PAYING & ENTERING RJO BILLS

QuickBooks will not alow you to pay two separate vendors (like Stuller & Rembrandt
Charm Co) on one check and have the payee be "RJO". So we have to use a 2 prong
approach. We will have anew “faux” bank account called “RJO Exchange Account. We
will pay off the bills for many different vendors using this “faux” bank account

Thiswill mark the bills as“Paid” in QuickBooks and will show us with one balance
number in the faux “RJO Exchange Account” how much we owe RJO.

Next we make out a check payable to “RJO Incorporated” and on the expense lie we will
choose the “RJO Exchange Bank Account”.

Donel

So here' sthe detail. First we have to set this up properly. If you don’t have the vendors
from whom you buy through RJO in QuickBooks you' || need to add them.

A. If you don't have the vendor in QuickBooks at all.
1. Go to the icon bar and choose “Vendors’.
2. Upper left corner click on New Vendor.
3. Follow instructions as below for editing a vendor for stores who have themin.
4. The new vendor screen is pretty self-explanatory, just one single difference.
B. Editing an existing vendor. (Adding a new RJO vendor isdone thisway).
1. Go to Vendors onicon bar.
2. A list pops up on the left. Find the RJO vendor.
3. Double click to open or right click and hit “ edit”.
4. There are three places you' |l see the vendor’s name. In the very top box ADD
RJO-
In front of the name. The other two boxes can be left alone. The top box
VENDOR NAME box just add the “RJO-“. Will look this way

Edit Vendor

JENnoR vz | RJO Stuller Settings ]

CURRENT BALANCE (.00 How do | adjust the current balance?

Address Info = Stuller Settings

Payment Sefings
Tax Seftings

Main Phone =  |800-877-7777 Main Email =
Account Settings =

Work Phone = CC Email -
Additional Info Mobile 4 Website ¥

Fax ~ | [300-444-4741 Other 1 -
ADDRESS DETAILS

Stuller Settings
PO Box 77777 & &

Lafayette LA70598-7777 Copy >>

Wendor is inactive @ Cancel Help




When you enter or edit an RJO vendor also click on "Additional Info" tab on the
left. Thiswill show usa"Vendor Type" list. If thisis an RJO vendor choose RJO
as the vendor type. This allows usto run an Accounts Payable” report of just RJO
vendors we owe. You'll see that saved report on your icon bar.

F :
i Edit Vendor
venDor nane JewelerProfit, Inc., Click "Add New" if you don't have RJO
CURRENT BALANCE 0,00 How 0o | adjust ie current oalancg

Address Info

Payment Settings - Add New =
Tax Seftings

= RJO Vendors
Account Settings

Additional Info

CUSTOM FIELDS

The reason for placing “RJO-“ in front of the vendors name is for SORTING when we
pay bills. All of the vendors we owe through RJO will be grouped together. This shows
al RJO billswe owe All vendors and alphabetically at the“R’s” are all RJO vendors.
Easy to click them and at bottom click to pay with the RJO Exchange Bank Account.
" n PayBills =SS

Select Bills to be Paid
IZ) Due on or before | 12752011 ﬁ

Show bills

@ Show all bills Filter By | All vendors -
SortBY | vendor -
[¥  DateDue Vendor Ref. No., Disc. Date Amt. Due Disc. Used Credits Used Amt, To Pay
T |otfosf2012  |Hertiage Management ... 765 1,250.00 0.00 0.00 0.0d
T |07/31/2010  |Rio Grande 325.00 0.00 0.00 0.00
[l 01/29/2012  |Rio Grande 23434 350.23 0.00 0.00 0.00
™ |o7/17/2010  |RIO-Barbery Coast Je... 2,548,45 0.00 0.00 0.04
~ 07/31/2010  |RIO-Hoover & Strong 652,32 0.00 0.00 652,33
7 01292012 |RI0-Hoover & Strong 1245 6554.25 0.00 0.00 654.24
= 07/17/2010 RICRQC 44456 877.36 0.00 0.00 877.39
7 |08/os/2010  [RIO-Stuller Settings 779712 1,381.32 0.00 0.00 1,381.37
= RIO-Stuller Settings 7784 784.50 0.00 0.00 784.50
= RIO-Stuller Settings 658
- Royal Touch 144646 472.36 0.00 0.00 0.00
Totals 13,1956.71 0.00 0.00 4,511.99

Clear Selections |

Discount & Credit Information for Highlighted Bill
Vendor RJO-Stuller Settings Terms Net 30 Number of Credits 0

Bill Ref, No. 658 Sugg, Discount 0.00 Total Credits Available 0.00

Method o To be printed Account
Check - g |10000 - Operating BankAccount = |

® Assign check number eid S
<} ew =

10000 - Operating Bank Account Bank

10100 - Payroll Account Bank
10200 - Savings Account Bank
10300 - Cash in Safe Bank
10400 - RJO Exchange Account <] Bank
Bank




Entering abill for an RJO vendor is done the same way as any other vendor, on the
expense tab enter what you bought, example below:

e

<-'| Enter Bills
@l Previous [ Next [ Save | ¥y Find B History S| Jounal | || Attach

@ Bll () Credit [¥] Bill Received
Vendor RIO-Stuller Settings - Date 12/30/2011 (@
P Stuller Settings Ref. No. B58

PO Box 7777

LH:EE'EttE, LA 87777 Amount Due 162,20

Bill Due 01/28/2012 [E|

Terms  Net30 *  DiscountDate
Mema
| Expenses $162.20 | Items &0.00 |
4 | e 1
Account Amount Memo Customer:Job Billable? | [

5050 - FindingsMtgs/Gold /Stones 162,20

|
‘ ‘ .‘

So when we go to Pay Bills and pay all of the vendors we owe with RJO but instead of
using our regular bank account we'll use the RJO Exchange Bank Account just to mark
thebillsas“Paid”. Vendors are now paid! Then we write the check from our regular
bank account and on the expense tab use the "RJO Exchange" bank account and mail that
check. Now RJO corporation is paid.

Done.

All of these vendors bills are now marked “Paid”.

The ending balance in this faux “RJO Exchange Bank Account is negative because there
isno money in this account yet and it shows how much we will have to send asingle
check to RJO. So hold on.........

thted Bill
Terms Het 30 Mumber of Credits

Sugg. Discount 0.00 Total Credits Available

Method \ Account

'@ To be printed
Check » | & - 1025 - RJO Exchange Account =

© fesein check inarhiey Ending Balance -4 511.95

This negative number is the total of
how much we will owe RIO

ck

[ Pay Selected Bils || Cancel




1. Doing it thisway allows you to track bills for RJO vendors by their name not
RJO.

2. QuickBookswill combine the total of checks written by the RJO bank account so
you know how much you owe RJO as one single check.

3. RJO knows who you owe, you can just go online and pay RJO. Y ou could also
still mail a paper check if you so choose.

So print the "checks' on plain paper. You can "see" the voucher with invoice numbers.
Tear off the bottom one for you, the rest is going to be sent to RJO with areal check from
your real bank account. Thisiswhat the plain paper will look like.

123002011
RIO-Hoover & Strang =*1,306.57
Cre Thausand Three Hundred Sk and 577100
RJO-Haover & Strang
RJC-Hoovar & Strang 1203002011
Date Type Refarence Griginal Armt Balanca Due Discaunt Paymant
TH2010 Bl B52 32 652 32 65232
12/3v2011 Bil 1245 B54.25 654.25 B54.25
Check Amount 1,306.57

Send the whole TOP portion to RIO.
Tear this portion off and attach to your files.

RJC Exchange Accou

RIC-Hoovar & Strong 1203002011
Data Type Refarence Criginal Amt Baiance Due Digcount Faymant
Tr2010 Bil B52.32 B52.32 65232
12i30/20711 Bl 1245 B54.25 85425 654.25
Check Amount 1,308.57




Go to your chart of accounts and you'll see the RJO Exchange account is overdrawn. If
you open the register you'll see the vendors are paid:

split= |

[T 14ine

Sortby |Date, Type, Mumber/... »

this is how much we owe RIO

Ending balance l -4,511.95

I | Record ]| Restore ]

NOW TO PAY RJO:

Write a check to RJO from your regular operating bank account.
On the expense tab, scroll UP and chose the RJO Exchange Bank Account.
The account remember is overdrawn in the RJO Exchange account ($4511.95),
thisis how much we make the real check out for to pay.
Print this check on a real check and mail it along with the faux checks that
have the vendors name on it and the invoice numbers you are paying.

OR in the check number field type*“Pd Onling” and not print

vouchers.
By using the RJO Exchange Account on the expense tab we have now filled the
overdrawn account back up to zero and have paid RJO.

i 1_J1 Chart of Accounts = __'i o= Il EZ |
Mame £ Type Balance Total Attach
+ 1000 - Operating Account Bank 45,446.62 -
#1005 * Payroll Account Bank 0.00
+1010 * Savings/Money Market / Bank 0.00
+ 1020 * Cash In Safe Bank 0.00
* 195'5: X EJO ExTanue_.ﬁ.cE?unt Blank I 4.5 IEEE
52 1025 RIO Exchange Account '= |I'= | &R
: Goto., | &2 Print... | @ Edit Transaction QuickReport E"] Download Bank Staterment
Date | Mumber | Payee Payment _J_ Deposit Balance
! Type ] Account | Memo I
12/30f2011 4 RIO-Hoaover & Strong 1,306,57 1,306.57
BILLPMT |/ 2000 - Accounts Payal
12/30/2011 5 RIO-RQC 877.36 2,183.93
BILLPMT | 2000 * Accounts Payal 23233
12/30/2011 6 RIO-Stuller Settings 2,328.02 4,511.95
BILLPMT || 2000 * Accounts Payal
12/15/2011 [EE] : | > |




unt
Accounts Receivable Accounts Receivable
12100 - Inventory Asset Other Current Asset

= Write Checks - Operating Accoun = n
£ Write Checks - Operating A t =
7 | % Previous [ Next [ Save & Print = | ) Find =] Journal | il Attach
Bank Account | 1000 - Operating Account - Ending Balance 45,446.62
No, 1572
Date 12/15/2011 (&
Pay to the Order of RIO > § 4,511.95
Four thousand five hundred eleven and 95/100* = = * == === B RS A A E A Dillars
RIO
50 Brunswick Court
Address | [owa City TA 52240-2852
Memo Order Checks
Expenses $4,511.95 | Items ¢0.00 | [ Online Payment [ To be printed
Account Amount Memo Customer:Job Billable?
0 -] 4,511.95 =

< Add Mew = -

1000 * Operating Account Barik

1005 - Payroll Account Bark

1010 * Savings/Money Market Bank

1020 - Bank

T

& 1025 - RIO Exchange Account

3 Go to... | l;;;'ﬁ Print... | @ Edit Transaction QuickRepurt ﬁ Download Bank Statement

Date | Mumber | Payee | Payment | J Deposit Balance
7 Type Account | Memo

12/30/2011 4 RIO-Hoover & Strong 1,306.57 1,306.57
BILLPMT [|2000 * Accounts Payal

12/30/2011 5| RIQ-RQC 877.38 2,183.93
BILLPMT (/2000 - Accounts Paval| 23233

12/30/2011 -] RIO-Stuller Settings 2,328.02] }, 511,85
BILLPMT ||2000 * Accounts Fayal

12/31/2011 1572 RIO 4,511.95 0.00
CHE 1000 - Operating Accc

12{15{2011

The REAI check you wrote to RIO brought

Sortby | pate, Type, Number/.., =

| Splits thr RIO Exchange Account back up to zero Ending balance 0.00
S balance, f
T} 1tine

| Record

| | Restore

This account should be zero balance when you start and a zero balance when you are
finished. It will when you use credits from a vendor against that same vendor (i.e. usea

Stuller credit to lower a Stuller hill).

Y ou have accomplished your tasks and have ability to see bills that are RJO vendors.




USING A CREDIT FOR ONE RJO VENDOR ON ANOTHER RJO VENDOR'S

BILL

The RJO organization allows a store to pay one vendor but use another vendor’ s credit to
lower your payment. They can do this because you make your payment to RJO not any

vendor.

QuickBooks does not allow you to use one vendor’ s credit to pay another. So we have a
work around. We will have to make two journal entries to move the credit from one
vendor to another vendor. A 2 step simple process. In your QuickBooksfile | have saved

the two journal entries.

1. Of courseyou first course of action isto issue the credit as you always would to

the original vendor then we'll moveit.

2. Thiscredit will sit within QuickBooks and if you do not want to useit for that
vendor when you pay bills click “set credits’ and uncheck the credit you do not

wish to use.

3. It could be weeks or month later when you decide to use a credit from RJO
vendor #1 and against a bill you owe with RJO vendor #2. When that occurs use
the two journal entries to move the credit from one vendor to another.

4. Thenyou go to Pay Bills can pay the “other” RJO vendor with that vendor’s

credit.

Here' s an ABC approach to this system:

1. We have bought $100 from
Stuller in October:

) Enter Bills

Main | Reporis
Find New Save
® Bil Credit

ENDOR | RJO-Stuller

neess | Stuller
PO Box 87777
Lafayette LAT0598-7777

TERMS  Net30

Expenses $100.00 | ftems

Y ﬁ E ® B create a copy Eﬁ

Defele @8 Momorize Print

5000

0 B &
Afiach | Clear Recaluste  Pay
File Spits Bill

¥\ Bill Received

TOUE 110000

12112013 B

13000 - Stock & Spec Ord.

100.00

55100 - Findings/Mtgs/Gol 0.00
66530 - Freight Into Store 0.00

2. The next month we returned an item and entered a $25 credit from Stuller to our

account. =

RJO-Stuller

Expenses

$25.00  ltems

B B % Boetscn | &
e Decle @B iemanize Print

$0.00

Enter Bills

e

plits

[rrizers ]

13000 - Stock & Spec
55100 - Findings/Mtgst.
66530 - Freight Inte Sto

I 25.00 !
00

0.00




3. Accounts payable report shows we owe them $100 and have a credit for $25, net
due to Stuller = $75.00.

=2 Unpaid Bills Detail L[
Customize Report | Share Template = Memorize Print v Emal v Excel + | Hide Header Refresh
Dates Today = 111152013 B SortBy Default -
327 PM 2014 Edge QuickBooks Jewelry Store
I Unpaid Bills Detail
As of November 11, 2013
Type ¢ _ Date + Num =+ DueDate +Aging+ OpenBalance <
RJO-Stuller
Credit 1MH2013 -25.00
» Bil 10022012 1100112013 10 100.00 4
Total RIO-Stuller 75.00
TOTAL 75.00

4. Now we go to MemTx and open our memorized Journal Entry to open:
RJO-Move Credit-Task #1
This moves the credit away from Stuller into our RJO “wash account”.
Be sure to enter the vendor’ s name in the far right hand “Name” field.

Make General Journal Entries

i Main Repors HoA
]e® B H 8 Beeeaca ¢ =] ] () =
Find New Save Delsle €Bmemonze Reverse  Print | Aftach Show Send
= File List GIEs
paE [11M12013 B evevne |3 @ ADJUSTING ENTRY

Task#1-Move Credit FROM vendor to -

“wash” account

17000 - Accounts Payable 25.00 CREDIT amount of credit I RJO-Stuller I

10500 - Wash Accountfor RJO-Zero = 25.00 DEBIT same amount - |

Totals 25.00 25.00

Save & Close

Revert

5. Save and close and if you look at the Accounts Payable Unpaid Bills report you' Il
see that we have zeroed out the $25 credit and we go back to owing Stuller $100.

2014 Edge QuickBooks Jewelry Store

Unpaid Bills Detail
As of November 11, 2013

@ Type £ Date ¢ Num_ <« Due Date +Aging +_Open Balance =
RJO-Stuller
Credit TMM2013 -25.00
General Journal MH2013 3 25.00
» Bill 1000272013 110172013 10 100.00 4
Total RJO-Stuller 100.00

TOTAL 100.00




6. If wetakealook at the 10500: Wash Account for RJO-Zero account is has a
$25.00 positive amount in it:

AME 4 FE A AT TS
+ 10000 - Operating Bank Account Bank 0.00
+ 10100 - Payroll Account Bank 0.00
+ 10200 - Savings Account Bank 0.00
+ 10200 - Cash in Safe Bank 0.00
Bank ]
+ 10500 - Wash Account for RJO-Zero Bank 25.00 |
+ 10600 - Barter Exchange Account Bank .00
+ 12000 - Edge Pass Thru Account-Zero! Accounts Receivable 0.00
+ 13000 - Stock & Spec Order Inventory Other CurrentAsset 75.00
+ 13500 - MEMO & CONSIGN-DONT USE Other CurrentAsset 0.00

7. Next we make another journal entry to move that credit from the wash account to

Rembrandt charm.

Main = Repors

Make General Journal Entries

& P ﬁ E 2@ Dreahaacnpy @ E @ ﬁ =
Find New Save Delete QMemo!lze Reverse Print Aftach Show Send
T File List GJEs

DATE \37@073 ﬁ-l ENTRY NG [ ADJUSTING ENTRY

Task #1-Move Credit FROM vendor to

17000 - Accounts Payable
10500 - Wash Account for RJO-Zero

2500

“wash” account
DEBIT amount of credit
2500 CREDIT same amount

RJO-Rembrandt Charm

Totals

25.00

25.00

Save & Close

| saveatew |

8. Looking on our accounts payable detail report you’'ll see the credit has been
moved from Stuller and given to Rembrandt Charm company:

2014 Edge QuickBooks Jewelry Store

Unpaid Bills Detail

As of November 11, 2013

Total RJO-Stuller

TOTAL

Total RJO-Rembrandt Charm

RJO-Stuller
Credit MM12013
General Journal MM2013 3
Bill 1040272013 1140142013 10

l Still owe Stuller $100 l

@ Type Date + Num < Due Date + Aging + Open Balance -+
RJO-Rembrandt Charm
] General Journal THZ -25.00 4
= 11”12' Owe Rembrandt $25 LESS l 000
175.00

&7

-25.00

25.00
100.00
100.00

275.00




9. Going to “Pay Bills’ we have to check all boxes for both vendors. Thiswill use
all credits and journal entries up and we are now in fine shape. Print vouches as
normal per instructions many pages up. Y ou may want to hand write notes on

your copy aswell as RJO’ s copies to make sure everyone understands what has
occurred.

Pay Bills
SELECT BILLS TO BE PAID
T Due on or before

Show bills
® Show all bills Filter By

S0 BY Due Date -

110172012 RJO-Stuller

100.00|
RIO-Stuller &) 0.00
M 111212013 RJO-Rembrandt Ch... 0.00
Totals 325.00 0.00 2500 10000 B
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
‘endor RJO-5tuller Terms Met 30 MNum i 1]
Bill Ref. Mo. Sugg. Discount 0.00 redits Available 0.00

2 : : : Set Credits
Click the first two lines for Stuller. This
sl Will apply the journal entry to Stuller so
Dad We pay them their full amount as we will e

use their credit to Rembrandt Charm ® To be printed

10000 - Operating Bank Account -

7 Assign check number Ending Balance —

| Pay Selected Bills | Cancel

10. Then when we also go to pay Rembrandt Charm the journal entry will show up as

SELECT BILLS TO B PAID
) Due on or before
A snowsins
% Show allbils Filter By
SOBY |Due Date
[ 110172013 RIO-Stuller 10000 000 *
15 RIO-Stuller 3 26.00 000
[ 1112172013 RIORembrandt Ch | I | - -175 00
Totals 32500 2500 7500
Clear Selections QuickBooks has automatically used the
e ol e e iy Y el ety
o1 of Credits 0
Qi
redits Avallatle 0.00
Vendor RJO-Rembrant Charm
Ret. No Amount Due 20000  prCredis
Date 112013 Discount Used 0.00
Original Amt. 200,00 25.00
This is from the jounnal entry msoy | Aceourt
10000 - Operating BankAccount  ~
Discount Credits nding Balance 175.00
JiDATE i AER O AT TOUSE i CREDIT BALANCE .
BT conce
+ 1m0, 2500 2500 0.00]* S —
Totals 2500 250 0.00
Clear




11. Our 10500- Wash Account for RJO-Zero account iS now zero:

Io 10500 - Wash Account for RJO-Zero Bank 0.00

Inside of the register itself:

U0

10500 - Wash yunt for RJO 0

Vas| — £
& Goto.. | 0 Print... ‘ [E Edit Transaction [E&) QuickReport Set Up Bank Feed

Jart

dg DATE NU

itog

1EM 111112013 |2 25.00 25.00
“M GENJRN | [splif} DEBIT same amoul

M 1z01z 5 25.00 0.00
g GENJIRN [spii] CREDIT same amo

rep) 1112013 B |Number |Payes - |[Payment Deposit

jad
Ind

“urn Spits ENDING BALANCE 0.00
sho] [ 2-Line

urt -

12. Of course we click on ALL vendors at once to pay RJO and pay off the vendors
as described way above on this document. Of course this doesn’t happen very
often

SELECT BILLS TO BE PAID

 Due on or before 1 01 ]
Show bills . _ _
@ Show all bills Filter By ~
S0m By |Due Date -
—
& Qoatecue oR REF T. DUE Al i
[~ 11012013 RJO-Stuller 7500 &
= RJO-Stuller 3 25.00 000 o.oo 25.00
[~ [§1/21/2013 RJO-Rembrandt Ch 200.00 0.00 2500 175.00
e
v
Totals 325.00 0.00 50.00 275.00
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor RJO-Stuller Terms Number of Credits 0
Bill Ref. No. 3 Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Method Account

111120 = P | ® Tobe printed

Choose the 10400-RJO Exchange
Account to pay your RJO BILLS. Then

10400 - RJO Exchange Account -

™ Assign check numbs

write your REAL check payble to RIO Cancal
and on the expense tab choose the —

same 10400-RJO Exchange Bank

Account

End of RJO



