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SECTION 1 GETTING STARTED

Section Objectives
¢ To gain an overview of the course and the topics to be covered

e To know how QuickBooks works and how you can get around in QuickBooks
e To learn common business terms used by QuickBooks
e To see how to exit QuickBooks

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.

Introducing 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—in your “spare time’—
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.

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.

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.

# Enter Bills sk a help guestion [Aski How Do 17— | O}
ﬁErevious *ﬂext | %‘Find @ Histary
Bl Credit [ Bil B eceived

R = Plumbin =] Date 12/12/2003 |
Bl Due 1272022003

Discount Date Amount Due 17500

Teme Net15 j Bef No. 20001

fMema  |Ses Customer Invoice #46

Espenses $175.00 | leems $0.00]

Account Amount tema Customer:Job
Repairs; Building Repairs 175.00 | Partial paid with B arter o
Clear Splits Recaloulate Save & Close Save & New | 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.

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

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.

Here’s an example of the Customer:Job list.

#. Customer:Job List Ask. a help guestion | Askl = How Do 17N _ | Of x|
« Abercrombie, Fristy 0.00]|
<+ Familp Foom 000 N ot awarded J
+Kitchen 0.00 Pending 4,792.00
+ Remadel Bathroom 0.00 Cloged 763328
«Baker, Chiiz 0.00
¢ Farmnily Room 000 Cloged
«Balak, Mike 0.00
+ LItility Shed 0.00 Closed
«Barley, Renee 0o ﬂ
Job Tl Actviies T | Reports = | = Show Al

QuickBooks lets you complete a variety of activities from lists, using the menu buttons located at the
bottom of each list. For example, to fill out an invoice for a customer, first select the customer from the
Customer:Job list, and then choose Create Invoices from the Activities menu button.

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.



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

& Account: Receivable fsk ahelp question | Ask ™ How Do I?
% Goto... | g Print... | @ Edt Transachion E_D.uickﬂeporl
[rate Mumber Ciistomer | Item Oty Rate Aot Chrg Amt Paid
Type D esciiption Biled D ate Due Date
124122003 06 Teschrer, Antor: Sun B AR00.00 &
PMT
12A14/2003 356 Jacobzen, Doug: Kitche 2,000.00
PHT
1271%/2003 Foche, Diarmuid, G arag 440,00
P T
12M58/2003 Lew Plunbing - © 4500 _|
P T See Bill £20001 -
I™ 1Lline [~ Show open balance Ending balancs 58,473.64
Sot by [Date, Type, Numben’Helﬂ Record I Restore |
QuickE ooks- Customized for Accountants! Learn mers,

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:

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

Compare windows side by side

Customize navigation features

Finding Information to Help You Get Started

If you're new to QuickBooks, the Getting Started 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 Getting Started window, choose Getting Started from the Help menu.

If you're upgrading from a previous version, QuickBooks displays the New Features window. This
window contains information about new features and explains how to find what you need to start
working with the latest version. To display the New Features window, choose New Features from the
Help menu.

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.



Dpen Windows

Sales b Customer Summ...
‘wirite Checks - Checking
Enter Bills

Create Imvaices
Remindars

To show or hide the Open Window list:
1. From the View menu, choose Open Window List.
2. Ifthe listis 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:
From the View menu, choose Multiple Windows.

Using The Menu Bar
You can find all of the QuickBooks commands on the menu bar.

|Eile Edt Miew Ltz Comparny Customers “endors Employees Banking Beports Window Help |

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

Using The Icon Bar

Another feature that makes it easy to get around in QuickBooks is the Icon Bar. It comes preset with
shortcuts to several windows, such as Create Invoices and Enter Bills. By including the features and
reports you use most, you can manage your business more quickly than ever.

m EEL B0 R s e B fel w0 B

Iwoice  Cust Item  MemTs Vend Check Bill Reg Accnt Rmnd  Find  Backup

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 “Customizing the Icon Bar” from the list of topics that displays.

Using The Shortcut List
The QuickBooks Shortcut list groups together related lists and forms in an easy-to-follow format that
helps you work more efficiently. The Shortcut list displays vertically and is an alternative to the Icon Bar.



QuickBooks is preset to display the Icon Bar, but you can display the Shortcut list instead of, or in
addition to, the Icon Bar.

x
Shortcuts
ﬁ Company =
“¢# Company Center
Chart of Accounts
&g Manage Weh Site
[% Customers
"4 Customer Center
|ﬁ Create Invoices
|ﬁ Receive Payments
Customer.Job List
E Vendors

# Enter Bils
#4 Pay Bils

‘endor List

|ﬁ Pay Sales Tax
|ﬁ Adjust Sales Tax
g Employees
@4 Pay Enpluyews
@4 Pay Liabilties
Banking

|ﬁ ‘wiite Checks
|ﬁ Make Deposits

eﬁ Tools

% Business Ser...

El Reports

Help & Support

i

Quicksdd | Custamize...

To show or hide the Shortcut list:
From the View menu, choose Shortcut List.

Like the Icon Bar, the Shortcut list can be customized, so you can add the forms, lists, and registers
that you use frequently, and remove those that you don’t use.

For instructions on how to customize the Shortcut list, search the onscreen Help for shortcuts, Shortcut
list. Then, double-click the topic “Customizing the Shortcut list.”

Making Navigators Your Starting Point

QuickBooks navigators provide a graphical representation of the workflow for a particular area of the
product. For example, the Customers Navigator window has icons for important activities that are
common to working with customers and making sales (such as, creating invoices, receiving payments,
and making deposits). It looks like the following.



Customer Navigator

Customers

Related Activities

k T {g [ sendFoms..
e/ - .,
Estinat Invoi Fiecei Deposit ) )
3 Lm.a.,,es B | | - Pamems % Prittt Ireoices...
“-/ — == ! y Sy ‘r 2 Adda Customer...
Sales 4 % £ / : _‘_s?)
Orders L_.f o .
Finance  Statements Refunds -2 Customer Center..
gy Cnarges and Credits
i @2  Customer Detsil Center..
Sales Emy  Piocess Credi Card
Receipts Payments...
-‘*‘l @ _\b Memorized Reports _Helr

Customers ltems & Templates | Customer Credit
Setvices

write
Register Letters  Check. I Customers vl

Customer Solutions

£/F Adging S ummary
FEATURED SERVICES éi?toAmg: BSaIL;rr:Ln:[
oy | Checks & Supplies Detal
%.f % Manage vour business mare efficiently using checks Customer Balance
. uarantesd to work with QuickB ooks! Sumrmary

Open Invoices

Credit Check Services
_"b Check the credit status of new and existing business Display or Print this Group

customers in QuickBooks.

Memarized Report List
Repoit Finder

=

The navigators let you access features, reports, and solutions for the major areas of
QuickBooks.

e Flow charts guide you in performing tasks in the correct order.

o Related Activities and Memorized Reports let you analyze your data and take
action.

e Customer Solutions help you find features and services that you can use to manage
your business.

To display a navigator, select its name from the Navigator list.

Navigators

Company
Customers

E Yendors

% Employees
Banking

% Buginessz Services

E Repoits

Help & Support

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.

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



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

Fn Chart of Accounts [N Ry Askl -» How Do 1? !E[

[Wame ] & | Tppe | Bolarce |
4 Checking & 2501663

+ Savings & |Bank 13,860 42 J
+ Cash Expenditures Barik 0.00
+ Accounty Feceivable Accounts Receivable 98.379.84
+ Tools & E quipment Other Current & zzet 5.000.00
4 Employee Loans Other Current &szet 0.00
& lrventon Asset Other Current Asset 2R, TEZTE
+ Retainage Other Current &sset 2.461.80
¢ |Indeposited Funds Other Current Aszet 7.933.00
+ Trucks Fixed Asset 2485291
4+ Original Cost Fined Asset 3385291
+ [ eprecistion Fised Asset -9.000.00
+ Pre-paid | nsurance Other Aszzet 0.00
¢ fccounts Papable Accounts Pavable 3347438
+ QuickBooks Credit Card Credit Card 7000
+0QBCE Dept #1 & | Credit Card 4500
+[BCE Dept #2 & | Credit Card 2500

=

Activities = | Reportz ||_ Shaw bl

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.

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, please 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 satisfy all
your debts. Equity comes from three sources:

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

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 scroll box, and then click the Company Preferences tab.)

Important: 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.

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:

10



¢ What you have (assets)

o What people owe you (accounts receivable)

o What your business owes to other people (liabilities and accounts payable)
e 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.

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 From the Reports menu, choose Report Finder.

2 From the Select a type of report drop-down list, choose Company & Financial.
3 Inthe Select a report list, click Profit & Loss Standard.
4 Click Display.

(3]

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 From the Reports menu, choose Report Finder.

2 From the Select a type of report drop-down list, choose Company & Financial.
3 Inthe Select a report list, click Statement of Cash Flows.
4 Click Display.
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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:
e 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 Back Up.

For more information about the recommended backup routine, see Chapter 8,
“Protecting your data,” in the QuickBooks user’s guide.

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 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 the number of company files that QuickBooks will display in the submenu.

To increase the number of company files displayed:
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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