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Lesson Objectives
= Togain an overview of the course and the topics to be covered
= To know how QuickBooks works and how you can get around in QuickBooks
= Tolearn common business terms used by QuickBooks
= To practice using the QuickBooks Help tools

= To see how to exit QuickBooks
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Using Forms

Y ou 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

abill from and write a check to one of your vendors.

‘% Enter Bills
A previous [ fext E Save

@l O Credit Bill Received

@ Attach

Fy Find By Histary ] Journal

e _a| 3as & Electric - Date 1211512015 -
Cal Gas & Electric Ref. Mo 12/0%
Address
P Box 5057 122 68
Middlefield CA 94482 Amount Due L
Eil Due 12/3n/2023 [m)
Tetms  Mek 15 ¥ Discount Date
Memo  Acck #560-82645-99C
Expenses $122.68 | Items $0.00 |
Arccount Armounk Mema ... Bilable?
Ukilities:Gas and El... 122,68 |

[

Clear Splits ] [ Recaloulate Save f Close ] [ Save f Mew J [ Reverk

Cal Gas & Electric
3

Summary

Phone
Open balance
POs o be received

Recent Transactions

1211515 Eil

11/25/15 Check
10/25/15 Check
090515 Bill Prok -Check
082515 Bil - Paid

MNotes

Edit Yendaor

415-555-0202
122,68
1}

QuickReport

122,68
97.53
56,87

122.68

122,68

Notes
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Using Lists

Thelist is another basic QuickBooks feature. Y ou fill out most QuickBooks forms by
selecting entries from alist.

You may want to point out that in the Enter Billswindow 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’refilling out an invoice form and you select a customer name from the
Customer:Job list, QuickBooks not only fillsin the name but also fillsin 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

New Customer ob » 7| Mew Transactions» | Prin! ncel » ¢ ord »
New Cust & Job New T ti = Print Encel» [T Word

Customers & Jobs Transackions

Wigw g__.ﬁ.ctive Cuskomers V_Ji

Find [—_]@

! 4 | Mame Balance Total | Motes | Job Status Estimate Total Attach «
+#Abercrombie, Kristy 0,00 4|
<Family Roam 0.00 Mok awarded
+Kitchen 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
@ Lklity Shed 0.00 Closed
+Barley, Renee 0.00
+Repairs 0.00 Closed
+Bolinski, Rafal 0.00 13,136.67
+2nd story addition 0.00 Closed 13,136.67
+Bristal, Sonya 0.00
@ Lklity Shed 0.00
+Repairs 0.00 Closed
+Burch, Jason 0.00
+Room Addition 0,00 Closed
+Burney, Tony 0,00
+Repairs 0.00 Closed
+Caok, Brian 7,812.63 35,504,54

Notes
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Using Registers

In addition to forms and lists, you’ll also work with registersin QuickBooks. Just as you
use your paper checkbook register to see arecord of all the transactionsin your checking
account—checks you’ve written, other withdrawal s you’ve made from your account,

and deposits—a QuickBooks register contains arecord of all the activity in one account.
Almost every QuickBooks account has its own register.

You may want to explain to students that accounts receivableis 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

: Go ta... @ Print... @ Edit: Transaction QuickReport:

Date Mumber Customer Item Qb Rate amt Chrg Amt Paid
Type Description Billed Date Due Date
12/15/2015 a3 Margenthaler, Jenny 271.53 =
Y 01/14/2024
1211572015 az Duncan, Dave: Utlity Shed 1,600.00
INY 01/14/2024
12/15/2015 42000 Matizllo, Ernesta:kitchen 13,560,329
PMT
v | v
e
[ 1-Line [[] show open balance Ending balance 62,041,94
Sart by |Date, Type, Number/... | [ Record | [ Restore ]

Notes
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Getting Around in QuickBooks

= The QuickBooks Learning Center provides access to information to help you get
started.

= Manage your open windows: QuickBooks displays one window at atime.

= Using the menu bar: Y ou can find all commands on the menu bar.

File Edit “iew Lists Favorites Company Cuostomers Vendors Employess Banking Reports  Online Services  Window  Help |

= Usingtheicon bar: Theicon bar allows you to manage your business more quickly
and provides quick access to the Centers.

] & @ = & @ B B #® @& B & B g @ E & % 4 4 7

Home  Company Snapshot Customer Cenber Vendor Center Employee Cember Online Banking | Doc Center Report Cenber App Center  Help  Involce  Item  MemTx Check Bl Reg  Acct Rmnd  Find  Backup

= QuickBooks Connected Services: The Icon Bar includes links to severa optional
connected services that you can subscribe to help your in your business.

= QuickBooks Centers for Customers, Vendors, Employees, Reports, and Online
Banking give quick access to common tasks.

= Making the Home page your starting point: The Home page provides a graphical
representation of the workflow, organized into logical groups.

= The QuickBooks Coach guides you through business workflows on your Home page.
= Getting an overview of your company: The Company Snapshot gives you real-time

information about how your company is doing and provides alocation where you can
keep track of the tasks you need to perform.
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All the Accounting Y ou Need to Know

About the chart of accounts:

=  Chart of accounts

o Thechart of accountsisacompletelist of your business’ accounts and their

balances

=  When you keep books for a company, you want to track:
o Wherethe income comes from

Where you put it

O
o What the expenses are for
o Andwhat you use to pay them

= You track this flow of money through the chart of accounts

& Chart of Accounts

+5avings
+Accounts Receivable
+Toals & Equipment
+Emploves Loans
+Inventory Assek
+Retainage
¢Undeposited Funds
+Trucks
«0riginal Cosk
+Deprediation
+Pre-paid Insurance
+fAccounts Pavable

4
i
¢

Tvpe
Bank:
Accounts Receivable
Cther Current Assek
Cther Current Assek
Cther Current Asset
Cther Current Assek
Other Current Assek
Fixed Asset
Fixed Asset
Fixed Asset
Cther fsset
Accounts Payvable

A=1E

Balance Taotal Atkach
46,423.93
13,865,942
&62,041,94
5,000.00
0.00
27,042,953
2,461.80
2,124.00
24,852.91
33,852.91
-9,000.00
1,041.85
30,739,385

frcount T

Ackivities "” Reports '” Atkach ]

Notes
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All the Accounting Y ou Need to Know

About assets, liabilities, and equity:

=  Assels

o Include both what you have and what other people owe you

o Themoney 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.

o Therest 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).

= Liabilities

o What your company owes to other people

o 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 hills.

o A liability can be aformal 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 payabl e type accounts in QuickBooks.

=  Equity
o Equity isthe difference between what you have (your assets) and what you
owe (your liabilities):
o Equity = Assets— Liabilities

Notes
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All the Accounting Y ou Need to Know

Cash versus accrual bookkeeping:

= Cashbasis
o Incomeisrecorded when money (sales) isreceived and expenses when money
(bills) are paid

= Accruad basis
o Incomeisrecorded when at the time of the sale and expenses when you

receive the hill

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.

Notes
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All the Accounting Y ou Need to Know

M easuring business profitability

» The balance sheet
o A snapshot of your company on one date. It shows:
=  What you have (assets)
=  What people owe you (accounts receivable)
= What your business owes (liabilities and accounts payable)
= The net worth of your business (equity)

= The profit and loss statement
o A profit and loss statement or income statement shows income, expenses, and
net profit or loss

= Statement of cash flows
o Shows receipts and payments during a specific accounting period

Notes
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All the Accounting Y ou Need to Know

Genera journa transactions:
= Traditiona accounting method
= Known as double-entry accounting
= Tota amount in the Debit column equals the total amount in the Credit column
= Each amount is assigned to an account in the chart of accounts
= Toview thejourna entry for atransaction, select the transaction and press Ctrl-Y
= Modify the report and choose to display the Credit and Debit columns

Fifl Transaction Journal

Modify Report... | [ Memarige.., ]| Print,.. E-mai = || Ezpart... || Hide Header || Refresh
Dates | I | From | Bk (& 5ort By | Defaul: v

%23 AM Rock Castle Construction
1ansns Transaction Journal
All Transactions
Trans # ¢ Type i3 Date + Hum_ + Hame + __ Memo + _hem < Hem Description ¢ Account + _Class__ + Sales Price ¢ Debit # Credit *
» 1114 Invoice 121512015 92 Duncan, Dave: Ltili .. Accounts Receiva, 1,600.00 4
Duncan, Dave: Ll Lahor Labar 4000 160000
State Bosrd of Equ...  Ca salestax.. SanTom.. CA sslestax, San..  Sales Tax Payable T75% 0.00
1,600.00 1,600.00
TOTAL 1,600.00 1,600.00

Notes
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Getting Help While Using QuickBooks

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

Onscreen Help to provide conceptual information and step-by-step instructions.
Tutorials on key tasks. These are available by choosing Learning Center Tutorials
from the Help menu.

Live Community to provide instant access to frequently asked questions and experts
who can answer your own guestions.

The onscreen Help provides severa different types of information:

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

Step-by-step instructions.

A search engine that provides you with alist of topics related to the word or phrase
you enter.

Information relevant to the task you are currently performing.

Access to Live Community where you can exchange information with QuickBooks
experts.

Notes
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Getting Help While Using QuickBooks

Tofind atopicin onscreen Help:

From the Help menu, choose QuickBooks Help.
Click the Search tab.

Type customers and click the arrow button.
Click Edit or change customer information.

poODNPRE

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

© Have a Question? rg|
Live Community . | Help |_

f Relevant Topics Search |
[customers | (]
15 topics found: o~

P Edit or change customer:

informatiorn

P Madify {change) a
rmermorized report

2 Send Accountant's Changes
Back to Client

2 [Monprofit] Tracking donars -

c Back iﬁ* | '.2* Frint Topic
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.

To do this task -
1. Click Customer Center.

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

3. In the Edit Customer
window, verify that the
name of the customer
appears in the Customer
MName field as you'd like it
to appear in your
Customers & Jobe list.

'g" If you want the list to

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

5. Close the Help window.

Notes
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Using the Getting Started Center

Asyou are learning to use QuickBooks, you can display the Getting Started Center on
your home page to give you quick access to information that can help you set up your
company.

To seethe Getting Started section on your home page:

Open the Edit menu and choose Preferences.

Click Desktop View.

Click My Preferences.

Check the box next to “Show Getting Started window.”

hpOODNPRE

Preferences

B Accounting P My Preferences | Company Preferences |

E Checking () one Window D (%) Multiple Windows @ |
5 Desktor view
% Finance Charge Desktop Default

®a General (%) Save when closing company () Don't save the deskiop
fi Integrated Applicatio () Save current desktop Also See:
‘ Ikerns & Inventory
[t Jobs & Estimates

B Mukiple Currendies Shov Getting Started Window

% Fayments [] show Live Community
Payroll & Employess

% Reminders

G |
Show Home page when opening a company file ol

[] Detach the Help Windaw

Wl Reports & Graphs Color Scheme

% Sales & Customers ISea Green (Defaul) = |
lg| sales Tax

15} Search Windows Settings

Lal ZendF

% Service Connection

E Speling

[22] Ta: 1099

5. Click OK to close the Preferences window.

Notes
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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, from the File menu, choose Exit.

To prevent or minimize dataloss, you should make regular backup copies of your
QuickBooks company data. In the event of adataloss you can restore your data from the
backup copy.

e To make abackup copy, from the File menu, choose “Create Backup.”

Notes
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Moving between company files

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

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.

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.

Notes
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Using QuickBooks File Manager

If you are using QuickBooks Accountant Edition, you can use File Manager to organize your
company files to make them easier to locate and manage from one location.

Y ou will not use QuickBooks File Manger to organize your files for this class, but you can
use thisinformation to manage information for your clients.

To use QuickBooks File Manager :

1. From the Accountant menu, choose QuickBooks File Manager.
2. If thisisyour first time using File Manager, use the Setup Wizard to organize

your company files.
3. From the Help menu, choose Help or Video Tutorial to learn how to manage files

with File Manager.

Notes
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Lesson 1. Getting started

Review questions

1. List thethree main ways you enter datain QuickBooks.

2. List three ways to access features in QuickBooks.

3. What bookkeeping method does QuickBooks use to create most reports?

4. Which of the following would you not include in the chart of accounts?
a Checking account
b Vendor record
¢ Depreciation expense
d Accounts payable

5. Which of thefollowing is an asset?
a Accounts Payable
b Accounts Recelvable
¢ Company delivery van
dBothaand b
eBothband c

6. Checking, savings, and petty cash should be set up as which of the following

account types in QuickBooks?
a Expense
b Other current asset
c Bank
d Equity

7. Which of the following best describes a balance sheet?
aA summary of acompany’s finances over the past year
b A financial snapshot of a company at a specific point in time
¢ A summary of acompany’s revenue and expenses for afiscal year
d None of the above

Lesson 1: Getting Started
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Review activities
1. Runthe Balance Sheet Standard report from the Reports menu.
2. Usethe Report Center to generate the Profit and Loss Standard report.
3. Openthe Vendor Center and select Cal Gas & Electric. Open thejourna entry for
the check dated 11/25/2015. How much is the amount in the Debit column and to
which account isit assigned? How much is the amount in the Credit column and

to which account isit assigned?

4. Display aHelp topic on using class tracking. Explain when and why you might
want to track classes.
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Answersto review questions

1. List thethree main ways you enter datain QuickBooks.

Forms, lists, registers

6. List three ways to access features in QuickBooks.

Menu bar, Icon Bar, Centers, Home page

7. What bookkeeping method does QuickBooks use to create most reports?

Accrual, but you can see any report (except transaction reports) on a cash basis by
changing the reporting preference.

8. Which of the following would you not include in the chart of accounts?
a Checking account
v b Vendor record
¢ Depreciation expense
d Accounts payable

9. Which of the following is an asset?
a Accounts Payable
b Accounts Receivable
¢ Company delivery van
d Bothaand b
veBothbandc

10. Checking, savings, and petty cash should be set up as which of the following account
types in QuickBooks?
a Expense
b Other current asset
v c Bank
d Equity

11. Which of the following best describes a balance sheet?
a A summary of acompany’s finances over the past year
v b Afinancial snapshot of a company at a specific point in time
¢ A summary of acompany’s revenue and expenses for afiscal year
d None of the above
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