PPP Loan Tracking and Recording Expenses

in QuickBooks Desktop

Recording a PPP Loan and Tracking Corresponding Expenses

There are a few options in QuickBooks for how to record the funds received from the Paycheck Protection Program

(PPP) loan and the expenses to which the funds are used. To keep your financial reports consistent and comparable with

the prior year, and since using classes may not be an available option for all QuickBooks users, we will present the

following way of recording.

1) Create a sub account to the bank account in the Chart of Accounts.

e Inthe Chart of Accounts, select Account V¥, then select New
e Select Bank, click Continue
e Enter a name for the account, like “PPP Loan Funds”

e Click Sub-account of and choose the bank account from the drop down
e Click Save and Close

Look for account name of number

+ 10100 - Checking

+ 10300 - S:vings

+ 10400 - Petty Cash

+ 11000 - Accounts Recenvadle
» 12000 - Undeposited Funds
+ 12100 - Inventory Asset

+ 12800 - Employee Advances
« 13100 Pre-paid Insurance

+ 13400 Retainage Recenadle
+ 15000 - Fumniture and Equipment
+ 15100 - Vehicles

* 15200 and

Account ¥ Actvities v

%

Estim

¢ Bank

45,969.10

Add Mew Account’ Choose Account Type

:ﬂ] Choose one account type and chck Continue

Categorize money your BuSiness eams or spends
Q moore

* Expense

Or, track the value of your assets and kabines

7 Fixed Asset (major purchases)

* Bank

~ Loan

© Creda Carg

© Equity

7 Other Account Types <soloct>

Help me choose the right account type

Bank Account

Create one for each cash account
such as

*Petty cash
*Checiing

*Sawngs
* Money market

Ucce
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Look fof accouet name ¢ nuMBer
» 10100 - Checsing £ Bank 45,989 10 -
* 10300 - Savngs
« 10400 Petty Cash =
» 11000 - Accounts Recanasle T AccountTips  Bank - Numoer 10191
« 12000 - Undeposited Funcs
* 12100 Inventory Asset
* 12800 - Emgioyee Advances Account Nage PP Loan Funds
» 13100 - Pre-paid Insurance @ — =
+ 13400 Retamage Recenasie
* 15000 - Fusniture and Equipment SPRONAL
+ 15100 - Vehicies Qesaripten
* 15200 Bulldings and bmprovements

Accouat v  Activies v  Re BankAcct No

Routing Number
Estma) TagUne Nappny  B/S-Assets: Cash *  How dol choose the fight tax ine?
Enter Opening Balance... Should ! anter an ogereng batance?
[, Remname o order checks when  reach check umsee
\J 1] Ordee checks | can pont #om CuickBooks Loam more
o T

2) Create a new loan account in the Chart of Accounts.

e Inthe Chart of Accounts, select Account V¥, then select New
e Select Other Account Types, then select Long Term Liability

e Click Continue
e Enter a name for the account, like “PPP Loan”
e Click Save and Close

Look for account name of number

AME
« 10100 - Checking

+10101 - PPP Loan Funds =
+ 10400 - Petty Cash
+ 11000 - Accounts Raceivable
+ 12000 - Undeposited Funds
+ 12100 - Inventory Ass et © Income
+ 12800 - Employee Advances  Expense
+ 13100  Pra-paid Insurance

or, the value of nabiline than one year, such as
o1 ‘R 0% Rece track the value of your assets and 5 ye.
+ 15000 - Fumiture and Equipment  Fixed Asset (major purchases) * Morigages
«Long-term loans
+ 15100 Vehicles ~ Bank + Notes payable
© Loan
Account ¥ Actvities v 51 © Credit Card Mare
0w

Estimg

=
m Choose one account type and click Continue

Categorize money your business eams of spends

® Other Account Types

Holp me choose e right account type Cancel

$: tree BALANCE TOTAL ATTALH

¢ Bank 4596910 A

Add New Account’ Choose Account Type

Long Term Liability Account

Tracks money your business owes
and expects fo pay back over more
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Long Term Liability -

Account Name  PPP Loan

[} Subaccount of =

Number

Description

Account No.

Enter Opening Balance...

Save & Close

Tax-Une Mapping  g/S-Liabs/Eq: L-T Morigage/n.. »  How dol choose the night taxline?

Should | enter an opening balance?

Save & New

23300

Cancel

3) Record the loan proceeds received.

e Select Banking, then select Make Deposit

e Change the Deposit To account to the new bank sub-account
e Inthe From Account column, choose the loan account created

e Enter the amount received in the Amount column
e Click Save and Close

Look for account name of number

* 23200 - Loan - Vehicles (Pickup Truck)
*23300 - PPP Loan

Rogel

£ Tyee BALANCE TOTAL ATTAGH
Long Term Liabdity
Loag Term Liabéity 000

* 28200 - Loan -

@ Predous ® Net [ Save & Print ~ & Payments @ History [ Joumal @ Attach
+ 28700 Note Payable - B — 5ot B Sove;; B ¢ | ents @ History @ Joumal | @ Attact
+28900 - Mortgage - Office | DepositTo 10100 - Checking 10101 -PPPLoanFunds ~  Date 050172020 B Memo  Deposit
A O C Click P s to select custo nts that you have d Listany oth nts to deposit below.
N select customer pa receive other amoul
+30100 - Capital Stock e perme e e o
+31400 - ShareholderDistd — NS, | PUT METH AROUNT
32000 - Retained Eaming) 23300 - PPP Loan 4550000 &
« 40100 - C Incol II o = 7 < = S—
+40110 - Design Incomd
Account v Acfivitie]
A
Deposit Sudtotal 45,500,00
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money 10 go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash dack amount
p
Deposit Total 45500.00
Save & Close Save & New Clear
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4) Pay your expenses from the bank account as you normally would.

5) Create a journal entry.

After paying an eligible expense using PPP loan funds, enter a journal entry to transfer the amount from the PPP Loan
Funds sub-account to the regular bank account. Note in the memo what the transfer is for. The transfer amount used for
payroll will be for the allowable expenses only (gross wages including vacation and sick time, employer retirement plan
contribution, employer health insurance premiums paid). These amounts can be obtained from a Payroll Summary

report. The PPP Loan Funds sub-account will show how much of the funds remain.

e Go to Company, then Make Journal Entries
e Enterinfo as shown
e Click Save and Close

Make Gonml Journl Entsies

Main  Reports N
¢ B B XQowsowr ¢ & § O =
Fing New  Save Delole ouunon:n Reverse Print Aftach Hde Send
v Fle st GJEs
QAT o-ﬁ‘bézaédi- ENTRY M @ ADJUSTING EXNTR
10100 - Checking 37525 Transfer PPP funds for ulility payment A
[10100 Checking 10101 PPP Loan Funds 37525 Transfer PPP funds for utility payment ]

Totals 37525 37625

Uist of Selected General Journat Entnes:  [IISTSEEENEGN -
s o -
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e I

Customize Report  CommentonReport  Share Template  Memorize  Prinf v Emal v Excel v  MideHegder  Refresh
Dates Customn ~ From 05052023 @ To 05052023 @ ShowColumgs Employee -
Show Filters
rUAM Rock Castle Construction
s Payroll Summary
May 5, 2023
Dan T. Mister Eizabeth . Mason Gregg 0. Schneider TOTAL
Wours  Rate  May523 Wours  Rate  May523 Hours  Rate  May523 Hours  Rate  May523
7 Employee Wages, Taxes and Adjustm.
¥ Gross Pay
Salary 159615 000 0.00 159615
Overtime Rate 0.00 20 00 2588 000 000
Regular Pay 000 @ WIS 118000 ® 1725 138000 160 238000
Sick Hourty 0.00 1478 0% 1728 0.00 000
Vacation Hourly 000 178 000 1728 0.00 0co
Total Gross Pay 159615 ) » 118000 4 ® 1,300.00 60 s
¥ Deductions from Gross Pay
01k 169,62 10000 0.00 26982
Total Deductions from Gross Pay _1662 10000 0,00 298
Adjusted Gross Pay 1465 ® 1,080.00 ® 1,380 00 60 368
¥ Taxes Withheld
Federal Withholding 51,00 B0 -168.00 36800
Medicare Employee 218 a7n 2001 02
Social Security Employee s808 e 855 2788
CA - Withholding -301 1558 4366 o2n
CA - Disability Employee 0,00 000 -1628 1528
Total Taxes Withhesd 812 BT 33381 0145
¥ Deductions from Net Pay
Health Inaurance 2500 2500 1250 £250
Total Deductions from Net Pay 2500 2500 1250 5250
et Pay 1,235.41 ® 312 ® 103399 10 33258
v e — — — m—
Federal Unemployment 0.00 000 080 080
Medicare Company 218 74 200 8027
Social Security Company 98 7318 556 5782
CA - Unemployment Company 0.00 778 5§25 8300
401K Mateh ae w0 000 P
Workers Compeasation 2651t 12118 1n1 40040
CA - Employee Training Tax .00 000 010 016
Totat Taxes 136.40 30450 12483 26553

Maka General Joumal Entnes

RATE lm ENTRY NO. 2 ADQUSTING ENTRY

ACCOUNT peERIT CREDNT MEMO NANME BILLA CLASS
[10100 Checiing 423943 Transfer PPP funds for payroll (4,156,15 wages; 83.28 401k) IA
10100 - Checking 10101 - PPP Loan Funds 4,239 43 Transfer PPP funds for payroll (4,156.15 wages; 83.28 401k)

Totals 423943 423943

List of Selectad General Journal Entries: This Month -

DATE ENTRY. MO A ACCOUNT MEMO CERIT/CREDITE:

Save & Close Save & New Revert

After your lender determines how much of the loan is forgiven, you can transfer the forgiven amount.
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6) Create a new account to record the use of the PPP loan funds.

e Inthe Chart of Accounts, select Account V¥, then select New

e Select Other Account Types, then choose Other Income

e Click Continue

e Enter a name for the account, like “PPP Loan Forgiveness”

e Click Save and Close

e If you would like the expenses detailed, repeat those five steps to create sub-accounts under PPP Loan Forgiveness
(i.e. Payroll Costs, Rent, Utilities, Mortgage Interest)

- LJ %N
LOoK for account name of number
-
NANE $ | v SALANCE TOTAL ATTACH
+10100 - Checking 7 Bank 92,560 67 4
+10101 - PPP Loan Funds Bank 4088532 .
+ 10300 - Sawngs Add New Account: Choose Account Type

+ 10400 - Petty Cash

+ 11000 - Accounts Recelvable
+ 12000 - Undeposited Funds
+ 12100 - Iventory Asset

‘E Choose one account type and clhick Continye

Categorize monay your business eams or spends

+ 12800 - Employse Advances @ Income Other Income Account
+ 13100 Pre-paid insurance  Expense Cain —
+ 13400 - Retainage Receivadle 2ams that is unrelated to normal
+ 15000 - Fumiture and Equipment Or, track the value of your 3ssets and kabilities business operations, such as
+ 15100 Vehides © Fixed Asset (major purchases) + Dhdend income

a *Interest income

© Bank +insurance reimbursements

Account v Activities v i © Loag
% © Credit Card Mare
Essmatf © Eguity
@ Other Account Types

Help me choose Mé Noht Jccount hype Cancel

= Add New Account - R
IT7]|  AccountType  Other Income - Number 70300
AccountName | PPP Loan Forgiveness| |
{71 Subaccount of b
OPTIONAL
Rescription
Note
Tax-Line Mapping  <Unassigned> « | Howdolchoose the righttax line?
L o
d
i
Save & Close Save & New Cancel
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7) Create a journal entry.

Create a journal entry to debit the PPP Loan account for the amount forgiven and credit the new PPP Loan Forgiveness

account or sub-account for the amount of expenses to total the forgiven amount.

e Go to Company, then Make Journal Entries
e Enterinfo as shown
e Click Save and Close

= Make General Journa! Entnes - 0%

Mam  Reports ® A
¢ B B & Qoeescw @ - '] =)
Find Vew Save Deiele @B Memorze Reverse  Prel  Afach  Hde  Seed
Fie Ust GJEs
¢ 07242020 W ¢ @ s £
23300 PPP Loan 4550000 PPP Loan Forgen a
[ﬁf&'ﬁ'Lomruwness - 4550000 PPP Loan Forghen | - -]
- - . - *
Totals 4550000 4550000
Listof Selected Genetal Journal Entries. This Month -

s o e

If you need assistance with this process, visit with one of our QuickBooks Experts at (888) 388-1040.
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