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ADD A COMPANY

No Company Open
Select a company that you've previously opened and cick Open
Start by creating a new
company.
Choose Create a new
Company button to begin.
Gather all the information

before you begin.

Opena
sample file

EXPRESS SET-UP

If you're a beginner you will

Let's get your business set up quickly!

want to use Express Start.

This guides you through a set-
Answer some basic questions and we

up of a company from
beginning to end.

If you're not a beginner you
can go directly to Detailed
Start and set it up as you wish.
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Enter the company
information including the

- Company Name,
Industry, Company type,
and tax ID number.

BUSINESS INFO 1 s aholt your uskiees:

* Industry

* Company Type

BUSINESS INFO T

The Company Type is VERY
IMPORTANT here.

After this point, this will be
very hard to change.

The Chart of Accounts set up is
based on the tax structure of
this field.

(ie. Partner’s equity for a
partnership)




Select Your Industry

SELECT YOUR
INDUSTRY

Search for the industry that matches your company.

)

Or select an industry and view accounts we recommend for it.
a n (You can add or delete accounts later.)
As a beginner, the industry

Industry

Accounts
that you pick will give you a o

Construction Trades (Plumber, Electrician, HVAC,
set chart of accounts to work Design, Architecture, or Engineering

Financial Services other than Accounting or Book
with. Hair Salon, Beauty Salon, or Barber Shop

Information Technology (Computers, Software)

Insurance Agency or Broker

Lawn Care or Landscaping

Legal Services

Lodging (Hotel, Motel)

Manufacturer Representative or Agent

Can't find your industry? Select General Product or General Service instead.

o .

Select Your Industry

SE |.E CT YO U R Search for the industry that matches your company.
INDUSTRY 2

Or select an industry and view accounts we recommend for it.
(You can add or delete accounts later.)

Selecting the correct industry
. 3 Industry
during set up makes your life Honibactuing
easier. Medical, Dental, or Health Service
Non-Profit
n Professional Consulting
YOU (Eel 522 be'Ween 'hIS Property Management or Home Association
slide and the last that the Real Estate Brokerage or Developer
Rental
Repair and Maintenance
. Restaurant, Caterer, or Bar
bqsed on QUICkBOOkS Retail Shop or Online Commerce

Accounts

chart of accounts changes

recommendation for that
industry.

Can't find your industry? Select General Product or General Service instead.

CONTINUING THE SETUP

Add the people you do business with
Wiy do bis?

-5

Add the products and services you sell
Wh do this? —

Add your bank accounts

T T——

items, or your bank accounts next2




ADD YOUR PEOPLE

&4 Add the people you do business with

On this page you can enter
customers, vendors, or
employees.

Enter them one at a time or
create a list in Excel and

import into QuickBooks.

Vendor Information

The Vendor Center is where you will add vendors and see the existing vendor
balances.

VENDOR CENTER

72018 W H
Ay, Sample Company Name
Parment Settings

Adding a Vendor one at a SR
fime WainPhone - ain Emai

Account Seftingg

ViorkPhone ~ ccEmail
Agationalinfo Modiia - Wevste
Fax - Other 1

ACORESS DEWLS
Sample Company Name
Jane Do

08123
Otathe, KS 86062

Vendor is inacthe




VENDOR CENTER

View of a Vendor Bill.

Remember — if you create a

bill, you have to go through

the bill payment center and

pay it. Otherwise it will so00 s SECEUT TARACTIONS
remain open forever.
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oo 8 Customer Information

‘Actue Customers.

Iamsactons  Conladis Mg SemEamt

T - T - This Fiscal Year

X WHAT'S NEW

Manage Transactions v un Regort -

Customer Center is where you'll add customers and their customer balances.

ER CENTER || —.

Agdress nfo

Bamant Setings

Adding one customer at a o

ManProoe + Man Emall

time. AR ekpncae ~ cc Email
lovito ooee watste

Fa - othec 1

Customeris inactie




CUSTOMER -
PAYMENTS Customer Payment

Part of QuickBooks is knowing to -

LS|
complete all the necessary steps. G0t m) LA

There’s no flags telling you that
you forgot to do something.

% WHAT'S NEW

You must go to customer payments T

to pay a customer invoice. AMOUNTS FOR SELECTED INVOKES

If you forget this step you will
have a customer invoice open

WRITING A CHECK

When you write a check in
QuickBooks remember:

Bank account

z
2
£
g
H

Expense Account
Date

Print now? Print Later?
Online Payment? Debit
Card? (NOT a Credit Card)

Make Depy

@ Previous ® Net [0 Swe & Pant | G Payments @ Hitory (B Joumnal | @ Anach

MAKE A DEPOSIT i ETE) oo (OBEE) s O

s that you have recenved. List any ofer amouns to deposit below.

Two ways to make a deposit
- Direct Deposit
- Indirect ( from a customer
payment)
Deposit Subtota

osit, enter the amount befow Indicate the aco
0. Such as your Petty Cash account

Cash back memo Cash back amount

Deposi Total




CONNECTING EVERYTHING

@ Prevous ® Mot @ Sove & Pine +| 68 Pryments @ Mooy 8 Joun | @ Attach
T [Grodewm 302014 W) wemo Depsat

It ot s eats Pl y0u v 19CHH. LSt By e mosnts 1 g0

Dapea sutto

0601 payments selectod o depose

Make sure you complete all the steps in QuickBooks.

When you pay a customer payment, you must go to the bank and deposit th
money to ensure your digital record matches your physical bank record.

BANK RECONCILIATION

Begin Reconciliation
Select an accountto reconcile, and then enter the ending balance from your account statement
Account Good Bank

Statement Date 1213112014 B
Beginning Balance 000  Whatif my beginning balance doesn't match my statement?

Ending Balance o

Enter any sevice charge or interest eamned.

Service Charge Date Account
0.00 12312014 @
Interest Earned Date Account
0.00 1213172014 [

Locate Discrepancies Undo Last Reconciliation Cancel

Make sure you reconcile the bank accounts from time to time.

It verifies the customer payments have been entered correctly.

For period 121312014 Hid Wansactions afer me slatements end date

RECONCILIATION

The bank reconciliation page
shows debits and credits and
if there’s a difference.

@ Highsoht Marked Mark A nmark All Colums to Display.

ica Charge
interest Earmed
Ending Balance
Cieared Batance

Modity

Kl e
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ERANINIINGS




Enter Credit Card Char

CREDIT CARD

Credit Card Purchase/Charge
QuickBooks is set up to : s
handle credit cards like

checks.

Enter the credit card as you

X| WHAT'S NEW

would a check. Expenses s000 e

When you add the credit
card charge, you enter it as
an expense, creating a
liability on the day you

made the purchase.

Begin R

Account New Credit Card -
Statement Date 12312014 =
QuickBooks can not just Beginning Balance 000
reconcile your bank account, S
it also is designed to Enter any finance charge
reconcile the credit card Einance Charge  Dafe Accgunt

12312014 @
account.

It will reconcile it at the time

o e gt dadis ocseDicregances | vaaoastroconcaon | (RN corce

date.
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( RED I'I' (A R D For perog 12312014 . ; Filde ransachons aer the glatements end Gt

Charges and Cash Advances Payments ana Credis

RECONCILIATION g .

11302018

Again, the reconciliation
window for the credit card
accounts is similar to the bank
accounts.

It will show you if there'’s a
difference between the
credits and debits.

@ Highlight Warkes MarkAn  UsmarkAW Gt Colurmas o Dsploy

Beginning Balance 000 oty Finance Charge
Endng Balance
Cieared Balance
Oftrence




Print financial statements for any period of time. If you didn’t input the
information, be cautious to use those statements.

QuickBooks does not tell the users that what they are doing is IRS or GAP

accurate.

LEARN HOW TO NAVIGATE QUICKBOOKS

WELCOME SCREEN — ICON-BASED

View of the home screen.

Many users use this icon-based template to go into the area of
QuickBooks they are ready to use.




NAVIGATING:
FILE MENU

If you're not a fan of the
icon-based layout, you have
the option to use the

standard menu bar.

NAVIGATING:
EDIT MENU

Find a calculator on this
page for an in-software
reference.

NAVIGATING:
VIEW MENU

Adjust how the view of
the screen is laid out using

BANDIEO

this menu.
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NAVIGATING:
LISTS MENU

All your lists can be found
here including customer and
vendor profiles.
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When you click on something from this list menu, like the Chart of Accounts, you'll see
it broken down by type as well as an overview of the balance.

NAVIGATING:
COMPANY MENU

Edit your company.
Set up users and passwords.

Planning and budgeting.
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NAVIGATING:
CUSTOMERS MENU

Find the Customer Center
Edit your customers.

Create customer invoices.

wEHr oz dR 2§

Receive payments and more.

NAVIGATING:
VENDORS MENU

Find the Vendor Center here.
Enter and Pay bills.
Print or E-file 1099s.

sEEE ceEHrOBRANDE O

NAVIGATING:
BANKING M

Write Checks.
Make Deposits.
Transfer Funds.

Reconcile Bank Accounts.




QUESTIONS?

Contact Info:
913.710.5132
carroll@qkbktraining.com

Find class materials on my site:

http:/ /qkbktraining.com/classroom




