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QuickBooks Group Items
QuickBooks provides you with a powerful tool within your item list, which is often under used, the Group Item.

v" Creating and using Group Items is useful for quickly entering a group of individual items that you have
already set up as single items in your Item List.

v" Group Items are versatile — you can choose to print — or — not to print the items within the group.

v" Group Items ensure that you don't “leave something out” — which means lost dollars on your part.

v" Group Items speed up the creation of Estimates and Invoices — imagine being able to pull in 19 items
with a single click of the mouse.

v" Group Items allow you to bridge the difference in units of measure used to buy and sell products or
materials.

How to create a Group Item

In QuickBooks, choose Lists and Item List, click the Item button at the lower left of the screen and choose New
and from the Item Type drop down menu, choose Group Item. The Group Item dialog box opens and you just
start building your “group” as shown below.
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As you can see in the sample, we have included a Profit & Overhead item in addition to some very basic Interior
Finish Items — if you would like your customer to see all the items (including the Profit & Overhead) simply place
a check mark in the “Print items in group” box, leave it unchecked and they will see only “Interior Finish” on their
invoice with the total value, including the Profit & Overhead.

How to Use the Group Item after it's created

Open an Estimate or Invoice, click into the Item Column, find the Group Item and pull it in and enter your
amounts.
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QuickBooks will automatically calculate your Subtotal and if you entered a percentage rate when you created the

Profit & Overhead Item, it will calculate that rate on the Subtotal and then add it to the Subtotal. Our Profit &
Overhead Rate was 15%.



Use Group Items to bridge differences in units of measure used to buy and sell materials.

Suppose you are an Electrician and buy wire in spools of 1,000 feet, but when you invoice your customers you do
so by the foot. By using group items you can effectively bridge this difference by following the steps below.

1. Verify that Inventory & Purchase Orders are active, by choosing Edit, Preferences, Purchases & Vendors,
Company Preferences
2. Add a Sub-Account to your main Inventory Asset Account on your Chart of Accounts called Wire
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3. Create an Inventory Part item for a foot of wire, called “Feet of Wire” and assign it to the “Wire"” Account

from your Chart of Accounts
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4. Create a Group Item called “Spool of Wire”
5. Add the “Feet of Wire” Inventory Item with quantity of 1000
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How to use the items after they are created.

When you buy the wire, use the “Spool of Wire” Group Item on your Purchase Orders, your checks, or bills and
QuickBooks will add 1000 feet of wire to Inventory.

When you sell the wire, use the “Feet of Wire” Inventory Part Item on your Estimates, Sales Orders, or Invoices
and QuickBooks will remove those amounts of wire from Inventory.
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