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8 QuickBooks Simplified:
Introduction

Consultant: Lynda Batiste
lynbatiste@yahoo.com




FACT 1:

One of the most important things to
remember when using QuickBooks
to organize and maintain business
finances is that software alone
cannot do the |ob.

How you use the software is what
really determines how accurate
business financial records will be.



http://www.ehow.com/business/
http://www.ehow.com/careers/

Today's you will learn:

m What is QuickBooks?

m Types of QuickBooks Software
m Setting up your company

= Receiving Money

m Spending Money

= Common Reports

Qu:ckBooks



What is QuickBooks?

QuickBooks is a productivity tool designed to help
you manage financial information more easily.

This software helps in accounting, bookkeeping and
managing your income and expenses.

QuickBooks helps you organize financial accounts
in one place.

It allows you to manage bank and credit card
accounts. You can create charts or reports to track
your money in each financial account.



Types

= The four types of QuickBooks
offer solutions for various size
and kinds of business.

QuickBooks Enterprise
QuickBooks Premier
QuickBooks Pro
QuickBooks for Mac



http://www.ehow.com/business/

Which QuickBooks
is right for you?

Desktop Desktop Premier
Pro2016  Industry-Specific 2016

v v
v v
v v
v v
v v
v v
v v
v v

EASY TO GET STARTED

Get started fast with guided setup

Import data from Excel, Quicken, Outlook Contacts and more'

SAVE TIME ON EVERYDAY TASKS

Create professional estimates and invoices

Track sales, sales taxes and expenses

Be ready at tax time with easy, reliable reports

Organize your business in one place with Customer, Vendor and Employee Centers
Online bank transactions?

Track inventory, set re-order points, create purchase orders

Allows more than one user at a time® W .
GET BUSINESS INFORMATION YOU NEED

Get financial, sales and tax reports in one click 100+ 1

View the full picture of your business performance at a glance with Insights Home Page v

TOOLS TAILORED TO YOUR INDUSTRY

Uncover business insights with industry-specific reports
Create sales orders and track backorders

Track costs for assembled products and inventory

Set product/service prices by customer type

R, R B

1 See box spine for integration with other software,

2 Download your data from participating banks until May 2019, Online services vary by participating financial institutions or other parties and may be subject to application approval,
additional terms, conditions and fees.

3 One user inciuded; oplion to add up to two additional licenses for Pro and four for Premier—sold separalely. All copies of QuickBooks must be the same version-year,




Setting up you company




The EasyStep Interview begins automatically —

don’t ignore it!
When you create a new company file in QuickBooks
you are first greeted with the EasyStep Interview
screen. The interview leads you through all of the
setup requirements of QuickBooks such as whether
your business is cash- or accrual-based (check with
your accountant if you are unsure), whether it pays
sales tax, has employees, tracks inventory, etc. It's
a good idea to go through this interview thoroughly
at least once for each company file you create.

Help

No Company Open

Select a company that you've preévicusly opened and click Open




Assignment

Compete the basic section of the easy step interview. By completing

the interview, you will learn what QuickBooks has to offer and how

you can best customize it for your use. It does not take long. If you
don't know the answers to some of the questions, simply accept the
defaults and move on. You can change your options later through the
Preferences window.

No Compan, Tpeirmee e

Select a company that you've previously opened and click Open

Widgets, Co. OBV 011172016, 1207 PN
| sample_product-based business.qow 101102016, 04:45 PM
| sample_senice-based business.qbw 10/10/2016, 02:04 PM

Revisit the EasyStep Interview by choosing EasyStep Interview
from the File menu




Fact

m Most Quickbooks users only
view the first few screens of the
EasyStep Interview and then
leave.

= By doing this, not only have they
not setup their file correctly, but
they have not idea of the
Quickbooks capabilities. If you
are one of these users,




The first interview screens will ask for basic information including the name,
address, contact information and tax id of your business.

The EasyStep Interview then sets defaults according to your tax and company
type. When asked for your Company income tax form, be sure to choose the

correct form. Our sample business is an S Corporation and files Form 1120S.

EasyStep Interview . N 3 -

é [ J‘w'elcome ] Company Info ] Preferences ] Start Date ] Canisesi
Your company income tax form :
Income &
What income tax form does your company use? Expenses
Form 11205 {S Corporation - | Income
Form 1120 [Corporation Details
~ Form 11205 [S Corporation] - . . -
Form 1065 [Partnership) ation to associate tax-related accounts with tax ‘Opening
Form 990 (Exempt Organization] wing you to create tax reports, this information is Balances
Form 930-PF [Ret of Priv Foundn) products to automatically import tax data to your
Form 990-T (Bus Tx Ret) ever you change your income tax form setting, you o
Form 1040 (Sole Proprietor) = associations on each of your accounts. What's Next
<Other/None> ;
Tell Me More

What form should | pick? More I

Prev Next I Leave




Then choose your company type from the list given. Choose the type which
most closely approximates your business, if your exact type is not listed. If your
business is a nonprofit organization, see our Intro to QuickBooks for Nonprofits

AppGuide.

EasyStep Interview x|
é[ w wielcome I Company Info l Preferences ] Start D ate I Ganaral
Select your type of business
Income &
Select vour businezz tppe from the zcrollable list. Expenses
Incormne
f Choosze pour cormpany type carefully. “ou can not change your cormpany type Dretails
later.
Opening
Ihdustog Balances
Accounbing TP -
Advertising /PR ——— wihat's Mext
Architecture
Construction/Contractin
| Farmings/R anching -
Tell Me Mare
wwhat if roy industry izn't on the list? Mare |
Frew I Hext I Leave I

The next screen in the EasyStep Interview will ask if you want
to accept the default Chart of Accounts for your business type.

Answer YES



The Chart of Accounts should make bookkeeping a no-
brainer

Open the Chart of Accounts from the Lists menu

File Edit View | Lists Accountant Company Customers Vendors Erﬁployees Barking Reports  Window Help
Chart of Accounts by Q 2 =]
Invoice Cust Iten  Itern List d Find Support Backup

- *  DriceLevel List
Sales Tax Code List
Payroll Ttem List

MNavigators -

Customer: Job List Cirl+3 Related Activities

wendor List
Emplovee List of

QuickBooks will open the default account list created during
the EasyStep Interview. Your bank accounts, bank balances
and Opening Balance will depend on what you entered
during the interview and will probably differ from those shown
in the figure.




File Edit View Lists Accountant Company Cusfomers Vendors Emplovees Banking Reports Window  Help

D 3 2 @28 &%a 97 4

Invoice Cust Item MemTx Vend Check Bill Reg Acent Rmnd Find Support Backup

x
nChart of Accounts x
Navigators
Mame % | Type Balance
) L N s e
4 avings an FEE,
ﬁ Company oEmployee Advances Other Current Asset 0.00
Customers +Paprol Liahilties Other Current Lishilty 0.00
+5ales Tan Payable Other Cument Liabiliy 000
Il Vendors s Caphal Stack Equly 00
ﬁ Employees 4 Elpening Bal Equity Equ@t}l 585263
] +Retained Eamings Equity
Banking +Consuling Income Income
@g Business Services 11° Elther Reqular Income Incame
+Rembursed Expenses Incame
Ei Reports +futamabile Expenze Expense
+Bank Service Charges Expense
@ Help & Support +Cash Discount Expense
+ Contributions Expense
- + Depreciation Expense Erperse
Open Windows +Dugs and Subscriptions Expense
+ Equipment Rental Expense
+|nsrance Evpense
4 Disability Insurance Expense
+ Liahilty Insurance Expense
+Wark Comp Expense
¢ |nterest Ewpense Expense
#Finance Charge Erperse
+Loan Interest Expere
+Mortgage Expense
+Licenses and Pemity Evpense
+ Miscellaneous Expense
4 [ffice Supplies Expense
+(utside Services Expense
+Payroll Expenses Expense
+Postage and Delivery Erperse
+Printing and Reproduction Expere
4 Professional Fees Expense
s hcourting Erpere
+|egal Fees Expense
+Rent Expere




= The chart of accounts is the core of your
accounting system. It lists all the types of
Income and expenses you can expect to
have along with all bank accounts, credit
cards, loans and other sources of capital to
be used. Time spent creating a concise
and complete chart of accounts list
customized to your organization will be
repaid manifold come tax and reporting
time.

= You can create new accounts, edit existing
accounts and delete existing accounts from
the Edit menu while viewing the chart of
accounts list. To edit or delete an account,
remember to first select the appropriate
account. QuickBooks will not allow you to
delete an account which has already been
used. However, you can inactivate the
account by choosing Make Account
Inactive from the Edit menu.




Edit your Chart of Accounts List by choosing from the

Edit menu

File | Edit “iew Lists Accountant Company Customers Vendors Emplovess Barking Reports  Window Help

Mothing to Undo Cirl+2 & 2

B & 4 2
Irvolh  Revert Bill Reg Accnt Rmnd Find Support Backup

r«Chart of Accounts

=)

w HowDol?

Cut Cirl+x
Copy Account Cirl+C Name Type Balance |
+LAME Checking Bank 1.263.98 &
Paste Crl+V NG Savings Bark 4156865
+Employee Advances Other Current Aszet 0.00 J
Edit Account Cirl+E o Payrall Liabilities Dther Curent Liability 0.00
+5ales Tax Papable Other Current Liability 0.00
Mew Account Cirl+N +Capital Stock Equity 0.00
+Opening Bal Equity E quity 585263
Delete Account Cirl+D +Retained E arnings E quity
Make Account [nactive + Conzulting Income Income
+ Other Regular Income Income
Re-sort List +Heimbursed Expenzes Inzome
. +Automobile Expenze Expense
|se Reglster Cirl+R +Bank Service Charges Expense
Cash Dizcounts Expensze
Use Calculator + Contributions Expense
+Depreciation Expense Expense
. . +Dues and Subscriptions Expense
Slmple Fird. .. Cirl+F +Equipment Fental Expense
. +|nzurance Expense
Advanced Find... + Digability Insurance Expense
+ Liability Insurance Expense
Preferences. .. +"Wwork Comp Expense
+|nterest Expense Expense
+Finance Charge Expense
+Loan Interest Expense
Expensze
Expenze
Expensze
Expensze
+ Dutside Services Expense
+Payroll Expenses Expense
+Postage and Delivery Expense
+ Printing and Reproduction Expense
+Professional Fees Expense
+fccounting Expense
+Legal Fees Expense
+Rent Expense
+Repairs Expense
+Building Repairz Expense
+ Computer Repairs Expense
+Equipment Repairz Expense
+Janitarial Exp Expense
+ Tanes Expense
+Federal Expense ﬂ

Activiies ™

Reparts ~ ||_ Shoyr Ll




FACT:

You can alter the chart of accounts at anytime,
however it's best to spend time creating an accurate
list when you first create the file. When reviewed
critically, your chart of accounts should meet the
following three requirements.

First, there should be no redundant accounts. When
entering a transaction, it should be perfectly clear
which account is to be used.

Second, each account should be used for at least
ten transactions per year. If it is not then you should
consider making the account more general.

Third, the chart of accounts list should ideally print
out on less than three pages. Longer lists are
cumbersome to scroll through and often contain
redundant accounts.



Assignment

m Lets complete the set up of your
company. Which we will use in
sessions to complete the
lessons.




Once the interview is
complete “You're set”

L E
Fie Eon View JRERS Favortes Company Customers Venddrs Employees Banking Repons Window Help

QuickBooks Setup

You're all set!

Turbo-charge your business
with these QuickBooks features

‘ 9 4
2 W
Get paid faster Save fime printing checks from
QuickBooks

QuickBooks Payments
QuickBooks Chacks and Supplies

|
(e

Learn More Lexra More

109 @

B My Shortcuts

B View Balances

g Tum on Payrol
@ Acoept Credt Cards

@ Order Checks & Supphes

&

Chartof

Accounts

Calendar

Check
Raglster



Follow the powerpoint lessons
per instruction on

= Receiving Money
m Spending Money
m Common Reports




Receiving Money

As we go through the lesson, be
creative by designing a customer!!




Invoicing keeps you on top of who owes you money

Invoices allow you to easily keep track of who owes you money. You should
create an invoice for a customer or client who owes you money. You may also

create invoices to keep track of reimbursements owed you.

Choose Create Invoices from the Customer menu

File Edit View Lists Accountant Company | Customers Vendors Erﬁployees Barking Reports Window  Help

A 7 Customer Navigator
:

Invoice Cust Ttem MemTyx Vend Check Bill | Customer Cenfier
Balance

rChart of Accouny e inveices
126398 &

Enfer Sales Receipfs § | Tyne

Bank

Create Estimates Bk e
Create Credit MemosRefunds Othr Curert Agset il

/R Other Cunent Liabilty 0.on
Enter Statement Charges Other Curent Lizby 00

Fill in the top portion of the invoice as required. Note that we
used the default Intuit Service Invoice as the Form Template




Fill in the top portion of the invoice as required

File Edit View Lists Accourtant Company Customers Vendors Emplovees Banking Reports  Window  Help

B kR B B B 4 & 2 B & a4 2 d

Invoice Cust Item MemTx Vend Check Bill Reg Acent Rmnd Find Support Backup
= =Create Invoices

-

WEPprevious Phext Spr.. v Bse |~ BFind &spelling ®History & Time/Costs

O—| Accountant

- | Customer.Job Farmn Template

% ICIauS,Santa j IIntuitServiceInvoice j

Invoice 07/28/2003 @ | 123456

E Claus, Santa
% Business Services il |1 lgloo St

| |Morth Pole, Earth 10000
@ Reports H

@ Help & Support

ﬁ Company
Customers
E Yendors
g Employees
Banking

Tems

ax

Cuantity

Chart of Accounts
Company Mavigator

In the Item field, select the Item for which you are invoicing. If it
is not in the list, type in a general name to describe the item.
When you click out of the item field, the New ltem setup window
automatically appears.



When you type in the Item field, the New Item window appears automatically

File Edit Wiew Lists Accountant Company Customers Wendors  Employvees  Barking  Reports Window Help

&4 & 2 B % T ? &
Imvoice Cust Item MemTx VWend Check Bill Reg Accnt Rmnd Find Support Backup

&= - Create Invoices x|

Mavigators

WEPbrevious =hlext SSpr... v Bse | - BAFind & spelling ®History & Time/Costs

@j Accountant

Customer:Job Frrm Temnlate

Company I—
ﬁ Customers Claus, Santa w HowDol? | j
[ vendors Invoice _ Type oK | 07/26/2003 | [123456
§ Employees EBill To m Usze for services you charge for or purchase, like
Banking Claus, Santa rspecialized labor, consulting hours, or professional ] |
% Business Services 1 lgloa 5t. ==
Morth Fole, Earl
|EL Reports Itern M arneMNumnber I Subitemn of Custonn Fisld |
@ Help & 5 t IConsuIting I - uelem e .
Speling | >0, Mo, . T erms
o Wind T This service is performed by a subcontractor. owner, of partner
pen Windows -
Liern T Itern is inactive
- 1 " Consulting D escription Rate Tax Code
Create |nvoices -
Ch - I” - Conszulting I_ 50.00 IV
art ol CCOI?lntS Account
Company Mavigatar IConsuIting Income -
-+ Consulting Incorme —
Other Regular Incaome Incorme ——I
Reimbursed Expenses Income
Automobile Expense Expense
Bank Service Charges Expense
Cazh Discounts Expenze
Contributions Expenze
Depreciation Expense Expensze
Dues and Subscriptions Expense
Equipment Rental Expenze
Insurance Expenze
Dizability Insurance Expensze
Liability Insurance Expense
“wark, Camp Expenze
Interest Expense Expenze - I
Customer - Finance Charge Expensze - [[E.4375%] 0.00
Message Loan Interest Expenze g
= J tortgage Expenze Tatal 0.00
Licenses and Permits Expenze
¥ Tobeprinted | Tobesent Customer Tax Code ITax - Miscellaneous Expense - Balance Due 0.00
Memo | Save & Close I Save & New I Clear I

FREE 30-daw brisll Backup vour PC & DuickBooks files right from within OuickBooks,

Choose the item type for this sale; Service items are the easiest to work with.
You may add a default description which appears every time you use the item on
an invoice. The description can be changed directly on the invoice if necessary.
Finally, choose the income account to which the money for this item should be
assigned. Click OK and you’re returned to the invoice window (next figure).
After the Amount at the end of the row, there is a Tax indicator column. “Tax”
signifies the charge is taxable. If it is not taxable, change the indicator for the line
to “Non”.
Choose a customer message from the list or type in a new one. A new message
is saved to the list when you click out of the field.



FACT

m» Make sure that the appropriate
sales tax is showing on the
Invoice. You should have set
this up in the EasyStep
Interview. If not, type in a name
for your sales tax in the sales
tax field and tab out of the field
to set up a new sales tax.




Complete the remainder of the invoice

File Edit View Lists Accountant Company Customers ‘endors Employees Banking Reports Window Help

B B B B B £ & 2 B & a4 72 4

Invoice Cust Item MemTx Vend Check Bill Reg Acent Rmnd Find Support Backup

& = Create Invoices g
Mavigators

e p—— Eprevioss Phext @pr., v Bse. BFind #5pelling ®History B Time/Costs

&l CustomerJob Form Template

ﬁ Campany Claus, Santa j

=R Customers T
@Vendms Invoice 07/28/2003 =
gEmplnyees

Ba king Claus, Santa

%B o g 1 Igloo 5t

et North Pole, Earth 10000

ﬂﬁep k:

@ Help & Support

DOpen Windows

v
a;s;amger E'inﬁts"iw far your Tax[Sales Tar ~ |[6.4375%) 16.09 J
- Tatal 26609
¥ Tobepinted | Tobesent Customer Taz Cad IT—J Balance Dus 2EE.09
Memo | ose|  Save b New Clear

m To print the invoice, click PRINT. To send the invoice by
email, Click SEND. Clicking the Save & New button
opens a new blank invoice window after saving the
invoice. Save & Close simply closes the window.

®= You can always find the original invoice listed in Accounts
Receivable in the Chart of Accounts. Double-click on the
invoice to see its detail.




Receive Payments for invoices before making a deposit

If you’ve received payment for an invoice created in QuickBooks, you must
record the payment against the appropriate invoice before depositing the

money into the bank.

From the Customers menu choose Receive Payments

File Edit View Lists Accountant Compary | Customers WVendors Employees Barking Reports  Window Help

ab &
Invoice Cust Item MemTx Vend Check Bill |

mChart of Accounts

+ L&MNE Checking
+ LAMB S avings
4 Accounts Receivable
+ Employes Advances

+ Payroll Liabilities

ﬁ Company
Customers
E Yendors
g Employees
Banking
% Business Services

E’L Reports

[ Helpz s

+ Other Regular Income
+ Reimbursed Expenzes
+Automobile Expenze
+Bank Service Charges
+ Cash Dizcounts

Customer Navigator
Customer Center
Customer Detail Center

Create Inwvoices

Enter Sales Receipts

Create Estimates

Create Credit Memos/Refunds
Enter Statement Charges
Create Statements. ..
Assess Finance Charges
R avments
Accept Credit Card Payments
Time Tracking

Ciri+]

w* HowDol?

¢ | Type Balance I
Bank 126398 a
Bank 4,588.65
Accounts Receivable 2BE.09 _I
Other Current Asset 0.00
Other Current Liability 0.0o
Other Current Liability 16.09
E quity 0.0o
Equity 585263
E quity
Income
Income
Income
Expenze
Expensze
Expenze

Expenze




Once you enter the customer name, you should see a Customer

Balance

File Edit View Lists Accountant Company Customers ‘Vendors Employees Banking Reports  Window  Help

A & Z @b &% a4 7 a
Invoice Cust Iterm MemTx VWend Check Bill Reg Accnt Rmnd Find Support Backup

& < Receive Payments x
Mavigators

@A Eprevious Phlext THist.. ~ E9Get Cnline Pmts BPrint Credit Memo
‘7| Accountant
A Company Customer Payment
[% Customers Received From Claus. Santa v | Customer Balance: 42575
Yendors
E Pmt. Method ~ Check hdl Date| 07/31/20.. @ |
g Employees 26609
Banking Amount .
% Business Services Mema Rief./Check No. | 12345
IEL Reports Applied To: [ Shaw discount and credit infarmation
@ Help & Support Vi Diate Mumber Orig. &mt. Amt. Due Fayment
06/30/2003 123455 159.66 159,66 0.00
Open Windows J 07/28/2003 123456 266.09 266.09 266.09
Chart of Accounts
Company Mavigator
b
Totals 42575 42575 2B6.09
Set Discount | Set Credits | Clear Selections | GoTo H:az:g E?:‘;“itznt ggg
% Group with other undeposited funds r
" Deposit To J Save & Close | Save k& New | Clear |
Protect vour clients' critical data easily and automatically with Online Backup - Try a Free 30-day trisl

If you do not see a balance for this customer, you either did not
invoice for this money or the customer has already paid.
Fill in the appropriate fields as shown and make sure there is a
check mark to the left of the invoice(s) to which you are applying
the payment.




FACT:

= If you will deposit this money alone into your bank
account, select Deposit To and the appropriate
bank account. QuickBooks automatically posts the
deposit to your bank account. If you plan on
depositing it with other money you’ve received,
select Group with other undeposited funds. In this
case, QuickBooks holds the money in an
Undeposited Funds account (in the Chart of
Accounts list) until you manually Make a Deposit

Fle Edt View Lsts Acoountart Company Customers Vendars Employess | Barking Reports Window  Help

4@ 2B § 4 7 Bknghaighr
Invoice Cust Ttern MemTx Vend Check BIl Reg Acent Reand Find Suppart t

: Wire Checks Chl+W
nChart of Accounts Crclr Cheeks Cnline
Navigators —_—

Nne |J5e Register Crl+R
0 Accountant + LANB Checking WAl Merneite
M| QL&NE S aVingS Hd}'t‘ [-":L"-.JCIH:-:'
ﬁ Company #hceounts Recaivatle Trangfer Funds
Customers oEnployee Advarces .
o Incepostd Funds Enter Credlt Card Charges
1 Vendors oPayol L |
ﬁ Employees ¢Sa|e§ Tt Papable Reconcle
Fn - oLapaldhok Walke T rnal Frtry




Enter Sales Receipts for on-site sales

File Edit View Lists Accountant Company | Customers Vendors Employees Banking Reports  Window  Help

H R B B B A4

Invoice Cust Itemn MemTx Wend Check Bill

Customer Mavigator
Customer Center
Customer Detail Center

w HowDol?

Navigators )
Mame Create Invoices Cirl+1 Type Balance
O—l Accountant Oﬁmg ghecking gant 1%3322 -
3 avings ari 50865 ——
ﬁ Company +Accounts Receivable Create Bstimates Accounts Receivatle 15966 |
Customers +Employee Advances . Other Current Asset 0.00
»Undeposited Funds Create Credit Mernos/Refunds Other Cunent Asset 266,09
E Vendors o Payrol Liabiities DOther Curtent Liability noo
§ Employees 3 gale_s 'll'gx PEpabIe Enter Staternent Charges Ethgr Curent Liability 2353
] +Capital Stoc) quity i
Banking o Opening Bal Equiy Create Staternents... Equity 585263
& Business Services | | Fietained Eamings Assess Finance Chardes Equity
+ Consulting Income Income
@ Reports + Other Regular Income Recejve Paymer‘]ts Incaome
«Reimbursed Expenses ; Income
[ Help & Suppon +dutomobile Expense Accept Credit Card Payments Expense
«Bank Service Charges R A Expense
= @ Cash Discounts Time Tracklng Expenze
Open Windows « Contributions Expense
+Depreciation Expense Customer: Job List Cirl+] Expense
+Dues and Subscriptions . Expense
Company Navigatr quuipment Rental Item List Ekpense
Fnsurance . Xpense
+ Dizability Insurance Change Itermn Prices Expenze
+ Liability Insurance Expense
+Work Comp Online Billing Expense
¢ Interest Expense Expense
+Finance Charge . Expense
< Loan Interest Check Credit Expense
+Martgage Expenze
¢ Licenzes and Permits Customer Services Expenze
M I Expense
]
; ]
e Dutzide Services Expense
& Payroll Expenses Expense
+Postage and Delivery Expense
+Printing and R epraduction Expense
«Professional Fees Expenze
+Accounting Expenze
+Legal Fees Expense
«Rent Expense
«Repairg Expense
+ Building Repairs Expense
< Computer Fepairs Expense
+Equipment Repairs Expenze
+J anitorial Exp Expenze -
Activities ™ | Reports | r

m Sales receipts should be recorded for immediate business
sales, when the customer pays at the time of the sale or
service. Also, sales receipts may be recorded if you have
already received money owed for a previous sale, but for
which you did not create on invoice in Quickbooks.




Sales Receipts are a combination invoice/receive
payment and are completed as such

Fle Edit View Lists Accountant Company  Customers Vendors Employees Barking Reports  Window  Help

4 & <
Invoice Cust Item MemTx Vend Check Bill

| - Enter Sales Receipts

ﬁ Company

D2 Customers

m Yendors

ﬁ Employees
Banking

5% Business Services

@L Reports

@ Help & Support

Chart of Accounts
Company Navigator

Accountant

@orevious Bhext DPr., v

B & &4 2?2 d
Reg Accnt Rmnd Find Support Backup

;

Find #5peling RHist.. ~ STime/Coss...

Claus, Santa
1 lgloo 5t
Narth Pale, Earth 10000

Sales Receipt

CustomerJob Form Template
Claus, Santa j Custom Sales Receint j

06/06/2003 & | 546678

Consulting

Consulting

Desciiption

Customer {Thank you for your ¢
Message |business.

Tan|Sales Taw | v |(B4375%) 122

Totdl h3.22

W Tabe printed

i

Customer Tax Code Wj Mema |

(" DepasitTo ILANB Savings j

BuickBooks Orline Biling can help vou cut pour bi

I™ Provess credl card payment whetsaying

Save & Close | Save &k New Clear

lling cycle from months bo minutes




Make Deposit is the final step

File Edit View Lists Accountant Company Customers  Vendors Employees | Barking Reports Window  Help

A @& 72 B & Q4 2 Barking Navigator
Invoice Cust Item MemTx Vend Check Bill Reg Acert Rmnd Find Support

x Write Checks Crl+W
mChart of Accounts Order Checks Online
Navigators

Name Use Register Cirl+R
€4 Accountant +LANB Checking ol P
3 A8 i Meke Deposit
ﬁ Company scoounts Receivable Transfer Funds
Customers # Employeg Advances )
o Indepasied Funds Enter Credit Card Charges
1 Vendors oPaynol il .
g Employees # Sale; Tan Papable Reconcle
—a +LaphalStock Make T rnal Frtry

= Depositing your money into a bank account
is the final step for receiving funds. If you
are depositing money resulting directly
from sales of your service or product, you
must first ‘receive the payment’ for an
invoice or ‘Enter a Sales Receipt’




If you have received money for invoices and/or sales receipts and chose to
group them with undeposited funds, you will see a list of these transactions
awaiting deposit. Click before each transaction you wish to deposit. A check

mark will appear before those you have chosen. Click OK .

Click before each transaction you wish to deposit
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The deposit window shows all the payments you checked in
the previous window (if any). If you forgot to select payments
in the window above, you may click the Payments button to
see the window again




Add any other income directly to the deposit
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m Choose the bank account to which the money will be
deposited from the Deposit to list. Enter the date of the
deposit. You can now add line items directly to the
deposit for income that is not business income such as
rebates, refunds, reimbursements for phone or copier
usage, transfer from savings or petty cash, etc.




Spending Money




Pay sales tax correctly
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= When you record sales income from your business
into Quickbooks, the sales or gross receipts tax
portions handled separately since it is not true
income; it belongs to the government. The sales tax
owed appears in the Sales tax payable account in
the Chart of Accounts. To offset the balance in this
account properly Quickbooks requires that checks
written to pay sales tax be handled in a particular
matter.




m When the Show sales tax due through date field is
entered, the amount owed appears below. You can
pay all tax due by clicking in the pay column next
toe ach tax you will pay. If you wish to pay a portion
for the tax due, change the amount to be paid in the

white Amount Paid column.
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Enter Bills if you wan to accrue expenses

Bills reflect how much money you owe to a specific vendor. You can enter bills
into QuickBooks if you do not plan on paying them immediately, and you wish
to keep track of how much you owe. If you are going to pay the bill now or do

not wish to keep track of accruing expenses, there is no reason to enter a bill.

From the Vendors menu choose Enter Bills
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Fill in the fields according to the information on the bill. In the
Account column, choose the expense account for this bill
from the pull down list. Fill in the amount due and a memo if
you wish. Note that the amount on a bill can be split between

several accounts by entering more than one line.
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Pay Bills only if you entered bills

From the Vendors menu choose Pay Bills
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Click Show all bills. A window appears listing bills that have

been entered into QuickBooks but have yet to be paid. If you

do not see the bill listed which you want to pay, then you did
not enter the bill to begin with or it has already been paid.




Click to the left of each bill you want to pay
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If you only want to pay a portion of the total amount due,
change the amount in the Amt To Pay column. If you need to
view or edit the bill, click on Go to Bill. Be sure to choose the

correct Payment Account. The Ending Balance shows the
balance in the account after the selected bills are paid.




Write Checks to pay someone directly — without entering a bill

The most common way for small businesses to spend money is to write checks.
If you are writing checks to pay sales or gross receipts tax, refund customers,
pay employees or payroll taxes

From the Banking menu choose Write Checks
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If you have more than one bank account, make sure the
correct one appears at the top of the window. Tab through
each field and fill in the check information as appropriate.
Under Account, choose the appropriate expense account
from the drop down list. As with bills, you can split the total

amount of a check between more than one account by

entering more than one line.




Refund Customers properly to account for
sales tax

= When you refund a customer, you can't
simply write a check because sales tax
must also be refunded. Quickbooks is very
particular about tracing sales tax. To adjust
the sales tax owed appropriately, refunds
must be handled as follows:
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m From the customer menu choose Create
Credit Memo/Refunds




Complete the credit memo form exactly as
you would an invoice or sales receipt

File Edit Wiew Lists Accountant Comparmy  Customers  Wendors  Employees  Barking  Reports Window  Help

B B F 4 & 2 B & 4 2 =)
Irvoice Cust Item MemTx Wend Check Bill  Reg Accnt Rmnd Find Support Backuo

= Create Credit Memos/Refunds H
Wprevious SPNext Spr. v ElFind #spelling %Hist,.. ~ &Check Refund

| Custorer:Job Form Template

ﬁ Company Clauz, Santa j |Cuslom Credit Mema j

2 Customers

& vendors Credit Memo 08/01/2003 @ | 123458

é Employees

Banking Claus, Santa
A . 1 Igloo 5t
£ Business Services North Paie, Eaith 10000

|fL Reports

@ Help & Support

Consulting Consulting 1 50.00 50.00 Tax &

|

Customer - Ta|Sales Tax ~ |[6.4375%) 322
Messzage

Total 53.22
Custorner Tax Code ITax j Remaining Credit 5322
I Process credit card credit when saving

Mera | Save#Close | Save&Mew |  Clear

N PN T SO MRS

» Before saving the credit memo, click on
Check refund




A refund check is automatically created for
the customer
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m Change the check number if necessary and add a memo

if you'd like, but do not change anything else on this
check.

m Click Save & Close to post the check to your bank
register.




Write checks to pay someone directly —
without entering a bill

= From the banking menu choose Write
Checks
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If you do not choose for the check To be printed, type in the
check number and write the check by hand. Save the check
by clicking Save & New to write a new check or Save & Close.
The check will automatically be posted to the appropriate
bank account in the Chart of Accounts.




Print Checks or type in check numbers as you

go

= Under the file menu choose Print Forms -
Checks
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m Select the bank account where the checks
have been posted, enter the first blank
check numbers to be printed
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m Check forms are available in three types: Standard,
voucher, Wallet — so you must select the
appropriate form in the following window.
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BRIEF LOOK A PAYROLL

= Payroll can be set up automatically once
the payroll preference is turned on. (in your
easy step interview). If not from the Edit
menu choose preference.
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From within the preference window, click on
the Payroll & Employee icon and chick on the
Company tab.

= Choose full payroll and any other payroll
preferences.
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Choosing set up payroll from the employee
window
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You can choose a payroll option with Quickbooks payroll
service:

= Do you pay checks manually, were as you calculate
employee and company taxes by hand.

m The next option is to sign up for Do-it-Yourself service.
The updates tax tables are provided by Quickbooks via
the internet and calculated automatically.

= The third option is to sign up for Assisted payroll service
which you are provided the Do-it-Yourself service plus
Quickbooks will file your tax return and other services.

m Complete Payroll acts as an external payroll service.
Quickbooks provides all payroll service.




Simplify payroll management by handling all payroll activities from a single screen!
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Common Reports




From the Reports menu choose Employees &
Payroll — Payroll Summary.

File Edit View Lists Accountant Company Customers ‘Vendors Employees Barking | Reports  Window  Help
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Invoice Cust Item MemTx Vend Check Bill Reg Acent Rmnd Find Support Backp  Memorized Reports

Chart of Accounts Process Multiple Reports
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| Accountant +LAMNE Checking ’
i + LANE Savings Customers & Receivables
ﬁ Company +Accounts Receivable Sales

Customers
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g Employees
Banking

% Business Services
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Jobs & Time
Wendors & Payables
ayroll

ayroll Surmmary
Payroll Item Detail
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From the Reports menu choose Customers & Receivables —
Open Invoices

File Edit View Lists Accountant Company Customers Vendors Employees Banking | Reports  Window  Help
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Process Multiple Reports
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Company & Financial

AR Aging Summary
ﬁ Company Accounts Receivable AR Aging Detall Sales
2 Customers Employee Advances .
i Vendors pecposted Fores Customer Balance Summary Jobs & Time
ccounts Payable )
28 Employees CitBank Mastercard Customer Balance Detall Yendors & Payables

Fayrall Liabilities

Banking Sales Tax Payable Employees & Payroll
£, Business Services gappe';?;g‘gaﬁkmu@ Collections Report Banking
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From the Reports menu choose Vendors & Payables —

Unpaid Bills Detail

File Edit View Lists Accountant Company Customers Vendors Employees Barking | Reports Window Help
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Invoice Cust Ttem MemTyx Vend Check Bill
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Navigators
M ame
@,:| Accountant +LANB Checking
+LANE Savings
ﬁ Company ¢ hecaunts Recaivable
[% Customers » Emplopee Advarces
o Indeposited Funds
@ Yendors oAlclcounts Payable
EmDiovees o EItIBank.Ma”St.EICGId
g P _y 4 Paprol Liabilties
Banking +5ales Tax Payable
% Business Services ¢ Eapltgl Stack .
<+ (pening Bal Equity
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Bills that have not been fully paid through

AP Aging Summary

AP Aging Detail

Vendor Balance Summary
Vendor Balance Detail
Unpaid Bills Detall

Accounts Payable Graph
Transaction List by Vendor

Report Finder
Memorized Reports 4
Process Multiple Reports

Company & Financial
Customners & Receivables
Sales

Jobs & Time

5 & Payables
Employees & Payroll
Barking
Accountant & Tawes
Budget
List
Expert Analysis
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1099 Summary
1093 Detail

Custom Summary Report
Customn Transaction Defail Report

“Today’ are shown by

default. Change the Date at the top of the window if necessary.
Double-click on a specific bill to see its detail. Aging of past due
bills is also shown. Remember that aging is based on the due
date of the bill, not the billing date.



FACT:

Financial Statement are the backbone of your
business

A set of financial statements consists of a Profit &
Loss Statement (Income Statement), a Balance
Sheet and occasionally a Statement of Cash Flows.
Businesses should prepare a set of financial
statements at least every year. These statements
are often required by banks, credit card companies,
vendors and others as proof of your financial status.
Financial statements also allow you to monitor the
financial progress of your business, so you may
want to prepare them on a monthly basis.



The Profit & Loss Statement (Income Statement)

The Profit & Loss Statement shows the financial activity of a business during a
given time period. It provides a dynamic description of income and expenses
for the period and is the most requested of the three statements.

From the Reports menu choose Company & Financial — Profit & Loss Standard
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The Balance Sheet

The balance sheet is a static snapshot of your company’s worth on a given
date. It includes cash balances in your bank accounts, open invoices, unpaid
bills, payroll taxes you owe, as well as other assets and liabilities you may
have recorded.

From the Reports menu choose Company & Financial — Balance Sheet
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The Statement of Cash Flows

= Not usually asked for but it gives a dynamic
picture of the company’s financial growth or
decline over a certain time period.
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= Are there any questions?

Thank You



