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Writing the check is easy!

Can you run your business by 

just

writing checks?

If you can write a checké..             
You can use QuickBooks®!



QuickFact

With no accounting knowledge

you can use QuickBooks

1. Follow the clues

2. QuickBooks will guide you
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Learn the 

Language 

of Accounting 

The QuickBooks Chart of Accounts was 

designed by accountants for the  needs for 

most businesses. Use it!

[Ctrl + A]

Follow the clues
#1 Use specific Terminology



www.AccountingMadeSimple.biz 7

Follow 

the 

path

The Home page keeps your tasks in 
order. If done out of order, 
accounting errors happen!

Follow the clues
#2 Perform tasks in order
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Error messages will help you to keep your 

accounting correct. 

These cost time & money!

If you donôt know Y.A.Y.A.

Follow the clues
#3 QuickBooks will Prompt you
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Make

QB 

Your 

Own!

Turn your messages on to stay on track. 

From the Edit Menu, select Preferences 
and customize to help you.

Follow the clues
#4 QuickBooks will Help You
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Analyze Your Reports 
Common Errors & Fixes
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Analyze Your Reports

The Balance Sheet

Assets = What you Own

Liabilities = Who you Owe

Equity = Value to Owners

[Reports Menu] 

[Company & Financial]

[Balance Sheet Standard]
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The Balance Sheet
The most common errors

Incorrect Balances

Negative Balances

Opening Bal Equity



www.AccountingMadeSimple.biz 14

The Balance Sheet
Incorrect Balances

Example Balances SHOULD Be:

Checking = Bank balance 

+/- outstanding deposits & checks

Inventory = Cost of stock

Credit Card = Card balance  

+/- outstanding payments & charges

Loan balances = What you owe to the bank
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The Balance Sheet - QuickTips
Regularly count your inventory and adjust

Best Reports

Report menu,              

Inventory                      

Inventory Valuation 

Summary

&

Physical Inventory 

Worksheet
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The Balance Sheet - QuickTips
Balance bank & credit card statements monthly

Best Report

Report menu,

Banking

Previous Reconciliation
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The Balance Sheet - QuickTips
Match the bills and loans you pay monthly

Best Report

Report menu, 

Vendors & 

Payables 

Unpaid Bills Detail
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The Balance Sheet - QuickTips
Every Balance Sheet account has a Register

And can be reconciled!

[Ctrl + R]
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The Balance Sheet
Negative Account Balances
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The Balance Sheet
Negative Account Balances

Very few accounts should appear negative

Except these contra accounts

1. Allowance for Doubtful Accounts

2. Accumulated Depreciation

3. Accumulated Amortization

4. Owner Draw/Shareholder distributions

5. Sales Discounts or Refunds
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The Balance Sheet - QuickTips

Edit Account name to include the minus sign 

for contra accounts
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The Balance Sheet
Opening Bal Equity

OBE was designed for

setting up the QuickBooks

file. If it has a balance:

1. Setup was not 

completed correctly

2. It has been used

in error since setup.

Often contains the missing info for negative & incorrect balances

If you need help, Y.A.Y.A.
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Analyze Your Reports 
The Bottom Line

Trust your instincts!
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The Profit & Loss
or Income Statement

Measure of 
how much 
money we 
make

Or donôt!
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The Profit & Loss QuickTips
Is this reasonable?
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The Profit & Loss QuickTips
Watch for negative numbers
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The Profit & Loss QuickTips
Relationship Analysis

[Modify Report]

[Prior Year] [$Change] [%Change]

Compare related accounts
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The Profit & Loss QuickTips
Relationship Analysis

Compare periods or years
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Analyze Your Reports

Where did 

the money 

really go?
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The Statement of Cash Flows

Positive Amounts are incoming cash

Negative Amounts are cash used

Goes Beyond Daily Operations ï

Shows changes in Balance Sheet
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Cash Flow QuickTips
Watch for patterns and large changes
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Top 10 Errors & Fixes
#1 Error: Incorrect Account Type

A very common error is in the use of an 

incorrect account type. If this occurs, 

your reports will not be correct.

To correct this error, simply edit the 

account and change its type.
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Top 10 Errors & Fixes
#1 Fix: Incorrect Account Type

Â Display the Chart of Accounts. [Ctrl + A]

Â Click the Account button.

Â Select Edit from the sub-menu.

Â Click the Type drop-down list, select the 

correct type.

Â Click OK.  

QuickBooks will update all your transactions 

& reports.
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A common mistake is the use of several 

different accounts for the same expense. In 

this situation, there are several options.

Delete

Make Inactive

Merge

Top 10 Errors & Fixes
#2 Error: Duplicate Names

This Fix works for Items, Customers, Vendors and all other lists
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If the extra account 

has never been 

used, you can Delete

the account directly 

from the chart of 

accounts.

Top 10 Errors & Fixes
#2 Fix: Duplicate Names
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Accounts can be 

combined using 

the Merge in 

QuickBooks®.

Top 10 Errors & Fixes
#2 Fix: Duplicate Names

Edit and change the name of the account you want 

to eliminate to the name you wish to keep.
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Accounts that 

cannot be 

merged or 

deleted, can be 

hidden using 

Make Inactive.

Top 10 Errors & Fixes
#2 Fix: Duplicate Names

Select the account in the Chart of Accounts, 

choose Account and Make Inactive.
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A common mistake is recording 

payment of bills entered in QB using 

the write checks screen. 

This leaves the original bill unpaid and 

doubles the expense. 

Top 10 Errors & Fixes
#3 Error: Writing Checks to Pay Bills
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There are two ways to handle this:

1. Delete the original bill

2. Correct the check 

Â This works especially well if you have already 

reconciled the check in the bank account.

Top 10 Errors & Fixes
#3 Fix: Writing Checks to Pay Bills
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1. Open the bill

2. Choose Edit menu

3. Select Delete Bill

Now only the check will 

show on your books.

Top 10 Errors & Fixes
#3 Fix: Writing Checks to Pay Bills
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1. Open the check

2. Change the Account on the Expense tab to Accounts Payable

3. Add the Vendor name in the Customer:Job field

This is only available when you use an Accounts Payable type account

Top 10 Errors & Fixes
#3 Fix: Writing Checks to Pay Bills
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1. Pay Bills and apply the credit to the bill

This will link the bill to the check.

Top 10 Errors & Fixes
#3 Fix: Writing Checks to Pay Bills


