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Lesson Objectives
» Todiscuss decisions that must be made before using QuickBooks
= To create anew QuickBooks company using the EasyStep Interview
= To set QuickBooks preferencesin the Interview
= Torecord the opening balance for a checking account

= To enter customers, jobs, vendors, accounts, and items for a QuickBooks company

Notes
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Creating a QuickBooks Company

A QuickBooks company contains all the financial records for a single business. Before you
can use QuickBooks, you need to tell QuickBooks about your business so that it can set up
your company file.

= EasyStep Interview walks you through setting up your business:

Company Information

Chart of accounts based on your industry
Company organization
Salesinformation

Sales tax information

Estimates

Sales receipts

Preferences

Business start date

Creating an account and entering the opening balance
Reviewing the chart of accounts
Completing company file setup

O O O O O O O O 0O 0O 0O O
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Starting the EasyStep Interview
To begin adding a new company:

Start QuickBooks.

2. Click the “Start your new company file now” button, or choose New Company from
the File menu.

3. Click Yesif you are prompted to confirm.
QuickBooks displays the EasyStep Interview window.

EasyStep Interview

¥ @et answers

EasyStep’Interview Welcome to the EasyStep” Interview

Interview Progress
w'e'll walk wou through setting up the basics by asking wou questions and giving vou quidance along
the way. In about 30 minutes you'll be ready ko start using QuickBooks—customized just For wou!

Start Inberwiew

Other Options...

Hawe you used Quicken, Peachtree, or Are you an accountant or
Office Accounting for your business? QuickBooks expert?

Click. Corrvert Data if you would like to Click, Skip Interview to set up your
transfer vour Financial information to company information on your own,
QuickBooks,

What happens to my converted data?

[ Convert Data 3| Skip Inketview ]

MNeed on-site help?
Local Certified QuickBooks ProAdvisors can set up & customize QuickBooks for your business. (fees

Find & Local may apply) ¥ Learn More
- QuickBooks Expert @
{fees may apph)

Meed help setting up?

Notes
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Entering Company Information

To create a new QuickBooks company file:

1. Atthefirst Welcome window for the EasyStep interview, click Start Interview.
The “Enter Y our Company Information” window appears.
2. Inthe Company Namefield, type L ockhart Design and press Tab.

When you press Tab, QuickBooks automatically enters the same name you typed into
the Legal Namefield. QuickBooks uses the company name on all reports.

3. PressTab again and type 94-1234567 as the Tax I|D number.

Notes
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Entering Company Information

4. Typethefollowing information in the Street address, City, State, and Zip fields:
1239 Bayshore Road
Middlefield, CA 94432
5. Now enter the following information in the Phone and Fax fields:
Phone: 650-555-1234
Fax: 650-555-5678
6. Next enter the email and Web addresses for Lockhart Design.
Email: margaret@samplename.com
Web site: lockhart_design@samplename.com

Y our screen should resemble the following.

EasyStep Interview

i Get answers

Enter your company information

EasyStep’Interview
QuickBooks uses this information on your tax Forms and Forms wou use ko communicate with your

customers and vendors,

*
Company name |L0ckhart Design |

I ]

Interview Progress

Legal name |Lcu:khart Design |
The name you use on your tax and legal forms, Unless wou use a DBA name,
this will prabably be the same as the company name, Explain

Tax ID

[94-1734567

Your Federal Erployer Identification Murnber (EIM) or Social Security Murnber,
Used anly on tax farms,

Strest address | 1239 Bavshore Road |

Ciey [ idlsfield | % [ca vl Plowasz |
Country |U.5. w |
Phane [650-585-1734 | Fax [eso-sss-sers |

Use the Format ywou would like displayed on ywour Farmns, e.g. (B55) 555-1212

E-mail address
|margaret@samplename.cnm |

Web site |www.|nckhart_design.com |

Need help setting up?

Find A Local
 QuickBooks Expert @

e ) (e

* required field Wwhat if T have maore than one business?

7. Click Next.
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Choosing your Company Industry

To choose your company industry to create a chart of accounts:

1. Inthe“Select your industry” window, scroll down the list and select Retail Shop or
Online Commer ce and select it.

EasyStep Interview

i Get answers

Select your industry

EasyStep’Interview
Tell us your industry and we'll customize QuickBooks to work best for yvou,

You will be able to review our recormmendations and change them in this inkerview, And, yvou can
always change each of these settings later. Explain

[ ]

Interview Progress
Don't see your industry? Choose an industry that is similar bo wours, Examples

Select an industry from the list

Industry

Legal Services

Lodging {Hotel, Matel)

Manufacturer Representative or Agent
Manufacturing

Medical, Dental, or Health Service
Mon-Prafit

Professional Consulking

Property Managerent ar Home Association
Real Estate Brokerage or Developer

Rental

Repair and Maintenance
Restaurant, Caterer, or Bar
Retail Shop or ©nline Commerce
Sales: Independent Agent
Transportation, Trucking, or Delivery w

|*

Need help setting up? How does QuickBooks use my industry seleckion?

Find A Local
 QuickBooks Expert @

e ) (e

2. Click Next.

Notes
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Selecting How Y our Company |Is Organized

To select your company organization:
1. Click Sole Proprietorship to select it.

EasyStep Interview

¥ @et answers
How is your company organized?
EasyStep’Interview

Your selection will help QuickBooks create the correct accounts For your business entity
and assign kax Form lines to those accounts,

CL] ]

Interview Progress o
d business with one owner (FORM 1040)

) Partnership or LLP
An unincorporated business owned by two or more partners (FORM 1065)

L

A formal business entity that provides limited liability to its owners

() Corporation {also known as Regular or C Corporation)
A formal business entity with one or more shareholders. (FORM 1120)

(C) S Corporation
A corporation that has elected to pass tax liability to its shareholder(s)
(FORM 1120-5)

) Non-Profit
A not-for-profit organization exempt from paying taxes (FORM 990)

() other/None
Need help setting up? wehich business entity should I choose?
Find & Local
- QuickBooks Expert @

o &) (e

2. Click Next.
QuickBooks needs to know the starting month of your fiscal year.

3. Since Lockhart Design’s fiscal year started in January, leave January selected and
click Next.

In the Set up administrator password window, click Next.
Click Next to save the company file.

In the “Filename for New Company window, make sure that QuickBooks is set to
save thefilein the QBTrain folder you set up in the first lesson.

7. Click Save to accept the default filename of “Lockhart Design.”

Notes
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Customizing QuickBooks for your business

The customization section of the EasyStep Interview is where you indicate:
=  What you sdll

How and when your customers pay you
= How you pay your bills

Based on your answers, QuickBooks sets preferences for the company file. The
preferences enabl e certain features of the QuickBooks program.

EasyStep Interview
i aet answers
Customizing QuickBooks for your business
EasyStep’ Interview
Mext, we'll customize QuickBooks by turning on features that best meet your business
needs, To do this, we'l ask vou questions about:
I ] d dwh I
f i k s
SRtelviCProlieEs our induskry and what you sel
How and when your cuskomers pay you
Howy wou pay your bils
% The Features that appear in your
B2 $E—R 2 @m s custom Home page will be based
87 : Rl i e OR YOUFP answers,
£} A i
| ¥ = L
s’ i g &
—a—8 2 4o
| @ g=—9—»—1a 9 =
! e
Mot sure what you'll need for your business? Answer the inkerview questions based an your
Need help setting up? current needs, You can easily enable additional Features later,
Find A Local
- QuickBiooks Expert @ .
{Fees may apply) [ < Back J [ oMest> |

Notes
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Indicating What Y ou Sell

Y ou need to indicate what your business sells. In general, businesses either sell products or

services, or both. Margaret Lockhart provides consulting services as well as selling products,
such as fabrics.

Toindicate what you sdll:

1. Click Next to moveto the “What do you sell?” window.
2. Click Both servicesand productsto select it.

EasyStep Interview

i Get answers

What do you sell?

() Services only

Such as consulting, rentals, gym memberships, hair skyling services, event services,
I ] construction and labor,

EasyStep’Interview

Interview Progress
el ) Products only

Such as lamps, Fertilizer, books, hardware, tickets, insurance policies. ManuFacturers and
distributors should also select this option,

(%) Both services and products;

Such as a bicycle repair shop that sells bikes, a carpet installation company that sells
carpek,

Need help setting up?

Find A Local
 QuickBooks Expert @

e ) (e

3. Click Next.

Notes
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Entering Sales Information

For retail companies, you need to indicate how you want to enter sales. QuickBooks uses this
information to set recommendations for aretail-type business. Margaret Lockhart does not do
retail saleson adaily basis, so she will record her sales as they occur.

Toindicate how you enter sales:

1. Onthe“How will you enter your sales in QuickBooks?” window, click Record each
saleindividually.

Y our screen should look like this.

EasyStep Interview
¥ @et answers

How will you enter your sales in QuickBooks?
EasyStep’Interview

(#) Record each sale individually:
‘ou can also print sales receipks to give customers,

CLLLIl ]
Interview Progress () Record only a summary of your daily or weekly sales
g If wou use a cash reqister ta ring up individual sales, vou can enter the sales tokals {for the
dav, week, ebc.)inko QuickBooks,

(C) Use QuickBooks Point of Sale
ou can send the dekails of each individual sale inko QuickBooks—with just one click,

Meed help setting up?

Find A Local
- QuickBooks Expert @
{fees may apply) < Back ] [ Texk =

2. Click Next.

Notes

Lesson 2: Setting Up 11



Entering Sales Tax Information

This part of the EasyStep Interview asks whether you charge salestax. Y ou should turn
the sales tax setting off only if you never charge salestax. Margaret Lockhart typically
charges salestax, so we’ll turn on sales tax in her company file.

To set up QuickBooksto track salestax:
1. Click Yesin the “Do you charge sales tax?’ window.

EasyStep Interview
i Get answers
Do you charge sales tax?
EasyStep’ Interview
@"l"es {recommended For your business)
[—‘--- ] O Mo
Interview Progress
Meed help setting up?
Find & Local
7 QuickBooks Expert @
(Fees may apoly) [ sk | [ tea>

2. Click Next.

Notes
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Creating Estimates

If you provide any type of estimate or bid—even averba quote—there are many reasons to
use estimates in QuickBooks.

=  Prepare professional-looking itemized estimates, bids, quotes, or proposals for your
customers.

= Create an invoice from the estimate with just one click. QuickBooks then creates an
invoice using information from your estimate.

= Create reports that compare your estimated costs and revenue against your actual
costs and revenue.

= Compare your actual costs against what you estimated.

= Track which estimates are still active and easily update each estimate as you continue
to negotiate with your customers.

To create estimatesfor your business:

1. Onthe“Do you want to create estimates in QuickBooks?” window, click Yes.

EasyStep Interview m

{ Get snswers

Do you want to create estimates in QuickBooks?

EasyStep'Interview

Some businesses refsr to estimates as quates, bids, or proposals.

Need help setting up?

Eind 4 Local
< QuickBooks Expert

2. Click Next.

Notes
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Using sales orders

If your customers sometimes place orders for items that you don't have in stock or are not yet
ready to invoice for, use a sales order in QuickBooks to track the sale.

Toset up salesorders:

1. Onthe “Tracking customer ordersin QuickBooks” window, click Yes.

EasyStep Interview El

i aet answers

Tracking customer orders in QuickBooks

EasyStep’ Interview
Use a sales order to track customer arders that wou plan to fill at a later date, such as
backorders or special orders.

[-I-l---ll ]

T Sales orders can be used ko krack any of your unfulfilled orders or manage your inventory.
Interview Progress

Some examples:

A bike shop receives an order For a custom-builk bike, 4 sales order is used ko track the
order and is then converted to an invoice when the customer picks up the Finished bike,

A wholesaler receives an arder For 1,000 couches, The sales order adjusts inventory levels
to show these couches are spoken For,

Do you want to track sales orders before you invoice your customers?

{recommended for your business)

C)Nu

Tip! You can change a sales order ko an invoice with one click,

Need help setting up?

Find A Local
- QuickBiooks Expert @

{Fees may apply) [ < Back J L Mexk > J

2. Click Next.

Notes
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Choosing Remaining Preferences

The next series of windows ask “yes or no” questions that enable or disable different
QuickBooks features, based on your company needs. Simply click Yes or No, then click
Next to move forward in the Interview. For Lockhart Design, complete the preferences by
giving the following responses:

For thisitem... Select...
Billing statements No
Progress invoicing Yes

Bill tracking Yes
Inventory No
Track time Yes
Employees No

Y ou can always change preference settings | ater, after the EasyStep Interview. From the Edit
menu, choose Preferences, and then select the preference type in the left panel.

Notes
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Choosing a Start Date

The start date is the date for which you give QuickBooks a financial snapshot of your
company assets and liabilities.

To choose astart date:

1. Onthe“Using Accountsin QuickBooks” window, click Next.

2. Select “Usetoday’s date or the first day of the quarter or month,” and then enter
12/31/2010.

EasyStep Interview

i aet answers

Select a date to start tracking your finances

EasyStep’ Interview
The date vou select will be vour start date in QuickBooks,

T T T ) Beginning of this fiscal year: 01,/01/2010

Interview Progress In order to complete this year's tax returns, you'll need to enter transactions
fram the beginning of this Fiscal vear bo boday,

(%) Use today's date or the first day of the quarter or month.
¥ou'll need to enter transactions From this date forward,

1zj31jz010[E]

what date should I choose?

Need help setting up?

Find A Local
- QuickBiooks Expert @

{fees may apply) [ < Back J L Mexk =

3. Click Next.

Notes
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Reviewing the Chart of Accounts

The chart of accounts is made up of five types of accounts common to all businesses—the
income and expense accounts used by the Profit and Loss Statement, and the asset, liability,
and equity accounts used by the Balance Sheet. Each time you enter a transaction,

QuickBooks will prompt you to categorize it into one of these five types of accounts.

Because you chose an industry from the list earlier in the Interview, QuickBooks has aready

created income and expense accounts for your company.

Toreview thechart of accounts:

1.

In the “Review income and expense accounts” window, scroll through the preset
accounts to get an idea of what isincluded.

¥ et answers

Review income and expense accounts
EasyStep’Interview
Income and expense accounts cakegorize money your business earns from, or spends on, normal
business operations.

2 Recommended acc s for your industry are typically all you need
Interview Progress for income tax purposes. Explain

P& | Account Name Type
Merchandise Sales ~
+ |3ales Discounts Income =
Service Sales Income =
¥ |Merchant Account Fees Cost of Goods Sold
Product Samples Expense Cost of Goods Sold
Purchase Discounts Cost of Goods Sald
Purchases - Resale Ikems Cost of Goods Sold
+ |Advertising and Promotion Expense
+ |Automaohile Expense Expense
< |Bark Service Charges Expense
Business Licenses and Permits Expense
Cash Drawer Payouts Expense
Cash Over and Short Expense
Charitable Contributions Expense
+ |Computer and Internet Expenses Expense N

store Recommendations

Wy shiould T use the recommended accounts?

Need help setting up?

Find & Local
- QuickBooks Expert

Mote: You can modify wour chart of accounts anytime after completing this interview,

= (e

J

Click Next to go to the next window.

Notes
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3. Click Go to Setup.
The QuickBooks setup screen appears.

Let's get you set up!

In just 3 steps, we'll help you get the critical info you need into QuickBooks. & Got 20 seconds? See how easy it is.
@ Add the people you do business with
‘F—_ g

Why do this? Import or enter your contadts so you can bill your customers, pay Add

your vendors, and track your employees. & see how it works (1:30)

Add the products and services you sell
Add More
You've added and 2 non-inventory parts

Add your bank accounts
Why do this? So you can track deposits, payments and how much money you

have. Don't worry we won't connect to your bank. BSee how it works (0:50)

Ready to start working? You can always come back later... Start working

After you have completed the EasyStep Interview, use the information in the help
options described later in this chapter to help you make changes and adjustments to
your company file.

Notes
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Entering bank accounts and opening balances

The balance sheet accounts in the QuickBooks chart of accounts start with an opening
balance of zero. Before you begin working in QuickBooks, you need to enter an opening
balance for each balance sheet account as of your start date.

To enter bank account infor mation:

1.

On the “Add your bank account” section of QuickBooks Setup, click Add.

2. Type Checking as the Account Name.
3.
4

For Opening Balance, type 8359.00.
For Opening Balance Date enter 12/28/2010.

Add your bank accounts 0 s i

You can add as many bank accounts as you'd like. The only required info is the account name. We won't actually connect to your bank, we'll just create a register so you
can track income and expenses.

8,359.00 | 12/28/2010

T

5.
6.
7.

Click Continue.
In the Order Checks screen, select No Thanks and click Continue.
Click Start Working.

Notes
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Completing Company File Setup

After you have created your company file using the EasyStep Interview, you can begin using
QuickBooks to run your business.

However, there are some additional tasks you might need do to make sure the company fileis
properly set up and that the datais compl ete.

QuickBooks is based on four key concepts:

= Customers & jobs
=  Vendors
=  Accounts
= [tems
Notes
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Adding Customers

To add a customer:

1. Click Customer Center in theicon bar.
2. Click the New Customer & Job menu button, and then choose New Customer.

If the New Feature screen for Add/Edit Multiple List Entries appears, click the box

for “Do not display this message in the future” and click OK.

© ©® N oo

In the Customer Name field, enter the name of the customer as you'd like it to
Appear on your Customers & Jobs list. For this exercise, type Smith, Lee, and then
press Tab.

Y ou want the list to show last namesfirst.
Press Tab in the Opening Balance field to leave this field blank.

The Opening Balance field tells you how much each customer owes you on your
start date so that when you enter the rest of your transactions from your start date

to today, all balances since your start date will be accurate.
For now, leave this field blank. Lockhart Design is planning to set up one or more
jobs for this customer. QuickBooks will calculate and track the overall balance for
this customer from the balances you enter for the individual jobs.
In Address Info tab, click in the First Name field and type L ee.
Press tab and type M. asthe middle initial and in the Last Name field, type Smith.
Press Tab to go to the Address field, and then press Enter after Lee M. Smith.

Type 43 Hampshire Blvd and press Enter.

10. Type East Bayshore, CA 94327.
11. Click the Copy button to copy the address to the Ship To field. Click OK in the Add

Shipping Address Information window.

Y ou can have and use more than one Ship To address per customer or job, but Lee
Smith uses only one address.

Notes

Lesson 2: Setting Up 21



% Mew Customer

Customer Mame | Smith, Lee |

Cpening Balance | | as of ||:|g||'19||'2|:|1|:| | How do I deterrine
the opening balance? Cancel

] Address Info I &dditional Infao " Payrnent Info " Job Infa | —

Company Name | | Contact |l ee M. Smith Help

M M. L | Phaone |

First Mame !Lee | ML |, | Fax |

D Cuskorner is
Last Mame |Smith | Al Phone | inactive

&k, Conkack |

E-mail |

Cc |

Addresses
Bill To Ship To | Ship To 1

Lee M. Smith Lee M. Smith
43 Hampshire Blvd ] 1 43 Hampshire Blvd
East Bavshore, A 94327 d | East Bayshore, CA 94327

[ A hiew ‘H 2l ][ el ] Zuskamer

Default shipping address Manager Cnline

12. Click OK to add this customer.
The Customer Center appears, with the Customers & Jobs list along the left side.
Note: The Customers & Jobslist isthe same list as the Customer:Job list. It is called
Customers & Jobs on the Customer Center, and it is called Customer:Job on forms.
It is sometimes also referred to as simply the Customer list.

Notes
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Adding a Job

Y ou do not need to add jobs to the Customers & Jobs list if your company never does more
than one job or project per customer. Jobs in QuickBooks are optional. If you often perform
multiple jobs for the same customer, you can use jobs in QuickBooks to track the activity for
each job separately.

Lockhart Design wants to track jobs for Lee Smith.

Toadd ajob for a customer:

> 0w NP

© © N o O

In the Customers & Jobsligt, right-click Smith, L ee and choose Add Job.
In the Job Name field, type Patio, and press Tab.
In the Opening Balance field, type 862 and press Tab.

Enter 12/31/2009 in the As Of field to indicate that this was the balance outstanding
for thisjob as of the QuickBooks start date.

Click the Job Info tab and choose “In Progress” from the Job Status drop-down list.
For the Start Date, type 12/15/10 and press Tab.

In the Projected End date, type 3/15/11 and press Tab.

Click OK.

If you see a message about a past or future transaction, click Yesto save the
transaction.

The job now appears under Smith, Lee in the Customers & Jobs list.

J Customers & Jobs l Transactions
View | Active Customers v |
Find | Y]
| Mame Balance Tokal | Attach
«+3mith, Lee a6z.00
+Patio

10. Close the Customer Center.

Notes
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Adding Vendors

In order to pay your bills with QuickBooks, you need to add your vendors. Nearly everyone
you pay, other than employees, is avendor.

To add a vendor:

1. Click Vendor Center intheicon bar.
2. Click the New Vendor button, and then choose New Vendor.

In the Vendor Name field, enter the name of the vendor as you'd like it to appear on
your Vendor list. For this exercise, type Fay, Maureen Lynn, CPA, and then press
Tab.

4. Inthe Opening Balance field, type 350, which is the amount you owed this vendor as
of the start date. Press Tab.

5. Inthe AsOf field, enter 12/31/10.

6. In AddressInfo tab, click in the First Name field and type M aur een.

7. Presstab and typelL. asthe middleinitial and in the Last Name field, type Fay.
8. PressTabto go to the Address field, and then press Enter after Maureen L. Fay.
9. Type 200 Royal Rd. and press Enter.

10. Type Bayshore, CA 94326.

11. Click in the “Print on Checks As” field, and type M aur een Fay.

12. Click OK to add this vendor.

13. If you see a message about a past or future transaction, click Yesto save the
transaction.

The new vendor appears on the Vendor list.

¥endors . Transactions .

View | Ackive Yendors Bt
Find | f
Marme Balance Tokal Aktach

EFav, Maureen Lynn, CPA 350.00

14. Close the Vendor Center.

Notes
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Setting Up Additional Accounts
During the EasyStep Interview, you added one checking account for Lockhart Design.

There are two basic types of accounts:
= Balance sheet accounts, such as savings or checking

= Accounts used to group transactions for reporting purposes, such asincome and
expense accounts

Income and expense accounts track the sources of your income and the purpose of each
expense. When you record transactions, you usually assign the amount of the transaction to

one or more income or expense accounts.

Notes
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Setting Up Additional Accounts

To add an income account:

From the Lists menu, choose Chart of Accounts.

Click the Account menu button and choose New.

In the Add New Account window, choose I ncome and then click Continue.
Click in the Account Name field, and type Consulting.

o ~ W DN PE

From the Tax Line Mapping drop-down list, choose Sch C: Other businessincome.

' Add Mew Account |:| |E| E|

ﬂ'n' account Type | Income

Account Name ||:|:||-|5|_||ting | [ Seleck from Examples

[] subaccount of

Dptional

Descripkion

Moke |

Taz-Line Mapping 'En:hedule e e . | How do I choose the right Eax line?

[ Save & Close ] [ Save & hew ] [ Zancel

6. Click Save & Close, and then close the Chart of Accounts.

Notes
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Adding Items

Toadd an item:

1. From the Lists menu, choose Item List.

B Item List

L-:u:ulgfu:url in |F'.II fields v| [ Search

Marme Accounk on Sal... | Price Akkach

Cons Mo... [Mon-imeen... [Merchandi.. | | oo |
¢Mon-invent, .. |Mon-inventor.., [MNon-inven. .. |Merchandi, .. 0,00
«Local Tax Local Sales Tax |Sales Tax ... [Sales Tax ... 0,0%
0k of Skate  |Ouk-of-skate ... [Sales Tax ... |3ales Tax ... 0,0%
#5kakte Tax Skate Sales Tax |Sales Tax ... |Sales Tax ... 0.0%

Activities '][ Reports '][ Excel '” Attach ]

Click the Item menu button, and choose New.
In the New Item window, choose Service from the Type drop-down list.
Click in the Item Name/Number field and type I nitial Design Consultation.

o b~ w N

In the Description field, type I nitial design consulting.
QuickBooks displays the Item List.

Notes
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Adding Items

6. Click inthe Rate field, and type 40.
7. Inthe Tax Codefield, choose Non-T axable Sales from the drop-down list.
8. Inthe Account field, choose Consulting.

Mew ltem

Type I
Use for services you charge for or purchase, like

specialized labar, consulkting haurs, ar professional Cancel
fees,

| Zervice W |

ek

Itern Mame)Mumber [ ] subitem of Custom Fields

|Initial Design Con. ., | |

Speli
Init of Measure peling

[] This service is used in assemblies or is performed by a subcontractor or partner

Description Rake 40.00
Initial Design consulting Tax Code

Account | Consulking b |

[ ] item is inactive

How can I sek rakes by cuskomers of emplovessy?

9. Click OK to add the new item to the Item List.

E. Item List

Look Far | ! in |.0.II figlds

Mame Description Account On Sal... | Price Attach
<Initial Desig. .. |Initial Design ... |Servi Consulting

+Cansignme. .. [Consigned Mo. .,

+MNan-invent, .. [Mon-inwentor, .. |Mon-inven..,

+Local Tax Local Sales Tax |Sales Tax ...

00k of State  [CQut-of-state ... |Sales Tax ...

#5kake Tax Skate Sales Tax |Sales Tax ...

’_: Item 'El[ Activities "” Feports

10. Close the Item List.

Notes
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Entering Historical Transactions

If your QuickBooks start date is before today’s date, you need to enter past transactions so
that you have complete financia records from the start date forward. It isimportant to enter
historical transactionsin this order:

1.

2.

All sales (sales receipts, invoices, or statement charges)

Customer payments received for outstanding invoices after the start date
Bills received since the start date

Bills paid since the start date

Deposits made to any of the accounts since the start date

Any other checks written (other than bills) since the start date

Notes
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Lesson 2: Setting Up QuickBooks

Review questions

1. During the EasyStep Interview, QuickBooks creates income and expense accounts based
on your company’s

2. When setting up a company file in QuickBooks, what does the Start Date signify?

a The date the business was created

b Thefirst date of the company’sfiscal year

¢ The date the company purchased QuickBooks

d The date from which you will be entering transactions in QuickBooks

3. When setting up a company file in QuickBooks at the beginning of afiscal period, you
would normally select which of the following as the start date?

a Thefirst day of the current fiscal period
b Thelast day of the previous fiscal period

4. Trueor false: Once you have set up the chart of accounts, you cannot add, delete, or
modify accounts.

a True
b False

5. Before working in QuickBooks, you need to enter an
for each account.

6. True or false: Choosing a company organization associates a tax form with your business
in the QuickBooksfile.

a True
b False

7. In QuickBooks, linking income and expense accounts with tax lines does which of the
following?

a Helps keep your company profitable

b Helpsin preparing income taxes

c Helps keep track of sales taxes you owe
d BothB and C
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Review activities

1. Turnon classtracking in the company file you created in this |esson.
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Answersto review questions

1. During the EasyStep Interview, QuickBooks creates income and expense accounts based
on your company’s industry.

2. When setting up a company file in QuickBooks, what does the Start Date signify?

a The date the business was created
b Thefirst date of the company’sfiscal year
¢ The date the company purchased QuickBooks
v d The date from which you will be entering transactions in QuickBooks

3. When setting up a company file in QuickBooks at the beginning of afiscal period, you
would normally select which of the following as the start date?

a Thefirst day of the current fiscal period
v b Thelast day of the previousfiscal period

4. Trueor false: Once you have set up the chart of accounts, you cannot add, delete, or
modify accounts.
a True
v b False

5. Before working in QuickBooks, you need to enter an opening balance for each account.

6. True or false: Choosing a company organization associates a tax form with your business
in the QuickBooksfile.

v aTrue
b False

7. In QuickBooks, linking income and expense accounts with tax lines does which of the
following?

a Helps keep your company profitable

v b Helpsin preparing income taxes
¢ Helps keep track of sales taxes you owe
d BothB and C
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