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Lesson Objectives

® Setup a QuickBooks company file to use multiple currencies

® Perform atransaction using multiple currencies
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Set Up Multiple Currencies

To use multiple currencies in QuickBooks, you select the multicurrency preference and load
exchange rates either manually or automatically.

= IMPORTANT: Keep in mind that once you choose to use multiple currencies, you cannot go back;
multicurrency cannot be turned off in QuickBooks. Also, pre-existing customers and vendors (who were
in existence prior to multicurrency being enabled) with transactions linked to them can only be
associated with the home currency. Only new customers and vendors will have the option to choose a
foreign currency. Therefore, it is very important to back up your QuickBooks data before turning on
Multiple Currencies.

o Step-by-Step: Use Multiple Currencies in QuickBooks

1. Make sure you are signed in to the QuickBooks company as the Admin user. (If other users have
been set up on other computers to access the company in multi-user mode, ensure they are not
signed in and you are in single-user mode.)

2. Go to the Edit menu and choose Preferences.

3. Click Multiple Currencies on the left side of the Preferences window.
4. Click the Company Preferences tab.

5. Click Yes, I use more than one currency.

6. Click Yes in the message informing you that you cannot turn this preference off.

Tracking Multiple Curre

A You're about to turn on multiple currencies.
Before you do, read these important considerations:

+0nce you turn on multiple currencies, you can't turn it off.

+ [f you haven't backed up your company file recently, we recommend that you
click Mo and create a backup before turning on multiple currencies.

+You won't be able to use Insights, Income Tracker, Bill Tracker, Create Batch
Invoices, or Batch Delete/Void Transactions.

+You won't be able to select multiple customers in the Invoices for Time and
Expenses window.

+You won't be able to exchange information with QuickBooks Mac or copy your
company file to work with it.

+ Online payment of invoices doesn'twork with multiple currencies.

Are you sure you want to turn on multiple currencies in this company file?
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7. Leave US Dollar selected for your home currency then click OK.

In most cases, the home currency is the US dollar (USD). Your home currency is the currency of
the country where your business is physically located.

If you choose to set a home currency other than the US dollar, Intuit services such as payroll and
online banking will not be available as these services are available only in US dollars for
QuickBooks Desktop US.

>

Accounting

My Preferences Company Preferences E

Bills
% Track multiple currencies in this company file? Cancel
m Calendar

™
Mo, luse only one curren Hel
E# Cchecking = v o e

OF H
9 Desktop View ® Yes | Use more than one currency

- Finance Charge
,_ g Selectthe home currency you use in transactions
Y0 General Also See:

US Dollar b4
:i Integrated Applications

&, ftems & Inventory How do | use the multicurrency feature?

Default

General

£ Jobs & Estimates
T&m Multiple Currencies
% Payments

B} Payroll & Employees
::';l:' Reminders

|||| Reports & Graphs
m Sales & Customers

(?5 Sales Tax
p Search
E Send Forms

% Service Connection

Spelling

After Multiple Currencies is turned on, you can assign a foreign currency to any new names that
are:

® Bank Accounts

Credit Card Accounts
Accounts Receivable Accounts
Accounts Payable Accounts
Customers

Vendors

Price Levels
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Some QuickBooks information — such as income and expense accounts, employee and other
names — will always use your home currency.

8. Click OK when you are notified the company file will close and be reopened.
9. From the Company menu, click Manage Currency then choose Currency List.

10. Remove the inactive X indicator next to any foreign currency you want to include when you view
this list (you won't want to see absolutely every world currency as it can get overwhelming.)

11. Click to uncheck the box next to Include inactive at the bottom of the window.

12. Click the Activities menu button and select Download Latest Exchange Rates. Note that the US
Dollar, the Home Currency, is always at an exchange rate of 1, or “par.”

Currency List

Exchange rate: 1 unit fareign currency = ¥ units home currency
Example: 1 USD (foreign) = 1.000000 USD (home)
CURREMCY (1 UMIT CODE EXCHANGE RATE AS OF DATE
Australian Dollar AUD F13 14 1215/2023
Brazilian Real BRL 258271 12M5/2023
British Pound Sterling GBP 1.32209 12M15/2023
Canadian Dollar CaD T46681 12M15/2023
Chinese Yuan Renminkbi CMNY 148898 12M15/2023
Euro EUR 1.12949 1215/2023
Japanese Yen JPY 008045 121562023
Malaysian Ringagit MYR 245038 12M15/2023
Mexican Pesa MxM 052407 | 12M5/2023
Singapare Dollar SG0 4002 12M15/2023
South Korean Waon KRW 000882 12M5/2023
Taiwan Dollar TWD 032425 12M15/2023
S Dollar USD 1211512023
Currency ¥ Activities ¥ | Reports Include inactive
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13. Click OK when notified that the exchange rates were updated successfully.

You can also enter exchange rates manually if you wish to enter your own rates, or if you wish to
enter historical rates. (Download Latest Exchange Rates does not bring in historical rates.) To
enter exchange rates manually, right-click on the currency you're interested in updating and
choose Edit Currency. Enter the date(s) and the exchange rate for each date. Click OK.

14. Close the Currency List.

Edit Currency

CURRENCY
Code Cancel
Format 99,999 999 Change Format purrgncy is

inactive

EXCHANGE RATES
Enter the rate in your home currency (LUSD)
Click a date to see exchange rate Example: If 1 CAD equals 0.993 USD, enter 0.983

A5 OF DATE EXCHAMGE RATE

12/15/2023 009045 &
e | e | | 12/01/2023 B .00s824)

1 December 2023 4

i3]

3 4 56 7 8 9
10 11 12 13 14 [ 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30 .
3
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Buy and Sell Items in Multiple Currencies

You can assign one currency to each of your customers and vendors.

If you have an existing customer or vendor with transactions associated with them, you cannot
change their currency. You should create a new customer or vendor name instead.

@
o Step-by-Step: Create a New Vendor and Assign a Currency to Them

1. Click Vendor Center in the icon bar.
2. Click New Vendor.
3. Inthe Currency field, select the currency you wish to use for the vendor.

4. Enter the remaining information for the vendor. Your screen should resemble the following.

New Vendor

VENDOR Mave Maple Leaf Ventures
How do | determine the opening balance? [CURRENCY Canadian Dallar v] ﬂ
Address Info couweany Mawe | Maple Leaf Ventures
Payment Settings FULL MamE  |MriMs..| | First M1 || Last
JOB TITLE
Tax Seftings
Main Phone =  416-555-1221 Main Email =
Account Settings -
Work Phone = CC Email -
Additional Info Mobile - Website -
Fax - Other 1 -
ADDRESS DETAILS
BILLED FROM SHIFFED FROM
Maple Leaf Ventures & Maple Leaf Ventures &
1234 Canada Way 1234 Canada Way
Taronto, ON MEC 1T Copy >> Taronto, OM MEC 1TH
Canada Canada
Wendor is inactive “ Cancel Help

Lesson 16 — Work with Multiple Currencies
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5. Click OK.

In the Vendor Center, right-click on the column headers for the list of vendors on the left and
choose Customize Columns. Click Currency in the Available Columns listing, then click Add to

add it to the Chosen Columns that display. Click OK. Notice the currency code (CAD in this case)
is listed next to the vendor.

6. Close the Vendor Center.

NOTES
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Create a Purchase Order in a Foreign Currency

@
o Step-by-Step: Create a Purchase Order

1. Onthe Home page, click Purchase Orders.
2. Choose the appropriate vendor from the drop-down list.
3. Enterthe items you wish to add to the purchase order, including the customer, if applicable.

Notice the value of the purchase order appears in both the foreign currency (CAD in this case)
and the home currency (USD in this case).

Create Purchase (

Main Formatting Reports 2 Al
s E E 2@ BB 0 E = L @ i @59“31:1 ltems Receipt
Find New Save Delete €bMemorize Mark As Print  Email Email Later Aftach | Create llem
T Closed T T File Receipts
Maple Leaf Ventures m Al CLass _ DROF SHIP TO _ =Nl Custom Purchas.. »
Vendor
Purchase Order = ¢
121512023 B Maple Leaf Ventures Rock Castle Constructi SUMMARY
. 1234 Canada Way 1735 County Road
5230 Toronto, ONMEC 171 | | Bayshore, CA94326 Phone 416-555-1221
Canada Open balance 0.00
POs to be received 1
ITEM DESCRIPTION aTy RATE CUSTOMER U CLASS AMOUNT R..i CLSD
LumberTrim + | Trim lumber 1,000 127.22 |Allard, RobertRemaodel - - - 127,220,000 L
RECENT TRANSACTION s
v
EXCHAMGE RATE 1 CAD = | 746737 m usD 94,099.88
o CAD 127,220.00
VENDOR MESSAGE
NOTES '
MEMO Save & Close Revert
4. Click Save & Close.
NOTES
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Receive Inventory and Enter a Bill
from a Foreign Vendor

@
o Step-by-Step: Receive Inventory and Enter a Bill

1. Onthe Home page, click Receive Inventory then select Receive Inventory with Bill.

2. On the Enter Bills screen, choose the appropriate vendor name from the Purchase Order
exercise above.

3. Click Yes when asked if you want to receive against an open purchase order (or click Select PO
from the Main tab of the ribbon of the bill if you accidentally choose No from the pop-up).

4. Place a checkmark next to the PO against which you wish to receive the inventory and enter the
bill, and click OK.

5. Review the Enter Bills window. Notice the bill is in the foreign currency and is affecting the
foreign Accounts Payable account (created automatically by QuickBooks).

Enter Bills - Accounts Payable - CAD

Main Reports oA
¢» B B X Qoeeecr 5 § B O B B B
Find New Save Delete aMemmize Print Aftach Select  Enter Clear Recalculate Pay
- - File PO Time Splits Bill
AP ACCOUNT 1 - Accounts Payable - CADJRe | Bill Received
= Add Mew = Vendor
20001 - Accounts Payable - CAD Accounts Payable SUMMARY &
VENDOR | Maple Leaf Ventures
20000 - Accounts Payable Accounts Payable Loading...
ADDRESS Maple Leaf Ventures
1234 Canada Way AMOUNT DUE
Toronto, ON MEC 1T1 m I
Canada UsSD 9499988
BILL DUE 1212512023 @
TERMS -
MEMO
RECENT TRANSACTION E
Expenses CAD 0.00 Hems CAD 127,220.00
Loading...
ITEM DESCRIFTION aTy uim COST AMOUNT (C... | CLASS CUSTOMER:JOB BIL... | PO NO
LumberTrim Trim lumber 1,000 127.22| 127,220.00 Allard, Robert:Remodel [~ B239 A
v
Clear Qtys Show PO
ECHANGE RATE 1 CAD = | 746737 2 Learn about making foreign payments NOTES ¢
Loading
Save & Close Clear
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6. Add a bill number, terms and a memo as necessary. Note that the Customer:Job comes across to
the Bill from the Purchase Order. Unless you uncheck the box in the Billable? column, this
charge will be available to add to an invoice to this customer.

7. Click Save & Close. If you added a term, you will be asked to confirm that you wish to associate
this vendor with this term. Click Yes.

NOTES
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Create an Invoice for a Multicurrency
Transaction

Creating an invoice for a customer that includes an item from a foreign vendor is the same as
creating a standard invoice. When you create an invoice for your customer, all information appears
in the currency you have assigned to them.

@
o Step-by-Step: Create an Invoice for a Billable Item from a Foreign Vendor

1. From the Home page, click Create Invoices.
2. Select the appropriate customer/job from the drop-down.

3. From the Billable Time/Costs window that appears, choose Select the outstanding billable
time and costs to add to this invoice?

4. Click OK. (If you've dismissed the Billable Time/Costs window, select Add Time/Costs from the
Main tab in the ribbon at the top of the invoice.)

5. Click on the Items tab of the Choose Billable Time and Costs window and place a checkmark
next to the purchase from the foreign currency bill you created related to this customer.

6. Click OK.
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Create an Invoice for a Multicurrency Transaction

Notice the invoice displays in the currency assigned to the customer, not the currency assigned
to the vendor. (The business owner will want to watch the swings in foreign exchange very
closely, because if the Canadian Dollar were any stronger vs. the American Dollar, the business
owner would lose money on this item. As it is, he or she is just breaking even on this item.)

Create I

Main =~ Formatiing Send/Ship Reports Hoa
@ P a E 4 Borateacoy @ = Print Later @ B Add Time/Costs B &P RetundiCredit
Find Mew Save Delete ¢Memol|ze Mark As Print  Email Email Later Attach B Apply Credits Receive
v T Pending - v File Payments
(IS PSR Wilara, RobertRemo[EEE] + ] CLASS _ ="l Rock Castle Invoice =
Customer [ EEEREEGITL]
| T DATE EILLTO SHIF TC v
n VO|Ce 121152023 RobertAllard SUMMARY
P— 92834 Chandler St.
INVOICE # -
Millorae, CA94030 Phone 850-855-3422
82 Email rallard@myemail.com
Preferred delivery method None
PO. NO TERMS DUE DATE REP Open balance 0.00
Net15 ~ | 12/30/2023 Active estimates 0
Sales Orders to be invoiced 0
T SoANTITY DESCRIFTION o Sl E— S T Unbilled time and expenses: 95,000.00
LumberTrim 1,000 Trim lumber 95.00 95,000.00 |Tax
CUSTOMER PAYMENT &
Your customer can not pay online
Edit customer preferences
RECENT TRANSACTION E
12/15/23 Payment 14,510.00
“Your customer can't pay this invoice online ™ san Tomas v | (7.75%)USD 7.362.50 09/12/23 Invoice 1451000
Turn on TotaL USD 102,362.50
CUSTOMER MESSAGE 0.00 NOTES &
- 102,362.50
MEMO CUSTOMER | Tax - Save & Close Clear
X CODE
7. Click Save & Close.
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Work with Multiple Currencies —
Review Questions

1. List five QuickBooks elements to which you can assign a foreign currency:

a.

b.

e.

2. True or false: You should back up your company file before you enable the multicurrency

preference.
a. True
b. False

3. If you have an existing customer or vendor with transactions associated with them and want to
assign them a different currency, you should:

a. Change the currency to update any historical transactions to the new currency.

b. Create a new customer or vendor name.
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Review Activities

1. Create a new customer with the following information:

® Name: Alexander Thomas
® Address: 101 Main Street, Spruce Grove, Alberta, Canada
® Currency: Canadian Dollars

2. Make sure you have the latest exchange rate information.

3. Create an estimate for 30 hours of removal labor.

4. Create a progress invoice for half of the removal labor from the estimate.
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Answers to Review Questions

1. List five QuickBooks elements to which you can assign a foreign currency:
a. v Customers
b. v Vendors
c. ¥ Price levels
d. v Bank accounts
e. v Credit card accounts
f. v  Accounts receivable accounts
g. v Accounts payable accounts

2. True or false: You should back up your company file before you enable the multicurrency

preference.
a. v True
b. False

3. If you have an existing customer or vendor with transactions associated with them and want to
assign them a different currency, you should:

a. Change the currency to update any historical transactions to the new currency

b. v Create a new customer or vendor name
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