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Ways To Prevent Employee 
Fraud and Embezzlement  
 
According to the Association of Certified Fraud 
Examiners in 2005, the average fraud in 
companies with fewer than 100 employees 
causes $127,500 in losses. In comparison, the 
average losses for large businesses are just 
$97,000. The ACFE claims that small businesses 
are at a greater risk because they often are lax 
about introducing basic accounting controls.  
Possible indicators of fraud or 
embezzlement include: 
  1. Deposits that never appear on the bank 
statement. 
  2. Missing checks or duplicate check numbers. 
  3. Bogus names on the vendor, employee, 
customer or other names lists.   
  4. Vendor complaining they never received 
your check or customer complaining you never 
posted their payment. Both can mean the check 
was stolen.  
  5. Strange accounts receivable or payable 
balances, especially on a cash basis balance 
sheet. 
These steps will reduce the opportunity 
for employee fraud: 
  1. In QuickBooks®, assign appropriate user 
access rights and use passwords for each 
employee. 
  2. Track where every check goes including 
voided checks.  Use the Missing Checks report.  
  3. Bank statements should not be sent to the 
company address unless the owner always picks 
up the mail.  The employee who picks up the 
mail, opens the mail, pays the bills, records 
customer payments, or makes bank deposits 
should not be the person who reconciles the 
bank statements.  
 

Data Back Up Reminder 
 
I cannot say often enough that you should back 
up your QuickBooks® data as often as possible.  
Flash drives, also called thumb drives or USB 
memory sticks, make it especially easy to make 
backups.   However, it does no good 
whatsoever to back up your data if you leave 
the backups at your office and  a disaster such 
as fire, theft or vandalism occurs in your office.  
You absolutely must take your backup files 
offsite to avoid having both your original data 
and backup data destroyed in the same 

catastrophe.  Years ago, I carried my employer’s 
backups to the office building next door to 
store them offsite, yet keep them handy in case 
we needed them. In retrospect, it wasn’t very 
smart.  If our building had caught on fire, the 
one next door would have been the next to go 
up in flames.  When our office was vandalized, 
the one next door was also targeted.  Take 
those offsite backups to another part of town, 
maybe even to a safe deposit box. Disasters, 
though rare, often damage more than one 
building and access to the area may be limited 
for days. 
 

Job Type Feature Adds 
Filtering Option to 
Customized Reports   
 
There’s an important difference between the 
Job Status field and the Job Type field. You can 
change the visible descriptions of the five default 
Job Status categories. Go to Edit/ Preferences/ 
Jobs&Estimates/CompanyPreferences.Type your 
own description in each field to meet your 
needs. However, when you sort a report by the 
Job Status field, the default descriptions will 
appear as your filter options.  Your own field 
description will appear on the actual report. 
Also, Job Status is not an available filter for any 
transaction based report and most financial 
reports are transaction based reports. Job Type 
is an available filter on all transaction based 
reports.  I suggest using the Job Type feature to 
differentiate open jobs from closed jobs. Even if 
you already use Job Types, add open and closed 
as sub-types under each existing type or make 
each existing type a sub of both open and closed 
types. From now on, use the Job Type field to 
identify the open or closed status on the job 
info tab for each customer and/or job. This will 
allow you to create filtered reports such as 
Profit and Loss for closed jobs only, Unbilled 
Costs for closed jobs only, Item Profitability for 
open jobs only, etc.  
 

Custom Fields & Columns  
 
On your customized Invoices, Estimates, 
Purchase Orders, Sales Order, Packing Lists - 
any form template in QuickBooks® - you can 
add extra fields or columns to accommodate 
your company’s special needs.  First decide if  
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Custom Fields & Columns cont’d.  

you need the special information to appear as a 
single field or as a column on your form 
template, then create a custom field to meet 
that need. Edit your customer or vendor set up 
screens by adding up to seven custom fields for 
each one.  (e.g., Click Vendor List/Vendor/Edit 
Vendor/Additional Info/  Define Fields.)  Edit 
your items set up screen by adding up to five 
custom fields.  (Click Items List/Item/Edit 
Item/Custom Fields/Define Fields.) These special 
customer and vendor fields can be added as 
single fields on your customized forms 
templates. The item fields can be added as 
columns on your customized forms. 

K.C.’s Quick Tips 
 
Buy QuickBooks® Enterprise and QuickBooks 
Point of Sale software and hardware through 
2nd Site to get the best prices. 
 

 
 
Get Excel Help From Bob Knopp 
Some of you have asked me who can help you 
set up  a special spreadsheet or mini-program in 
Excel.  Bob Knopp from Uncommon Sense  is a 
real expert who can create virtually anything 
you need in Excel.  He does computer hardware 
and software consulting and training on the 
West side, specializing in PDAs, networks, and 
Windows programs. Bob teaches Excel classes 
and provides personalized on-site training to 
focus on your specific needs and questions. 
Contact Bob at 503-645-6796. 
 

 
 
Be sure your customer reports and statements 
reflect past due balances correctly. Go to 
Edit/Preferences/Reports & Graphs. Under 
Company Preferences, show aging reports to 
calculate from the due date, not the transaction 
date.  
 

 
 
Be careful about paying people as “casual labor” 
which is defined as services not in the course of 
an employer’s trade or business. Casual labor 
payments are exempt from FICA and Medicare 
withholding only if less than $100 per calendar 

quarter and exempt from federal withholding 
tax and FUTA only if the cash payment is less 
than $50 per calendar quarter.  Also, never give 
out payroll bonuses in cash or without 
withholding taxes! 
 

 
 
Customize any of your QuickBooks® lists.  
First open the list, then right click anywhere in 
the list. From the menu that appears, select 
“Customize columns”. Highlight fields in the 
available columns or chosen columns box, then 
click Add or Remove to move from one group 
to the other.  Click OK. Now adjust column 
widths by placing your cursor over the vertical 
line between the column headings. When the 
cursor changes into a vertical line crossed with 
a double-ended arrow, hold down the left 
mouse button and drag left or right. 
 

 
 
Justin McWhirter from Justin’s Web Design 
provides my low-cost web hosting and website 
maintenance. He provided me with a painless, 
foolproof way of changing my website text 
instantly. It couldn’t be easier and Justin makes 
all major site changes that I can’t handle. His # is 
503-453-6008.  www.JustinsWebDesign.com   

 
 
Attention, all contractors!  
Many contractors use sub-contractors. They 
require a certificate of insurance from the sub-
contractor as proof of  liability and worker’s 
compensation coverage. Tracking those 
certificates and the policy expiration dates is 
easy evenif you don’t use thre Premier 
Contractor’s Edition with it’s built in tracking 
feature. Create a custom vendor field called 
“Ins. Expires”.  In that field, enter just the month 
and day that the insurance certificate expires.  
For example, enter 06/30 for June 30. DO NOT 
enter a year. Now create a memorized report. 
Go to Reports/Vendors…/Vendor Phone List. 
Modify the report to add a column for the “Ins. 
Expires” field.  Memorize the report. Now filter 
the report, requiring the “Ins. Expires” field to 
contain “06/”.  The report will now list only 
those vendors whose certificates are expiring in 
June.  Call each to ask for a renewal. 
 
 

Did You Know…  

Alektorophobia is the 
fear of chickens.  
 
If you fear wax statues or 
ventriloquist dummies 
you suffer from 
automatonophobia.  
 

A group of rattlesnakes is 
called a rhumba.  
 
A flink is a group of 12 
cows.   
 
What is hobophobia?   
Yep! A fear of hobos. 
 
The first couple to be 
shown in bed together 
on prime time television 
was Fred and Wilma 
Flintstone. 
 

Ah, those Brits! 

The phrase “rule of 
thumb” is derived from 
an old English law which 
stated that you couldn’t 
beat your wife with 
anything wider than your 
thumb.  
 
In England, the Speaker 
of the House is not 
allowed to speak.  
 
 
  
 

 

  


