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| f you can write
You can use QuickBooRs

Writing the check Is easy!

Can you run your business by




QuickFact

With no accounting knowledge
you can use QuickBooks

1. Follow the clues
2. QuickBooks will guide you




Follow the clues

Learn the
L an g u ag e ance Cther Current Asse
. Emeloyee advances o et peset

i
# Truck Fixed Asset

= | Activities ™ || Reports '||:|Iru:Iuc|E inactive

The QuickBooks Chart of Accounts was
designed by accountants for the needs for
most businesses. Use it!

[Ctrl + A]
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Follow the clues
#2 Perform tasks in order

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




Follow the clues
#3 QuickBooks will Prompt you

T'*.,. You cannot record a blank transaction. Fill in the appropriate fields and try again.

Error messages will help you to keep your
accounting correct.

These cost time & money!
you donot
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Follow the clues
#4 QuickBooks will Help You

My Preferences
F'res::iru;l Enter moves between fields

\wtomatically open drop-down lists
W) =
I-‘r|::|

[+] Beep when recording a transaction

Gmﬂ [7] Automaticaly pace decimal por

Turn your messages on to stay on track.

From the Edit Menu, select Preferences
and customize to help you.
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Analyze Your Reports
Common Errors & Fixes




Analyze Your Reports

The Balance Sheet

[Reports Menu]
[Company & Financial]
[Balance Sheet Standard]

g
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The Balance Sheet
The most common errors

Incorrect Balances

Negative Balances

Opening Bal Equity




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 SheetQuickTips

Regularly count your inventory and adjust

Report menu,
Inventory
Inventory Valuation
Summary

&

Physical Inventory
Worksheet
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The Balance SheetQuickTips

Balance bank & credit card statements monthly

Report menu,
Banking
Previous Reconciliation
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The Balance SheetQuickTips

Match the bills and loans you pay monthly

Report menu,

Vendors &

Paya

nles

Unpaid Bl

|s Detall
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The Balance SheetQuickTips

Every Balance Sheet account has a Register

Type a help question |Ask = How Do I?

=4 Edit Transaction E| QuickReport

Payee JeCTeas . Balance

Memo

And can be reconciled!
[Ctrl + R]
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The Balance Sheet
Negative Account Balances

ABC Company

Balance Sheet
As of March 31, 2003
+ Mar 31,03 «
ASSETS
Current Assets
Other Current Assets
Employee Advances
Prepaid Maintance Agreements p H57.54 4
Total Other Current Assets -3 242 [k

—_—

Total Current Assets -3 242 b

—_— =
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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
Accumulated Depreciation
Accumulated Amortization
Owner Draw/Shareholder distributions
Sales Discounts or Refunds
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The Balance SheetQuickTips

Edit Account name to include the minus sign
for contra accounts

Fixed Assetls

Fixed Assels 19 125 54
Iaier:l Depreciation .00
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The Balance Sheet
Opening Bal Equity

OBE was designed for i

| Modify Report... |_| Memorize. .. || Print... || E-mail * || Expart... |_| Hide Header || Collapse

Settl n g u p th e Q u I C k B OO kS Dates | This Fiscal Year-to-date v | Bsof | 12/15/2007 [B] Columns | Total only
7:43 AN Larry's Landscaping & Garden Supply

file. If it has a balance: oalance sheet.

Dec 15, 0F

1. Setup was not

Owner's Draw

completed correctly

Retained Earnings

2. It has been used _ et mcome

|n error S|nce Setup TOTAL LIABILITIES & EQUITY

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




The Profit & Loss

or Income Statement




The Profit & Loss QuickTips
|s this reasonable?

ABC Company

Profit & Loss
January through March 2003

+Jan - Mar03 -

Income

Construction Incéme_ 957 (43

_>

Misc. Income
& unds & allowances
. I I"[:["“E
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The Profit & Loss QuickTips
Watch for negative numbers

Expense
Advertising
Automobile Expense
Bank Service Charges 3
Contracted labor <@l -7 b
Dues and Subscriptions
Insurance
Interest Expense
Office Supplies and Expenses

=] il

iy O —

(1}

= O ha O3 —
= B O

—_r

www.AccountingMadeSimple.biz




The Profit & Loss QuickTips
Relationship Analysis

+Jan - Mar 03 » Jan - Mar 02 -
Lonstruction Income 957 B43 Bal 224
Misc. Income 3,290 2422 =1 ata] 6%
Refunds & allowances -428 0 -4.28 -100%
Total Income 960 505 4 b52 bdb a07 ged 47 %

Cost of Goods Sold
Job Related Costs
Total COGS
[Modify Report]
[Prior Year] [$Change] [%0Change]
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The Profit & Loss QuickTips
Relationship Analysis

Expense
Advertising
Automobile Expense
Bank Service Charges
Contracted labor
Dues and Subscriptions
Insurance
Interest Expense
Office Supplies and Expenses
Payroll Expenses
Professional Fees
Repairs
Tax expenses
Telecommunications
Travel & Ent

Total Expense

t Ordinary Income
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Analyze Your Reports

Where did

the money
really go?




The Statement of Cash Flows

Positive Amounts are incoming cash
Negative Amounts are cash used
Goes Beyond Daily Operations 1

Shows changes in Balance Sheet




Cash Flow QuickTips
Watch for patterns and large changes

Payroll Liabilities:WH-1 payable:Indiana with... -1 5bb. bd
Payroll Liabilities:WH-1 payable:Local withh... -JB7 .85
Short term loans e Lt B
Met cash provided by Operating Activities 734 11110

INVESTING ACTIVITIES
Fized Assets:Buildings -bb7 529 bh
Fixed Assets:Equipment 1=
Fized Assets:0Office Equipment -1.178.11
Due from Developers 1D2,EBEED
Prepaid expenses oo o2 L

Met cash provided by Investing Activities -526 555 95

McHKinley Bank Loan -3 409 34
SBA Loan =1 3

DON’T

1’ '(gi"‘
[
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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

Display the Chart of Accounts. [Ctr]l + A]
Click the Account button.
Select Edit from the sub-menu.

Click the Type drop-down list, select the
correct type.

Click OK.

QuickBooks will update all your transactions
& reports.
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u Chart of Accounts

(2O

# Mame =~ 4  Type
+Interest Expense Other Exg

+Other Income Other Inc
+Early Payment Disco. .. Other Inc
+Interest Income Other Inc

+Owner's Draw

+Packaging Materials Costof G

+Payroll Clearing {owner'... Bank

+Payroll Liabilities Other Cun
+ 401K Payable Other Cun

Activitips || Rep

Mew

Edit Account

Delete Account

Make Account Inactive

Ctrl
tn
Ctr

Edit Account

|'|'. Account Type

Account Na

Optional

Mg

Bank

Accounts Receivable
Other Current Asset
Fixed Asset

Other Asset

Accounts Payable
Credit Card

Other Current Liahility

Income

Cost of Goods Sold
- Expense

Other Income

Cther Expense

| Long Term Liabilit
D

Tax-line Mapping | «|nassigned>

Account is inactive

w

How do I choose the right tax line?

Save & Close | |

Cancel




Top 10 Errors & Fixes
#2 Error: Duplicate Names

A common mistake Is the use of several
different accounts for the same expense. In
this situation, there are several options.

Delete
\EVCRIgENYE
Merge

This Fix works for Iltems, Customers, Vendors and all other lists
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Top 10 Errors & Fixes
#2 FIX: Duplicate Names

If the extra account
has never been
used, you can Delete
the account directly
from the chart of
accounts.
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Top 10 Errors & Fixes
#2 FIX: Duplicate Names

Accounts can be
combined using
the Merge In
QuickBooks®.

Edit and change the name of the account you want
to eliminate to the name you wish to keep.
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Top 10 Errors & Fixes
#2 FIX: Duplicate Names

Accounts that
cannot be
merged or
deleted, can be
hidden using
Make Inactive.
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Top 10 Errors & Fixes
#3 Error: Writing Checks to Pay Bills

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 FIX: Writing Checks to Pay Bills

There are two ways to handle this:

1. Delete the original bill

2. Correct the check

A This works especially well if you have already
reconciled the check in the bank account.
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Top 10 Errors & Fixes
#3 FIX: Writing Checks to Pay Bills

@ Sample Wholesale/Distributor Sample File - QuickBooks: Premier Accountant Edition 2008

File | Edit | View Lists Accountant Company Custormners Vendors Employees  Ban O pe n th e b i I I
i) ¥ .
Ho Revert Dyee Center F!_F_-Fl ort Center | Hel P
I
Cut G+ X nter Bills

Copy Lo LF'rE'-.-'inznus. [ Mext | %) Find 3 Histo . C h Oose E d it m e n u

Paste Ctrl+V

Mew Bill Ctrl+M

Delete Bill Ctrl+D - . Select Delete BIII

Memuorize Bill Ctrl+M

Foster Lighting
Comy B = = 87 Civi ive
Copy Bill Ctrl-0 Bayshore, CA 94098
Go To Transfer Ctrl+G

Transaction History... Ctrl+H —_— NOW Only the CheCk WI”
Motepad ns *  Discount Date
Change Account Color..,

show on your books.

Use Register $0.00 | Ttems

Use Calculator Item

exterior Fixt... |0
Search...

Find Bills... Ctrl+F

Preferences...



1.

2.

3.

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

Open the check
Change the Account on the Expense tab to Accounts Payable

Add the Vendor name in the Customer:Job field

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

Memo

Expenses $2,170.00 =ms &0, 00 To be printed

Account Amount Customer:Job Billable?

2,170.00 |FLO987 BFoster Liohtina IE21 I

| — o )= = -




1.

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

Pay Bills and apply the credit to the bill

his will link the bill to the check.




