Lesson objectives

m To gain an overview of the course and the topics to be covered

m To know how QuickBooks works and how you can get around in QuickBooks
m To learn common business terms used by QuickBooks
m To practice using the QuickBooks Help tools

m To see how to exit QuickBooks

Supporting materials
m  PowerPoint file: Lesson 1
m Video tutorial: Getting around in QuickBooks
m Video tutorial: What QuickBooks can do for you
m Video tutorial: Introducing the Customer Center

m Video tutorial: Introducing the Vendor Center

Instructor preparation

m  Make sure you’ve read the sections called “Teaching methodology and methods”
and “Instructor preparation” in the introduction to this guide.

m Install QuickBooks on your computer’s hard disk.

m Copy the gblesson.qgbb file from the QuickBooks in the Classroom CD-ROM onto
your computer’s hard disk. (See “Installing the exercise file” on page 6.)

m  Run through the content in the instructor demonstration available in Appendix A
to make sure you're familiar with the material.

Course introduction

This course is an introduction to QuickBooks. Its main objective is to introduce you to
the basic features in QuickBooks and give you an opportunity for hands-on practice.
You'll learn about the types of information you need to track in your business, and
you’ll see how to enter that information and track it in QuickBooks. By the time you
complete the course, you'll have a good idea of all that QuickBooks offers, you’ll be
familiar with the most common tasks, and you’ll know where to find information about
more advanced features.

Depending on the size of your class, you may want to spend a little time inquiring about
your students’ backgrounds—whether they own a business or are the bookkeeper for a
small business, for example, or whether any of them have experience with accounting.
This information can help you gear the course towards your students’ particular needs.
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Introducing QuickBooks

Before you begin your demonstration of QuickBooks (see Appendix A), students may find
it helpful to hear an introduction to the basic features in QuickBooks.

Although most small business owners are worried about revenue, running a business
involves a lot of other tasks. Depending on the type of business, you need to invoice
customers, record payments from customers, pay your own bills to outside vendors,
manage inventory, and analyze your financial data to see where you need to focus your
next efforts. QuickBooks is a tool you can use to automate the tasks you're already
performing as a business owner or to set up a new business.

Tell your students that they will see a demonstration of how QuickBooks works in a few
minutes so they can get an overall view of the program. But first, here’s an overview of
some of the basic features they’ll be seeing in the demo.

When you're working in QuickBooks, you'll spend most of your time using a form, a list,
or a register. Since these are so basic to QuickBooks, we’re going to spend a few minutes
introducing them.
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Using forms

You record most of your daily business transactions on a QuickBooks form, which looks
just like a paper form. Here’s an example of the form you use when you want to record a
bill from and write a check to one of your vendors.

@ rrevious [ Mext [ save € Find By History 5] Jowrnal | ] Attach

@l O credit Bill Received
%  Date 12/15/2015 [E)

e _al Gas & Electric

Cal Gas & Electric Ref. Mo, 1zf03
Address
P.C, Baox 5037 133 g8
Middlefield Ca 944582 Amount Due .
Bill Due 12/30/2023 .
Terms — Met 15 “  Discount Date

Memo  Acck #560-52645-990C

Expenses $122.68 | Items $0.00
Account Arnount Mema C... Eillable?
Ukilities:Gas and El. .. 122,65 e
w
[ Clear Splits ] [ Recalculate ] [ Save & Close ] I Save & Mew l [ Revert ]

The form is intuitive—you already know how to fill out a form. But after you provide the
information on a QuickBooks form, QuickBooks does the accounting for you in the
background. For example, when you record a bill and then write a check (using the Pay
Bills window) to pay for the business expense, QuickBooks enters transactions in your
accounts payable register to show the expense you incurred and the payment you made.
(Accounts payable is the money owed by your business to vendors.) It also records the
check in your checking account, keeping your records up to date, and providing a
running balance of what you owe at any time.

Account Title Debit Credit
Accounts Payable $175
Checking $175

13



Getting started

Using lists

The list is another basic QuickBooks feature. You fill out most QuickBooks forms by
selecting entries from a list.

You may want to point out that in the Enter Bills window above, the information in the
Vendor, Terms, Account, and Customer:Job fields is pulled from lists.

QuickBooks has lists where you can store information about customers, vendors,
employees, items or services you sell, and so on. Lists save you time and help you enter
information consistently and correctly.

When you're filling out an invoice form and you select a customer name from the
Customer:Job list, QuickBooks not only fills in the name but also fills in the address, the
payment terms, and the customer’s sales tax, based on the information previously
entered about that customer.

Here’s an example of the Customers & Jobs list in the Customer Center.

#= Customer Center: Abercrombie, Kristy
& L. = jons* [=5 Pri - @ -
% Mew Customer & Job New Transactions » =] Print ﬂ Excel oy Word

Customers & Jobs Transackions

Yiew | Active Customers b

Balance Total | Motes | Job Status Estimate Tokal Attach «
0.00

+Family Roam 0.00 Mot awarded

+kKitchen 0,00 Pending 4,792.00
+Remodel Bathroom 0.00 In progress 10,790.13
+Baker, Chris 1,040.00
+Family Roam 1,040.00 Closed
+Balak, Mike 0.00
+Ltility Shed 0.00 Closed
+Barley, Renee 0.00
+Repairs 0,00 Closed
+Bolinski, Rafal 0.00 13,136.67
+2nd skary addition 0.00 Closed 13,136.67
+Bristal, Sorva 0.00
+Ltility Shed 0.00
+Repairs 0.00 Closed
+Burch, Jason 0.00
+Room Addition 0.00 Closed
+Burney, Tony 0.00
+Repairs 0.00 Closed
+Cook, Brian 7,812.63 35,504.54

QuickBooks lets you complete a variety of activities from lists by using the menu
buttons located at the top of each list. For example, to fill out an invoice for a customer,
first select the customer from the Customers & Jobs list, and then choose Invoices from
the New Transactions menu button.
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Using registers

In addition to forms and lists, you’ll also work with registers in QuickBooks. Just as you
use your paper checkbook register to see a record of all the transactions in your checking
account—checks you've written, other withdrawals you’ve made from your account,
and deposits—a QuickBooks register contains a record of all the activity in one account.
Almost every QuickBooks account has its own register.

You may want to explain to students that accounts receivable is the record of money
owed to a business, that is, the outstanding invoices for which a business has not
received payment.

Here’s an example of the register for an accounts receivable account.

%, Accounts Receivable
@ Print. .. @ Edit Transacktion QuickReport
Drate Mumber Cuskomer Item Gty Rate Amt Chrg Amt Paid
Tvpe Description Eilled Date Due Date
12[15/2015 a3 Morgenthaler, Jenny 271.53 LA
Y 01142024
12/15/2015 9z Duncan, Dave:Utility Shed 1,600,00
Y 01142024
12/15/2015 42000 Matiello, Ernesto:kKitchen 13,560,39
PMT
w v
v
[ 4-Line |l S e e Ending balance 62,041,94

The register shows information about invoices written to customers—the date of the
invoice, the date it’s due, the name of the customer, and the amount. It also shows
payments you've received against your invoices. The right column of the register gives
you a running balance of all your accounts receivable, so you always know how much
you're owed.

Getting around in QuickBooks

QuickBooks maximizes your work space and gives you quick access to the features and
reports that you use most. In this section you’ll learn how to do the following:

m Find information to help you get started using QuickBooks
m  Manage your open windows

m  Compare windows side by side

m Customize navigation features

m  Use Customer, Vendor, and Employee Centers
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Finding information to help you get started

If you're new to QuickBooks, the QuickBooks Learning Center window displays when
you open a company file. This window guides you through the steps you need to
complete after you’ve set up your company file. To display the QuickBooks Learning
Center window, choose Learning Center Tutorials from the Help menu. For more
information about using Help, see “Using onscreen Help” on page 32.

If you're upgrading from a previous version, QuickBooks displays the What’s New
window. This window contains information about new features and explains how to
find what you need to start working with the latest version.

Managing your open windows

To give you more room to work on the task at hand, QuickBooks displays one window
at a time. When you open a window, it appears in front of other windows that you
previously opened.

The Open Window list keeps track of the windows that are open. Use the Open Window
list to switch between windows while you work. To switch to another open window, just
click the title of the window that you want to display.

Open Windows

Employes Center: Elizab. ..

Salez by Cugtomer Sum...
Haorne

Create lrvoices
Rerminders

Enter Bill:

Wwinte Checks - Checking
Customer Center. sbercr. ..

To show or hide the Open Window list:
m From the View menu, choose Open Window List.

If the list is currently displayed, a checkmark appears to the left of the menu item.

For comparison purposes, you may wish to display more than one window at a time.
You can easily switch between viewing one window at a time and viewing multiple
windows. When you choose Multiple Windows from the View menu, QuickBooks tiles
the windows in the main area. You can then move and resize the windows as needed.

To view multiple windows:
m From the View menu, choose Multiple Windows.

If the list is currently selected, a checkmark appears to the left of the menu item.
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Using the menu bar

You can find all of the QuickBooks commands on the menu bar.

File Edit View Lisks Favorites Company Customers Vendors Employees Banking Reporks  Online Services  Window  Help |

Many commands available on the menu bar can be added to the icon bar.

You can go to the Favorites menu and choose Customize Favorites to select your most
frequently used menu commands and then access them from a single list in the
Favorites menu.

Using the icon bar

Another feature that makes it easy to get around in QuickBooks is the icon bar. The icon
bar gives you easy access to QuickBooks Centers and onscreen Help. The icon bar also
comes preset with shortcuts to several windows, such as Create Invoices and Enter Bills.

@ & = = & @ @.E?,‘;?le}vﬁﬁf‘”@Qj”|

Home  Company Snapshot  Customer Cerer Vendor Center  Employes Certer  Online Barking  Doc Center  Report Cenber App Center  Help  Invoice  Item  MemTx Check Bl Reg  Acent Rmnd  Find  Backup

By including the features and reports you use most, you can manage your business more
quickly than ever.

In addition to deciding which features to add to the icon bar, you can add or remove
icons, change the order in which the icons display, insert spaces between icons, and edit
icons by changing the icon text, graphic, or tooltip.

For instructions on how to customize the icon bar, search the onscreen Help for
icon bar, and then choose “Using the Icon Bar” from the list of topics that displays.
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Getting started

Using QuickBooks Centers

QuickBooks Centers—one each for Customers, Vendors, Employees, Reports, and
Online Banking—give you quick access to common tasks. Each Center gathersin a
single place all of the relevant transactions as well as other information, such as names
and addresses of customers, vendors, or employees.

The Customer Center gives you access to all of your customers and jobs, contact and
billing information for each customer, and customer transactions. Here you can
quickly find and print customer contact information, what your customers bought
in the past, what invoices they've paid, the balance they owe, notes you want to
keep about a customer, and more. You can also access transactions for all your
customers in one place, such as sales receipts, received payments, and statement
charges.

#% Customer Center: Abercrombie, Kristy (All Transactions)

f New Customer & Job = New Transactions » Lg Print * ﬂ Encel v ﬁ Word »

View | Active Customers hd

Customer Type Residential

Company MNare

Fhone 415-555-6579
e Phore:

Customers & Jobs Transactions Customer Information [ W Attach ] [ Edit Customer.., Reports for this Customer
Customer Mame  Abercrombie, Krisky Conkact Kristy Abercrombie QuickReport

Open Balance

Show Estimates

Tame EBalance Total  Attach

Eiling Address  kristy Abercrombie Fax
5647 Cypress Hil rd
te Emal kristy@samplen...

Bayshore CA 94326 ’%
Custamer
Manager Online
Price Level

< Abercrombie, K., 0,00

Family Room 0.00

Terms Net 30

oKitchen 0.00
oRemadel Eat, ., 0.00 Map | Directions
+Baker, Chris 1,040.00 Hotes gnsgnln?: Send Kristy estimate For den
+Farnily Room 1,040.00 —
+Balak, Mike 000 Shaw [oll Transa... % | Filter By [al v | Date [This Fiscal... | 10j01/2015 - 09f30/2016
«kility Shed 0.00 Type Hum Date ~ Account Arnaunk
oBarley, Renee 0.00 [1rwoice 81 12/13/2015 Accounts Receivable 4,522.00
+Repairs 0,00 Payrent 12}13/2015 Checking 7,633.28
»Bolinsk, Rafal 0.00 Estimate 24-CO 12}1242015 Estimates 7,676.13
+2nd stary ad... 0.00 Estimate 2 12/01/2015 Estimates 4,792.00
o Bristal, Sonya 0,00 Irwoice an 11/25/2015 Accounts Receivable 3,111.28
Uity Shed 0.00 Check 246 11}15/2015 Checking 71115
+Repairs 0.00 Credit Memo 1 11/15/2015 Accounts Receivable -711.15
Burch, Jason 0,00 Estimate 21 10/30/2015 Estimates 3,114.00

+Room Addition

0.00
0.00

+Burney, Tony
<Repairs 0.00
7,812.63

«Caok, Brian
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m The Vendor Center gives you quick access to all of your vendors, their contact and
billing information, and vendor transactions. The Vendor Center displays
information about all of your vendors and their transactions in a single place. Here
you can add a new vendor, add a transaction to an existing vendor, or print the
vendor list or transaction list. You can also edit a vendor's information or edit a note
for the vendor.

& Vendor Center: Bank of Anycity (All Transactions)

(T New ¥endor...w New Transactions = g‘ Print > ﬂ Exncel » _j Word -

Transactions vendor Information W attach Edit Vendor... Reports for this ¥Yendor

View | Active Yendars 3 wendor Mame  Bank of Anyeity Contact Lisa Holzhauser uickReport

- wendaor Type Fhone 415-555-9135 Cpen Balance
n l:l Company Hame Bark of Anycty Alt Phone

Yendors

Name Balance Total | Attach Address fananFI T‘nycity Fax 415-555-9153
isa Halzhauser i
p— Email @sampl
0.00 1935 Main Strest mail - lissh@samplename
Bayshore CalQil Service Middlefield, CA 94482 Aceaunt Humber
Bayshore \Water 0.00 Tetris
.00 Blectric 750.00 Map | Directions -
. wickBinoks Checks &
Cal Gas & Electric 122,68 Motes Edit Motes. ., 54‘ Supplies: Learn mare
Cal Telephone 0.00 bt
Caloil G 0.00
S Show |8l Transa.,. v | Fiker By |4l v | Date [This Fiscal.. v | 10/01/2015 - 09/30/2016
City of Bayshore 0,00
p

ity of East Bayshore 59.97 Type Mum Date Account Amount

|Chs:k 297 11/28{2015 hecking -550.00
City of Middlefield 0.00

Check 299 11/22{2015 Checking 244,13
Custom Kitchens of B... 0.00

Check 296 10/28/2015 Checking -550.00
Daigle Lighting 0.00

Check 298 10f22j2015 Checking -244.13

Davis Business Assoc... 0.00

East Bayshore Aubo Mall
East Bayshare Tool &... 0.00
Emplayment Develop... 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, ... 0.00

Funds Transfer
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Getting started

m The Employee Center gathers information for each of your employees, including
contactinformation, social security number, and payroll transactions. Here you can
add a new employee, add a transaction to an existing employee, or print employee
and transaction information. You can also edit an employee's information or edit a
note for the employee. If you have a QuickBooks Payroll subscription, you can
perform payroll-related tasks such as paying your employees and payroll tax
liabilities. The Employee Center also contains a separate Payroll Center where you
can manage your payroll and tax information.

# Employee Center: Dan T. Miller,

'a New Employee... ﬁ Manage Employee Information = Lg Print = {Ij Enter Time * ﬂ Encel » u‘j Word »

Employees | Transactions Payroll Employee Information [ 1) attach I I Edit Employee. .. Reports for this Employee

View | Active Employees R Employes Mame Dan T, Millar Fhone 555-2601 = QuickReport

Address Dan Miller Cellular = Payroll Summar
195 Spruce Ave, #20
Bayshore, CA 94326 Al Phone

= Paid Time OFf Report
= Payroll Transaction Detsil

Elizabeth N, Mason Map | Directions
Gregg O, Schreider . .
Emal  SendtoibanT. ... = Learn About Payroll

Hotes

Show | Al Transacti,. % | Date | This Calendar Year | % | DL/D1/2015 - 12/31/2015

Transaction Type Date * Paid Through Account Amount
‘Pay:heck 12/10§2015 12/10§2015 hecking 1,320.07
Paycheck 11/27j2015 11/27j2015 Checking 1,297.76
Paycheck 11{13{2015 11{13{2015 Checking 1,297.75
Paycheck 10/30§2015 10/30{2015 Checking 1,297.74
YTD Adjustment 10/15/2015 10/15/2015 Checking 1,272.75
YT Adjustment 10f0142015 10f01/2015 Checking 1,265.55
¥TD Adjustment 09/17/2015 09/17/2015 1,264,756
YTD Adjustment 08032015 09/03{2015 1,264.76
YT Adjustment 08f20/2015 08f20/2015 1,264.78
¥TD Adjustment 08/06/2015 08/06/2015 1,264.76
YTD Adjustment 07232015 07/23{2015 1,264.78
< >

The Customer, Vendor, and Employee Centers have two tabs (the Employee Center also
contains the Payroll Center in a separate tab if your company has payroll turned on).

The first tab contains the list of your Customers, Vendors, or Employees. Use this tab to
view and edit information for a single customer, vendor, or employee.

The Transactions tab lists the relevant transaction types for that Center. Use this tab to
view transactions across all Customers, Vendors, or Employees.

You can customize how your information is displayed in the Customer, Vendor, or
Employee Center. For example, you might choose to view only open invoices for this
fiscal year, or you may want to view only the Open Balance column for all of your
customers.

You can also run some common reports from within each Center. (Lesson 9 describes
the Report Center.)
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Making the Home page your starting point

The QuickBooks Home page provides a big picture of how your essential business tasks
fit together. Tasks are organized into logical groups (Customers, Vendors, Employees,
Company, and Banking) with workflow arrows to help you learn how tasks relate to
each other and to help you decide what to do next.

The workflow arrows indicate a logical progression of business tasks in QuickBooks.
However, these arrows do not restrict you from doing tasks in a different order, or an
order that works better for your business needs.

Asyou use QuickBooks, you can always return to the Home page by clicking Home. The
Home page looks like the following. (The icons that appear on the Home page vary
depending on how your company was set up in the EasyStep Interview or which
preferences are set in the file.)

EX
" § Company You are using a sample
5 ﬂ @ [:J = company file
2 Yo 'r=
& Purchase Receive Enter Bills Manage i
a Crders Inventory Againsk Sales Chart of Skart your new
- Irvventory Tax Accounts company file now
| =
=) = ltems &  Adjust B Account Balances
Enter Eills Pay Eills Services  Quantity
On Hand MName & Bala...
[Calil Card 71.07]
@ £ b Checking 46,42...
w QuickBooks Cred,..[ 70,00
E |{;§) Marketing  Customer QBCC Deph #1 45.00
5 Center  Manager GBCC Dept #2 25.00
‘g Create Sales QBCC Dept #3 0.00
3 Receipts Banking Savings 13,86...
@
- ) El Learn About Services
—E & m &
ﬂ Ii ! @ Fay your employess
Estimates Create Receive Record  Reconcile
Invai P ls L it: N
Maiees ERIEE CEEIE i Accept credit cards &
eihecks
a—E—@ % e g
— A b rder Chedl
. % Business Cards
Stabement  Finance  Stakements Refunds Write Check =
Charges Charges & Credits Checks Fegisker Form an LLC or
g Incorporste
i
3 o [a El Reminders & Alerts
! @ @932 —F g
g s = Prirt  Enter Credit T Alerts (L
P} Payrall Enter Pay Par Process Checks Card Charges
a Center Time Employees Liahilities Payrall
_J Forms

Using the workflow diagram

To start a task, click the icon for the task you want to do. For example, to create an
invoice, click the Create Invoices icon. Each icon includes a ToolTip so you can learn
about the QuickBooks task associated with that icon. To open a ToolTip, place your
mouse pointer over the icon.

Clicking most of the icons on the Home page takes you directly to the window for that
task. Some icons also include a drop-down arrow. Clicking an arrow opens a menu with
choices for different business tasks. Click the task you want to do.
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Getting started

Using the QuickBooks Coach

The QuickBooks Coach guides you through the business workflows on your Home page,
and uses spotlights and tips to explain when and why to do each task. It can show you
how different tasks fit together to create the workflows you use in your business.

To use QuickBooks Coach:
1 Go tothe Edit menu and choose Preferences. Then click Desktop View.

2 On the My Preferences tab, click “Show Coach window and features.”

Preferences

B Aecounting My Preferences | Company Preferences
# Checking (O One Window (&) Multiple Windows @
Rt el | ©© - :
%y Finance Charge Desktop Default
Ba General () Save when closing company () Don't save the desktop
1l Integrated applications (O save current deskkop () Keep previously saved desktop Also See:

‘ Items & Inventory
= Jobs & Estimates

General
Shaow Horne page when opening a company file

=5 Multiple Currencies [ show Coach window and Features

% Payments [ shaw Live Community

? Payroll & Employees [ petach the Help Window

@ Reminders

4l Reports & Graphs Calor Scheme

3 Sales & Customers [Sky Blue v]
lg7| Sales Tax

Send Forms Windows Settings

j@ Service Connection e
|z Speliing

5| Tax: 1099

& Time & Expenses

3 Click OK.
4 Click Start Working in the QuickBooks Coach dialog box.

QuickBooks Coach

Get Ready @ Wiew the Tutorial

Mot sure where to begin?
Let the Coach show you,

Get Set Up u_=_@. Setup and Training

Save kime and gain confidence by
working with a Certified
QuickBooks Expert

Go @ Start Warking

Dive in and stark working!
we'll coach you,
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Notice that a Coach icon (blue letter i) appears next to several icons on the Home
page.

4= Home (Explore Workflow)

Company You are using a sampl
company file

Skart your new
company file now

Click a
Coach
Icon
tosee a
wiarkflow

[CoT Card
Checking
CuickBooks Credi...
GQBCC Dept #1

@ Pay vour employees

) Accept credit cards &
eChecks

=) Crder Checks &
Enter Busingss Cards
Ui Form an LLC or
Incorporate

Py dlerts (1)

5 Click the icon next to Purchase Orders.

The steps used to process a purchase order are highlighted.

Receive Enter Bills
Inventory Against
Inventory

Purchasing Workfow

Purchase products and services
Far your business, then brack
the order far payment.

6 Close the QuickBooks Coach by clicking Hide Coach Tips on the right side of the
Home page.

Later, you can go back to the Coach or use the QuickBooks Learning Center to
watch tutorials about the different areas of the product.
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Making the Home page work for you

In addition to the workflow diagram, the Home page provides other company
information and access to other tasks in the right-hand pane. From the right-hand
pane, you can:

m Review the current balances of your bank accounts.

The Account Balances list provides quick access to all of your bank and credit card
accounts. To open the register for an account, double-click anywhere in the row of
the account you want to view. To hide the list of accounts and balances, click the
close button in the top-left corner of the Account Balances list.

Account Balances are shown or hidden automatically based on individual user
permissions.
m Learn about and purchase additional services.

You can click a link in the “Learn About Services” section to learn about add-on
services you can purchase from Intuit by going to the Business Services page. If you
choose to sign-up for these services, appropriate icons will be added to the workflow
on your Home page.

m Viewreminders and important messages.

The Reminders & Alerts list provides information about tasks awaiting your action.
To hide the list, click the close button in the top-left corner of the list.
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Getting an overview of how your company is doing

At any time, you can see a graphic representation of the overall financial status of your
company in the Company Snapshot screen. The information available depends on your
access permissions, but can be:

m Income and Expense Trend—shows money going in and out of your business over
time. It gives you a quick snapshot of how your business is doing and lets you
compare monthly income and expenses.

m  Account Balances—shows all bank, accounts, receivable, accounts payable, credit
card, asset, liability, and equity accounts.

m  Customers Who Owe Money—shows the amount due and date due for all balances
owed by customers.

m  Vendors to Pay—shows the amount due and due date for all balances payable to
vendors.

m  Reminders—shows your company reminders grouped by category. The reminders
that appear depend on your settings in the Reminders Preferences window.

m Prev Year Income Comparison—shows how much you’re making this year
compared to previous years for any or all accounts.

m Prev Year Expense Comparison—shows how much you're spending this year
compared to previous years for any or all accounts.

m Income breakdown—shows your largest sources of income.
m  Expense breakdown—shows your biggest expenses.

m  Top Customers by Sales—shows information about your top five customers for a
given period of time.

m Topvendors by expense—shows information about your top five vendors for a given
period of time.

m Best-selling items—shows which items and services customers are buying the most.
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Getting started

To view your company snapshot:

1 Click the Company Snapshot icon in the icon bar.

2 Review the information in the Company Snapshot.

You can customize the information that appears on this screen by clicking Add
Content or deleting one of the default graphics.

Home  Company Snapshot Customer Cenker Yendor Certer Emplayes Certer  Oniing Barking

[il] File Edit View Lists Favores Accountant Company Customers Vendors Employess Banking Reports Orline Services Window Help

Doc Center Report Center  Statement ‘Writer  Client Review  App Cener

Add Content >

Income and Expense Trend

Prev Year Income Comparison

N Income NN Expense

Account Balances

Account Balance v
© Accourts Receivable 62,041.94
® Checking 46,423.98
© Accounts Payable 30,739.38
* Savings 13,868 42
+ Sales Tax Payable 5,282.22
o PayrollLiabilties 3,302.06
+ Cal0il Card 71.02
© QuickBooks Creclt Card .00
® QBCCDept #1 45.00
=+ QBCC Dept #2 25.00
© QBCC Dept #3 000
+ Direct Deposit Liabilities 0.00

Select Accounts &0 to Chart of Accounts

Expense Breakdown

This yea

I 306 Expanses
Payrall Expenses

I Cost of Goods S
Insurance
Other Accounts

Total: $125748.62

$in 10005 Ths year-to-date | Al v
70 $in 1000s
w 0
£ 150
P
1

»
20 50
1 . s
0

&= [ ST 2010 2011 2012 2013

I Prior Year(s) M Current Year

Top Customers by Sales

2014 2015

This year-to-date %

Pretell Real Estate

Cook, Brian

Natiello, Ernesto

Robson, Darci

Teschner, Anton

n B El

N sales Volume

« Ed

$in 10005

_ 8 x
® ® . B &
Help Invoice Diem  MemTx check B Reg
~
& Print ~ How do| customies this pace? —
Recommended For You
q Save time with Intuit's Payroll Solutions
Customers Who Owe Money
Custamer Dug Date & At DUe. &
Lew Plumbing - C 1zf12fz015 175.00
Rabson, Dard 12/15/2015 12,420.98
Roche, Diarmuid 1jorfe0z3 .79
Pretel Real Estate 11092023 17,438 68
Cook, Brian 11j14f2023 7.612,63
Jacobsen, Doug 11/z2fz0z3 2,320.00
Teschner, Anton 12/13f2023 1,790,95
Smalson, Fran 12j24f2023 1,685.00
Cuddiny, Matthew 12jz7f2023 12930
Ecker Desians 12J30/2023 6,226.11
Mekon, Johnry 12/30{z023 4,999.50
Baker, Chris 1/14/2024 LO40.00
Receive Payments
Prev Year Expense Comparison
$in 10005
1
120
100
B
&
w
]
0 -
2010 2011 2012 2013 2014 2015
I Frior Year(s) [ Current Year
v

3 When you are done, close the window.
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All the accounting you need to know

QuickBooks doesn’t require users to learn or understand accounting jargon. However, it
does use some common business terms.

Your chart of accounts

When you keep books for a company, you want to track where your income comes from,
where you put it, what your expenses are for, and what you use to pay them. You track
this flow of money through a list of accounts called the chart of accounts.

There are two types of accounts:

m Balance sheet accounts, such as checking and savings

m  Accounts used to group transactions for reporting purposes, such as income and
expense accounts

The chart of accounts is a complete list of your business’ accounts and their balances.

To display the chart of accounts:
1 TFrom the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction Company.

® Chart of Accounts

- -

+5avings 13,868.42
#Accounts Receivable Accounts Receivable 62,041.94
+Tools & Equipment Other Current Asset 5,000,000
+Emplayee Loans Other Current Asset 0.00
<+Inventory Asset Other Current Asset 27,042,935
+Hetainage Other Current Asset 2,461,580
#lUndeposited Funds Other Current Asset 2,124.00
+Trucks Fixed Asset 24,852.91

+0riginal Cost Fixed Asset 33,852.91

+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
s+Accounts Payable Accounts Pavable 30,739,385

-

I[ Accounk '|[ Ackivities '” Reports '” Attach ]

2 Scroll through the Rock Castle Construction chart of accounts. Notice that the list
displays balance sheet accounts first, followed by income accounts and expense
accounts.
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About assets, liabilities, and equity

Assets

Assets include both what you have and what other people owe you. The money people
owe you is called your accounts receivable, or A/R for short. QuickBooks uses an
accounts receivable account to track the money owed you.

The rest of your company’s assets may include checking accounts, savings accounts,
petty cash, fixed assets (such as equipment or trucks), inventory, and undeposited funds
(money you've received from customers but haven’t yet deposited in the bank).

When setting up your company file in QuickBooks, please note that even though
checking, savings, and petty cash are all company assets, you'll set them up as “bank”
type accounts in QuickBooks.

Liabilities

Liabilities are what your company owes to other people. The money you owe for unpaid
bills is your accounts payable, or A/P for short. QuickBooks uses an accounts payable
account to track the money you owe different people for bills.

A liability can be a formal loan, an unpaid bill, or sales and payroll taxes you owe to the
government. When setting up your company file in QuickBooks, note that even though
unpaid bills are liabilities, you’ll set them up as accounts payable type accounts in
QuickBooks.

Equity

Equity is the difference between what you have (your assets) and what you owe (your
liabilities):

Equity = Assets - Liabilities

If you sold all your assets today, and you paid off your liabilities using the money
received from the sale of your assets, the leftover money would be your equity.

Your equity reflects the health of your business, since it is the amount of money left
after you satisty all your debts. Equity comes from three sources:

m  Money invested in the company by its owners
m  Net profit from operating the business during the current accounting period

m Retained earnings, or net profits from earlier periods that haven’t been distributed
to the owners

Of course, you as the owner can also take money out of the business. Such withdrawals,
called owner’s draws, reduce the business equity. If you have a sole proprietorship
(where the existence of the business depends solely on your efforts), you can check the
value of your owner’s equity by creating a QuickBooks balance sheet.
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Cash versus accrual bookkeeping

When you begin your business, you should decide which bookkeeping method to use.
The bookkeeping method determines how you report income and expenses on your tax
forms. Check with your tax advisor or the Internal Revenue Service (IRS) before
choosing a bookkeeping method for tax purposes.

Cash basis

Many small businesses record income when they receive the money and expenses when
they pay the bills. This method is known as bookkeeping on a cash basis. If you’ve been
recording deposits of your customers’ payments but haven’t been including the money
customers owe you as part of your income, you’ve been using cash basis. Similarly, if
you’ve been tracking expenses at the time you pay them, rather than at the time you
first receive the bills, you’ve been using cash basis.

Accrual basis

In accrual-basis bookkeeping, you record income at the time of the sale, not at the time
you receive the payment. Similarly, you enter expenses when you receive the bill, not
when you pay it.

Most accountants feel that the accrual method gives you a truer picture of your business
finances.

How your bookkeeping method affects QuickBooks

Whether you use the cash or accrual method, you enter transactions the same way in
QuickBooks.

QuickBooks is set up to do your reports on an accrual basis. For example, it shows
income on a profit and loss statement for invoices as soon as you record them, even if
you haven't yet received payment. It shows expenses as soon as you record bills, even if
they’re unpaid.

You can see any report (except transaction reports) on a cash basis by changing the
reporting preference. (From the Edit menu, choose Preferences. In the Preferences
window, click Reports & Graphs in the left panel, and then click the Company
Preferences tab.)

Note: When you create reports in QuickBooks, you can switch between cash and
accrual reports at any time, regardless of which bookkeeping method you have
chosen for tax purposes.

29



Measuring business profitability

Two of the most important reports for measuring the profitability of your business are
the balance sheet and the profit and loss statement (also called an income statement).
These are the reports most often requested by CPAs and financial officers. (For example,
banks request both documents when you apply for a loan.)

The balance sheet

A balance sheet is a financial snapshot of your company on one date. It shows:
m  What you have (assets)

m  What people owe you (accounts receivable)

m  What your business owes to other people (liabilities and accounts payable)

m  The net worth of your business (equity)

To see an example of a balance sheet:
1 From the Reports menu, choose Company & Financial.

2 From the submenu, choose Balance Sheet Standard.

3 Scroll the report window to see all parts of the report.

The profit and loss statement

A profit and loss statement, also called an income statement, shows your income,
expenses, and net profit or loss (equal to income minus expenses). The QuickBooks
profit and loss statement summarizes the revenue and expenses of your business by
category (first income, then expenses).

To see a profit and loss report:
1 Click Report Center on the icon bar.

2 Inthelist on the left, make sure Company & Financial is selected.

3 Inthe “Profit & Loss (income statement)” section, click to select the sample Profit &
Loss Standard report, and then click the Display Report icon.

4 Scroll the report window to see all parts of the report.

The statement of cash flows

Another report that your accountant may be interested in is the statement of cash flows
report. A statement of cash flows shows your receipts and payments during a specific
accounting period.

To see a sample statement of cash flows report:
1 Click Report Center on the icon bar.

2 Inthe list on the left, make sure Company & Financial is selected.

3 Scroll to view the “Cash Flow” section.
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4 Click to select the sample Statement of Cash Flows report, and then click the
Display Reporticon.
5 Scroll the report window to see all parts of the report.

6 Close all the reports and close the Report Center.

Looking at the journal entries for transactions

In traditional accounting, transactions are entered into a general journal in which the
total amount in the Debit column equals the total amount in the Credit column, and
each amount is assigned to an account on the chart of accounts. This accounting
method is known as double-entry accounting. For day-to-day transaction entry,
QuickBooks uses familiar forms (invoices, bills, checks).

QuickBooks also has a General Journal Entry window that you can use for special
transactions (such as selling a depreciated asset) or for all transactions if you prefer the
traditional system.

Also, when you enter a transaction directly into an asset, liability, or equity account
register, QuickBooks automatically labels the transaction “GENJRNL” in the register
and “General Journal” on reports that list transactions.

To see the general journal entry for a transaction:
1 Inany sales form, type the keyboard shortcut Ctrl-Y (or press the Journal button).

The Journal button only displays in Accountant Edition.

EEX
rrevious Prext [ < - Gd - B - &y [#f speling Ty History 5] Journal =R »

Customer: Job Template

_ DATE |
Invoice 12152015 az

B Create Invoices

Duncan, Dave
3442 W, Charleston
Bayshore, CA 94326

2 Ifyou are not using Accountant Edition, click Modify Report and in the Columns
field, select Debit and Credit. Then click OK.
Note: In Accountant Edition, the Debit and Credit columns are selected
automatically.
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Getting started

3 In the transaction journal that appears, check the Debit and Credit columns to see
the accounting.

Tl Transaction Journal

Modfy Report. . temorize... | Pring.. || E-maj = || Export... Hide Header | [ Refregh

Dates ~| Fram To Sart By | Defaul; v
9:23 AM Rock Castle Construction
121518 Transaction Journal

All Transactions
Trans # + Type ¢__Date o Hum = Hame ¢_Memo ¢ _Mem o ltem iption_» ___Account ¢ _Class_ ¢ Sales Price + Debit +___ Credit
P 114 Invoice 12150015 62 Duncan, Dave: Lt Accourts Recelva 1,600.00 4
Duncan, Dave: il Labor Labor 4000 1,600.00
State Board 0f Equ...  CA salestax.. SanTom.. CA seestax,San.. Sales Tax Payable 775% 0.00

1,60000

1,600.00

TOTAL 1,600.00 1,600.00

In the Customer and Vendor Centers, you can also view a journal entry for a
transaction. Click the Transactions tab, then locate the customer or vendor transaction.
Right-click the transaction and choose View Transaction Journal.

Getting help while using QuickBooks

QuickBooks provides extensive help in various formats. When you have questions,
QuickBooks provides:

m  Onscreen Help to provide conceptual information and step-by-step instructions.

m Tutorials on key tasks. These are available by choosing Learning Center Tutorials
from the Help menu.

m Live Community. Instant access to frequently asked questions and experts who can
answer your own questions.

Using onscreen Help

The onscreen Help provides several different types of information:

m  Conceptual explanations of how to apply QuickBooks to your particular business
situation.

m  Step-by-step instructions.

m  Asearch engine that provides you with a list of topics related to the word or phrase
you enter.

m Topics relevant to the task you are currently performing.
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To view onscreen help:

When you launch QuickBooks help, it displays information about the task you are
currently performing along with alist of topics relevant to what you are doing. There are
several ways to access QuickBooks help:

m Press the F1 key on your keyboard.
m Click the Help icon in the icon bar at the top of the screen.

m  From the Help menu, choose QuickBooks Help.

Finding a topic in the onscreen Help

Suppose you want to find out how to change information about a customer. You can
type what you’re looking for in the Help Search field, and QuickBooks displays a list of
topics.

To find a topic in onscreen Help:
1 From the Help menu, choose QuickBooks Help.

The Relevant Topics tab displays a list of topics related to the QuickBooks screen you
are using.

2 Click the Search tab.
3 Type customers and click the arrow button.

QuickBooks Help displays a list of topics related to customers.
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4 Click “Edit or change customer information.”

QuickBooks displays the topic in the lower portion of the help window.

© Have a Question?

Lirve Community Help
Relevant Topics Search [

[customers |+

15 topics found: te

2 Edit or change customer
information

2 Modify {change) a memorized
report

2 [Monprofit] Tracking donors or
members by type

2 [Monprofit] Preparing reports w

{ Back i Print T apic

Edit or change customer
information

These instructions tell you how to
edit customers one at a time. Follow
these steps if you are new to
QuickBooks. Otherwise, you can use
another window to add or edit

multiple customers and paste from
Excel.

iTo do this task
1. Click Customer Center.

2. Onthe Customers & Jobs
tab, double-click the
customer you want to edit.

3. Inthe Edit Customer =
window, verify that the name
of the customer appears in
the Customer Name field as
you'd like it to appear in your
Customers & Jobs list.

@ If you want the list to be

" alphabetized by last
names and the customer
is Joan Green, enter
Green, Joan.

4. You can adjust the current
balance if you made a
mistalke when first entering
the customer information.

5. Edit the detailed information,
as necessary:

= Edit the customer's
address and contact
information on the
Address Info tab.

1<

5 Close the Help window.
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Exiting QuickBooks

Unlike most other Windows programs, QuickBooks doesn’t require you to save your
data before exiting. It does an automatic save while you’re working with QuickBooks
and every time you leave the program.

To exit QuickBooks
m From the File menu, choose Exit.

If no other applications are open, QuickBooks returns you to the Windows desktop.

To prevent or minimize data loss, you should make regular backup copies of your
QuickBooks company data. In the event of a data loss you can restore your data from the
backup copy. To make a backup copy, from the File menu, choose “Save Copy or
Backup.”

Moving between company files

If you work with several companies, you’ll be working with multiple QuickBooks
company files. You can change from one company file to another at any time, but you
can have only one company file open at a time.

QuickBooks provides an easy way to find and open a company file that you've worked
with before.

To open a previously opened file:
1 From the File menu, choose Open Previous Company.

2 From the submenu, choose the company file you want to open.

You can increase or decrease the number of company files that QuickBooks will display
in the submenu.

To change the number of company files displayed in the submenu:
1 From the File menu, choose Open Previous Company.

2 Choose “Set number of previous companies.”
3 Enter the number of company files you want QuickBooks to display (up to 20).
4 Click OK.
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