details (] illable
Expense Name Fuel Expense
Reason
Employee 0 Morgan Wallen [E @
Type B Material
Ref #

QuickBooks Online (QBO) Reconciliation

3. Journal Entry to Clear Reimbursements:

&
& Financials
Total $50.00
Bank Account 2- Employee Reimbursements 3 (Other Curre...
Category 2- NPR:Auto Fuel Expense (Expense)
Cost Code

o  When running payroll or cutting a check, create a Journal Entry in QBO.

o Clear the "Reimbursements" bank account to a zero balance.

o Debit the "Reimbursements" (Bank) account.

o Credit the "Employee Reimbursements Clearing" account for each employee's

reimbursement.
4. Run Payroll:

o Run payroll as normal.

o Ensure reimbursements are not included in employees' gross wages to avoid inflated

income and taxes.
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SUPPLIER ACCOUNTS PROCEDURE

(PREVIEW ONLY: DO NOT ATTEMPT TO IMPLEMENT THIS PROCEDURE ON YOUR OWN UNLESS YOU HAVE EXTENSIVE ACCOUNTING
BACKGROUND FOR PROPER REPORTING.)

Overview

Establish a reliable and systematic approach for handling supplier accounts that operate with
net terms. This ensures that all vendor transactions are accurately tracked through Contractor
Foreman and allocated to the correct projects or back stock, from payment initiation to the allocation
of vendor credits and the reconciliation of paid bills. Reviewing and reconciling balances between CF
and QBO helps ensure that transactions are accurately matched to the appropriate customer or

project, reducing the likelihood of errors or misallocation.
CF: Create Bills as Normal (If ordered on a per project basis

o In CF, create bills for each purchase from the supplier using the correct cost
codes. Note: Do this each time a vendor order is placed, converting a PO to a bill or

importing directly from cost items database
5. QBO: Create a Custom Report

o In QBO, create a custom report for "Supplier Accounts Payables"



DATE TRANSACTION TYPE NUM ADJ NAME MEMO/DESCRIPTION ACCOUNT SPLIT AMOUNT BALANCE

- ABC Supply Company Supplier

Beginning Balance 3435486

01/ Bill 1200 No ABC Supply Company Supplier Accounts Paysble  -Split- 6,399.70 40,754.56
gill 56464 No ABC Supply Company Supplier Accounts Paysble  -Split- 443.50 41,198.06
Bill 1220 No ABC Supply Company Supplier Accounts Paysble  -Split- 438.64 41,636.70
Bill 4785 No ABC Supply Company Supplier Accounts Paysble  -Split- 841.00 42,477.70
&ill 2654 No ABC Supply Company Supplier Accounts Paysble  -Split- 0.00 4247770
Bill 2582 No ABC Supply Company Supplier Accounts Paysble  -Split- 841.00 43,318.70
Bill 258 No ABC Supply Company Supplier Accounts Paysble  -Split- 825.00 44,143.70
Vendor Credit B-1200-R No ABC Supply Company Supplier Accounts Paysble  -Split- 3,273.00) 40,870.70
Bill 5645-5C No ABC Supply Company Supplier Accounts Paysble  -Split- 218.30 41,089.00
Vendor Credit B-1100-R No ABC Supply Company Supplier Return For materials ~ Accounts Payable 1-PR:Project Meterials- COGS (850.00) 40,439.00
Bill PO #5 No ABC Supply Company Supplier Accounts Paysble  -Split- 10,456.00 50,895.00
gill 012425 No ABC Supply Company Supplier Accounts Paysble  -Split- 6,399.70 57,204.70
Bill 9802 No ABC Supply Company Supplier Accounts Paysble  -Split- 12,400.00 69,60470
Total for ABC Supply Company Supplier $35,339.84
Bill 1240 No Sherwin Williams-Supplier Accounts Payable 1-PR:Project Meterials- COGS 2,596.00 2,596.00
Bill 1100 No Sherwin Williams-Supplier testsupplier Accounts Paysble  -Split- 2,125.00 4,721.00
Bill 0124252 No Sherwin Williams-Supplier Accounts Paysble  -Split- 268.70 2,989.70
Bill 4583 No Sherwin Williams-Supplier Accounts Paysble  -Split- 1,738.00 6,727.70
gill 1210 No Sherwin Williams Supplier Accounts Paysble  -Split- 855.00 7.582.70
Bill 1230 No Sherwin Williams-Supplier Accounts Paysble  -Split- 1,183.40 8,766.10

Vendor Credit B-1240-R No Sherwin Williams-Supplier Accounts Payable 1-PR:Project Materials-COGS (35.40) 8,730.70

I1. Managing Credits/Returns:
6. QBO: Enter Vendor Credits:

= For any returns/credits, enter them as "Vendor Credits" in QBO with the

return dates on the statement.

= If assigning credits back to a project, add the Project/Customer to the Vendor

Credit, separating each credit transaction by project.
I1I. Paying Bills:
7. QBO: Pay Bills:
= In QBO, go to "Pay Bills"
=  Select the account used for payments (checking, credit card, etc.).
= Select the date for payment.
= Apply credits to the appropriate bills, matching Bill # and Vendor Credit #.

= Pay the vendors normally with the payment method of your choice.



Payment account Payment dete Searting check no R L
86 Small Businass Chel ‘ [ 02/08/2025 B | Toprint B Frintleter $6, 266.82

Balance: -535,154.28

Filters V' | [ Last 12 months | ] ‘

& PAYEE REF NO. DUE DATE STATUS OPEN BALANCE CREDIT APPLIED PAYMENT TOTAL AMOUNT
Overdua

/] AEC Supply Company Supplier 1100 02/05/2025 $2,125.00 | 3314 124186 | $2,125.00
3 days age - - -
Overdus =

ﬂ ABC Supply Compeny Supplier 1200 02/01/2025 . 56,399.70 | 4273.00 4_ 212670 | 56,399.70
7 days ege

/] Sherwin Williame-Supplier 1210 02,06/2025 Diue boday $855.00 | 177.00 678,00 | $855.00
Overdug

L] ABC Supgly Company Supglier 1220 0200242025 $433.04 | 0.00 0.00 | $0.00
& days 6go
Due saon ——

[/] Sharwin Willisms-Supplier 1230 0241242025 51,183.40 | 420.14 16326 | §1,182.40
Duein 4 deys L
Overdus

AEC Supply Comparny Sugglier 1234 041872024 511573 | 0.00 0.00 | $0.00

206 days ago
Overdua = T

/] Sharwin Willisme-Supplier 1240 0210512025 52576.00 | 39.00 1457.00 $2,596.00
3 days sgo -

ABC Supgly Compeny Supglier

SBS Construction Demo Supplier Accounts Payable e s

Transaction Report

ABC Supply Company Supplier January - December 2025

0.00 | $0.00

DATE TRANSACTION TYPE NUM NAME AMOUNT  BALANGE

ABC Supply Gompany Supplier
Beginning Balance 34.354.86
01/02/2025 Bill 1200 ABC Supply Company Supplier 6,399.70  40,754.56
01/03/2025 Bill 56464 ABC Supply Company Supplier 44350  41,198.06
01/03/2025 Bill 1220 ABC Supply Company Supplier 43864  4|,636.70
01/06/2025 Bill 4785 ABC Supply Company Supplier 841.00  42477.70
01/06/2025 Bill 1100 ABC Supply Company Supplier 212500  44,602.70
01/07/2025 Bill 258 ABC Supply Company Supplier 82500  45,427.70
01/07/2025 Bill 1250 ABC Supply Company Supplier 12,400.00 57.827.70
01/07/2025 Vendor Credit B-1200-R1 ABC Supply Company Supplier (3,273.00) “ 54.70
01/07/2025 Bill 2582 ABC Supply Company Supplier 841.00 5589570
01/07/2025 Bill 2654 ABC Supply Company Supplier 000 55395.70
01/08/2025 Bil 5645-5C ABC Supply Company Supplier 21830  55,514.00
01/08/2025 Vendor Credit B-1200-R2  ABC Supply Company Supplier (1,000.00} -614.00
01/09/2025 Vendor Credit B-1100-R1 ABC Supply Company Supplier (650.00)  53,964.00
01/15/2025 Vendor Credit B-1100-R2  ABC Supply Company Supplier (206.00)  53,758.00
01/23/2025 Bill PO #5 ABC Supply Company Supplier 10456.00  64.214.00
02/03/2025 Vendor Credit B-1100-R3  ABG Supply Company Supplier (27.14)  64,186.86

Total for ABC Supply Company Supplier $20,832.00

Sherwin Williams-Supplier
01/06/2025 Bill 1240 Sherwin Wiliams-Supplier 2,596.00 2,596.00
01/07/2025 Bill 4563 Sherwin Williams-Supplier 1,738.00 4,334.00
01/09/2025 Bill 1210 Sherwin Williams-Supplier 855.00 5,189.00
01/13/2025 Bil 1230 Sherwin Williams-Supplier 1,183.40 6.372.40
01/17/2025 Vendor Credit B-1240-R1 Sherwin Williams-Supplier (236.00) 6,136.40
01/29/2025 Vendor Credit B-1240-R2  Sherwin Williams-Supplier (1,298.00) 4,838.40
02/03/2025 Vendor Credit B-1230-R1  Sherwin Williams-Supplier (395.00) 4,443.40
02/08/2025 Vendor Cradit B-1230-R2  Sharwin Williams-Supplier (25.14) 4,418.26
02/08/2025 Vendor Credit B-1210-R Sherwin Wiliams-Supplier (177.00) 4,241.26

Total for Sherwin Williams-Supplier $4,241.28

TOTAL $34,073.26




