Set Up Chart of

Accounts and Start Dates

he chances are excellent that your company will

have been operating, if only for a short time, prior

to the time you start using QuickBooks. To produce
accurate financial information, you must type historical
information into QuickBooks to account for the activities of
your business up to the point when you start using

QuickBooks. For this reason, you need your company’s most
recent Chart of Accounts. After you obtain this, you must
decide on what date to start using QuickBooks.

After QuickBooks is in place, you need to gather the history
of your company’s finances. For more on gathering this
information, see the section “Gather Historical
Information.”

Chart of Accounts

Every business has a Chart of Accounts that helps organize
accounting information so that you can track it effectively.
Each account has a name and usually a number. When
creating the Chart of Accounts, accountants often use a
numbering scheme that makes identifying the type of
account easy. For example, accounts with numbers starting
with 10000 may represent assets, accounts with numbers
starting with 20000 may represent liabilities, accounts with
numbers starting with 30000 may represent equity,
accounts with numbers starting with 40000 may represent
income, accounts with numbers starting with 50000 may
represent cost of goods sold, and accounts with numbers
starting with 60000 or higher may represent expenses.

You need a copy of your company’s Chart of Accounts as
well as the balances in each asset, liability, equity, income,
cost of goods sold, and expense account as of the day
before you start using QuickBooks.

Select a Starting Date

For most of your accounts, you can type one number that
represents your historical balance in that account on the
day you start using QuickBooks. For some accounts,
however, you need to supply more detail. For example, the
Accounts Receivable account balance represents the total of
all invoices that your customers have not yet paid. When
you receive a customer payment, you apply it to an open
invoice to close that invoice and reduce the Accounts
Receivable balance. So, to start using QuickBooks, collect all
unpaid customer invoices as of the day you start using
QuickBooks.

Before you start gathering information, decide on the first
date you intend to use QuickBooks to account for your
company'’s transactions. The date you choose determines
the “as of” date of the information you need to collect. You
should try to start using QuickBooks on the first day of an
accounting period — either on the first day of your
company’s fiscal year or on the first day of a month. If you
start using QuickBooks on January 1, you do not need to
supply any historical payroll information.
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Gather Historical

Information

fter you have a Chart of Accounts and have
determined when to start QuickBooks per the
section “Set Up Chart of Accounts and Start

Dates,” you must then gather some critical information.
Collect the following information as of the day before you
start using QuickBooks:

Chart of Accounts Balances

First, you need the balances of all the accounts listed on
your Chart of Accounts. Ask your accountant for a Trial
Balance report as of the day before you intend to start
using QuickBooks.

Employee Information

You need the names, addresses, and background
information found on the W-4 form for your employees.
You also need to make a list of the various payroll benefits
offered and the payroll taxes paid by your company. See
Chapter 4 for details on setting up payroll background
information.

Vendor Information

Obtain the names, addresses, and background
information, such as payment terms, for your customers
and vendors. Also have available the sales tax information
that your municipality requires you charge your
customers. See Chapter 3 for information about setting up
sales taxes and other items you need to prepare invoices
in QuickBooks. See Chapter 5 for details on setting up
customers and Chapter 6 for details on setting up
vendors.

Inventory and Product Lists

You need a list of the items that you sell. See Chapter 7
for information on setting up inventory, noninventory,
service, and other items.

Reconciled and Unreconciled Items

Obtain the reconciled balance of each checking account
and a list of all unreconciled checks and deposits. See
Chapter 2 for details on setting up an existing checking
account.

Outstanding Customer Balances

Obtain the most recent list of outstanding customer
balances along with the invoices that comprise those
balances. You type those invoices in QuickBooks the same
way that you type new invoices. See Chapter 11 for
details on entering invoices.

Vendor Balances

You need the outstanding vendor balances along with the
bills that comprise those balances. You enter those bills in
QuickBooks the same way that you enter new bills. See
Chapter 14 for details on entering bills.



Select the Correct

Edition of QuickBooks

ecause QuickBooks is available in five different

editions, selecting the edition that best supports

your needs is important. You can purchase
QuickBooks Basic, QuickBooks Pro, QuickBooks Premier,
QuickBooks Enterprise Solutions, and QuickBooks Online
Edition. QuickBooks Basic, QuickBooks Pro, and QuickBooks
Premier are all aimed at small- to medium-sized businesses
with 20 employees or less. QuickBooks Basic is a good
product to use if you have been tracking your company’s
business activities either on paper or using a spreadsheet
and are just getting started with electronic accounting.
QuickBooks Pro contains more tools than QuickBooks Basic
and, for example, enables you to customize and e-mail
forms and reports. QuickBooks Premier contains all the
features in QuickBooks Basic and QuickBooks Pro, along
with budgeting, forecasting, and business planning features
and stronger inventory tracking capabilities. QuickBooks
Enterprise has the same features you find in QuickBooks

Premier, but QuickBooks Enterprise works best for
businesses with more than 20 employees. QuickBooks
Online works well when several people across several
locations need access to your accounting data.

In addition, during installation, you have the choice

of installing one of the industry-specific editions for
accountants, construction, manufacturing, nonprofit,
professional services, retailers, and wholesalers. Most
people use QuickBooks Basic, QuickBooks Pro, or
QuickBooks Premier; this book is based primarily on

the non-industry-specific edition of QuickBooks Premier,
which contains features not found in QuickBooks Basic or
QuickBooks Pro. You can use this book with editions other
than QuickBooks Premier, but the screens may differ or
features may not be available.

The table below provides you with a general comparison of
some of the features in the products.

Feature QuickBooks Basic QuickBooks Pro QuickBooks Premier  QuickBooks Enterprise  QuickBooks Online
Network-capable No Yes Yes Yes Internet-based
Connects multiple locations No No No Yes Yes

Acounts Payable functions Yes Yes Yes Yes Yes

(print checks, pay bills)

Accounts Receivable functions Yes Yes Yes Yes Yes

(invoice customers, track

payments, track sales taxes)

Inventory tracking Yes Yes Yes Yes No

Payroll functions Yes Yes Yes Yes Yes

Account Reconciliation Yes Yes Yes Yes No

Job Costing and Estimates No Yes Yes Yes No

Time Tracking No Yes Yes Yes Yes

Track Fixed Assets, Loans, No Yes Yes Yes No

and Vehicle Mileage

Supports shipping via No Yes Yes Yes No

UPS or FedEx

Reporting Yes Yes Yes Yes Yes
Customize Forms No Yes Yes Yes Yes
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QuickBooks Basic

Using QuickBooks Basic, you can print checks, pay bills,
track expenses, invoice customers and track their
payments, create purchase orders and track inventory,
process payroll, and generate reports and graphs.
However, QuickBooks Basic does not contain many of the
features that you find in the other editions of QuickBooks.
QuickBooks Basic is also the only edition of QuickBooks
that you cannot use in a network environment or in
multiple locations.

QuickBooks Pro

QuickBooks Pro contains all the features you find in
QuickBooks Basic along with, for example, the features
necessary for job costing and estimating, time tracking,
customizing forms, printing shipping labels and packing
slips, interfacing with applications such as Microsoft Excel,
Word, and Outlook, and e-mailing forms. Although you
can use QuickBooks Pro in a network, you cannot use it in
multiple locations.

QuickBooks Premier

QuickBooks Premier contains all the features you find in
QuickBooks Basic and QuickBooks Pro. In addition, you
can use QuickBooks Premier to build and track inventory
assemblies, generate purchase orders from sales orders, set
price levels for each item, track comprehensive employee
information, analyze your business, and access your data
in an internal network or remotely over the Internet.

QuickBooks Enterprise Solutions

QuickBooks Enterprise Solutions contains all the features
found in QuickBooks Premier, adds some new features,
and then expands on other features. For example, you can
use QuickBooks Enterprise Solutions to connect not only
through an internal network but also across multiple
locations; and simultaneous user performance is better in
QuickBooks Enterprise Solutions than in the other
network-enabled editions. In QuickBooks Enterprise
Solutions, you can filter and search customer lists and
combine reports from multiple company files through an
automatic export to Microsoft Excel. You also can store up
to 29,000 customers, vendors, and products; in the other
editions of QuickBooks, you can only store up to 10,000.

QuickBooks Online Edition

QuickBooks Online Edition, a subscription service, is a
Web-based application that works like the desktop editions
of QuickBooks. Instead of buying and installing
QuickBooks on an individual computer, users purchase a
subscription and then access QuickBooks through the
Internet. QuickBooks Online Edition contains many of the
features you find in QuickBooks Pro, along with the ability
to connect multiple geographic locations.



Start
QuickBooks

ou can start QuickBooks in several ways. You can

use the Start menu, a desktop shortcut, or even I have previously used QuickBooks, but
the Windows Run command. When you open have installed it on a new computer. How
QuickBooks for the first time, you see the Welcome to do | access my company?
QuickBooks window. When you work in QuickBooks, you W On your old computer, back up your
create a data file, which QuickBooks calls a company file, in QuickBooks company to either floppy disk,
which you store the information specific to your business. CD, zip disk, or a network hard drive.
From the Welcome to QuickBooks window, you can open an On your new computer, open QuickBooks.
existing company, create a new company, convert a Quicken When you see the Welcome to QuickBooks
file, or open a sample company. If you have not previously window, click File and then click Restore.
used QuickBooks, you must create a new company. See the See Chapter 25 for details on backing up

section “Create a New Company” for details.

and restoring.

~ Start QuickBooks

0 Click Start.

9 Click All Programs.

9 Click QuickBooks.

@ Click QuickBooks Premier Edition 2005.

Note: If you are using a different edition, click
the name of that edition.

QuickBooks opens.

The Automatic Update screen appears,
explaining that the Automatic Update
feature is turned on.

® Cclick oK.

The Welcome to QuickBooks window
appears.

@ Set Program Access end Defaulis
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chapter 1

Get Started with QuickBooks

Create a
New Company

o use QuickBooks, you must create a company

data file to store information about your business.

QuickBooks attempts to simplify this process with
the EasyStep Interview Wizard, which walks you through
the process of creating everything you need to use
QuickBooks — a chart of accounts, all of your customers,
vendors, employees, payroll information, inventory
items, sales tax codes — and sets up opening balances
for everything. In addition, you set preferences for all
areas of QuickBooks in the EasyStep Interview Wizard.

can leave and restart the wizard, most people find it

easiest to manually create a company file and set up

QuickBooks at their leisure. In this section, you create
a company data file manually.

If 1 do not have time to complete the
EasyStep Interview Wizard in one sitting,
how can | restart the Wizard?

W Click File and then click EasyStep Interview.

Although being prompted for this information can ensure
that you do not miss anything, you rarely have time to
enter all of that information at one time. Although you

~ Create a New Company

0 Open QuickBooks.

Welcome to QuickBooks

Pro 2005

Note: See the section “Start QuickBooks” to Overview tutorial
. Leamn about how QuickBooks works, Start here if you are new
open QuickBooks. to QuickBooks.
Explore QuickBooks

9 Click the Create a new company file icon. ok s L OTURCHI LN AP
. . in @ sample company file.
The EasyStep Interview Wizard starts.
Create a new company file
Starting from soratch? The EasyStep Interview will help you create
your own company file or comvert from Quicken,

Open an existing company file
Already have a QuickBooks company file? Open the company file or
restore from a QuickBooks backup.

9 Click Next three times to walk through the

EasyStep Interview

wizard until you see the Setting up a new
QuickBooks company page.

9 Click Skip Interview.

General |

Welcome | Company Info Preferences || start ate
Setting up a new QuickBooks company
Income &
We've designed this interview to help you set up your NEW QuidkBaoks company. Expenses
‘Well walk you through choosing and setting up vanous QuickBooks features. Income
If you don't want to use this interview and prefer to add minimal information to get started, dick Detais
this button:
- - 4 Opering
]
Click Next to continue the interview.
What's Mext
Brev [ext | Leave
——




Create a New

Company (Continued)

o create a company data file, QuickBooks requires

only two pieces of information: your company

name and a business type. QuickBooks uses the
other information you supply — legal name, address,
phone numbers, and e-mail address — on reports and
forms that you print and send to customers and vendors.

A fiscal year is an accounting period of 12 months. For most
small businesses, the fiscal year runs from January 1 to
December 31 — the calendar year. However, a fiscal year
may be any 12-month period.

Q

QuickBooks uses the fiscal year you supply to set the default
date range for year-to-date reports that you print. Similarly,
QuickBooks uses the tax year you supply to set the default
date range for income tax summary and detail reports.

You can, of course, change the date range on any report

at any time.

If you select a tax form while creating your company,
QuickBooks associates accounts listed on your Chart of
Accounts with the appropriate lines on the tax form you
select. This feature is most useful if you use Turbo Tax — a
tax preparation software package sold by Intuit, the makers
of QuickBooks — to prepare your business taxes.

Creating New Company

The first page of the Creating New
Company Wizard appears.

o
and the rstor
Compzny Hieg ¢

Legaltae |varmel Snterorises, LS

6 Type your Company Name.

10

® The rest of the information is optional.
e Click Next.

The second page of the Creating New

Company Wizard appears.
o Select your type of business.

® The proposed accounts for your Chart
of Accounts appear.

Note: Select your business type carefully; you

cannot change it later.
@ Click Next. -»l‘:_?,:
The Filename for New Company dialog &
box appears.
. J
0 Type a filename for your company. s o
@ Click Save. 4,55,,
qQ -

Filename for New Company. I'ZIIZI

Creating New Company

QuicDicobs can el you s o
accoonls, Tl Lo ik 15 oo $a azents

7
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QuickBooks displays the QuickBooks Learning " quickBooks Learning Center

Center window. Welcome to QuickBooks
QuickBocks Overview
The tyfzrisks n the Quiddlozes Laamisg Danner w beip you gk stathed rigek sy,

“oul gt s T okcture” gvery e o Pt oesi 1 GUCTook, 25 e a5
stazrbiy-step netnusdas by s,

If you do not want to view the QuickBooks

Learning Center each time you open your [ [P p—
. . . S . EES N
company file, deselect the Show this window & T
. gcwmm Ly Certer Lgs

at startup option ([] changes to []). e

| e
@ Click Begin Using QuickBooks. @y s e et

ﬁ Vinats Ny

e SR

QuickBooks creates your company file and S Edtion 2005

displays your company onscreen. R = - I Y- -
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If 1 create my company file manually, do | need Can | create a new company file without any
to follow a specific order to set up customers, accounts in the Chart of Accounts?

vendors, and so on? W Yes. On the second page of the Creating New
W QuickBooks does not require you to perform setup Company Wizard, select (No Type) from the list
activities in any order, but the order you follow on the left.
affects efficiency. First, create your Chart of
Accounts. If you intend to use payroll features, set
up payroll items — which are items you assign to ) ’
employees — next and then create employees. You W Yes. Using a filename that reflects your company

Do you have any advice for the filename | supply?

can assign sales representatives to customers, so, if name is a good idea. That way, if you start another
employees do not act as sales representatives, set business, you can easily distinguish one company
up sales representatives and then set up customers. file from another.

Follow Chapters 1 to 7 sequentially to efficiently set
up QuickBooks.
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Understandin

uickBooks

he QuickBooks window contains several features
that help you work efficiently while creating and

editing projects.

the

indow

Q Title Bar

Displays the name of the program

and the current company.

A Marmel Enferprises, LLC - QuickBooks Premier Edition 2005
Fiz Edb Viess Lebs Compeny Customers Yerdors  Enployess Benbig Repols Wirdos bep Bela

B & L

freenice:  CLeE Man Dﬂ;ﬂit:
ot
Mavigatars
T Company
G Customes:
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= S Y . , 4B
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o p FPayments

Depaits

@ Menu Bar
Lists the menu names.

Rend  nd 5"_1'-1:'.- Farhp Faathark

Related Activitins
L S Fums
5 Pinlweices
S Do

Tl Camser Coten.,
O, Cusmes Detal Corpar,
B9 Pore Ciodi Cod Faiment

[= &%)

Welcome to QuickBooks Bt
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Crstomears =

£

@ Ilcon Bar

Contains buttons to help you
select common commands,
such as creating an invoice or
opening the Item List window.

® Open Windows List

Provides an easy way to display
a navigator or switch between
open windows. Just click an
entry in either list.

G Main Work Area

Open windows in QuickBooks
appear in this area. If you
change preferences to display
multiple windows, you can
move windows to any part of
the screen.
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Introducing
QuickBooks Navigators

the Banking Navigator, and the Business Services
Navigator. The Business Services Navigator contains links
to services and solutions that can help you manage your
business. The other Navigators are divided into four areas.

uickBooks contains six Navigators that you
can use as an alternative to menu commands
and the Icon bar to find your way around
the program: The Company Navigator, the Customer
Navigator, the Vendor Navigator, the Employee Navigator,

@ Process Area © Related Activities
This area displays an interactive graphic representation of This area displays links to
the tasks you commonly perform and how they relate to additional tasks associated
each other. You can click any icon to display the associated with an accounting area.
window.

@ Memorized Reports

Using this area, you can
print or display
memorized reports or
groups of reports, open
. the Memorized Report

[E][=1[:3]

" Customer Navigator

Customers

Related Activilies

5 Furk Invsices . List, or use the Report
B Add & Customer 1
: ! . Finder. For more

@ information on
et memorized reports and
B9 Frocess Credi Cord Peymerks... E .
3 the Report Finder feature,

‘§ @ ;a .3[ ¢ v J: Memorized Reports _Heip | see Chapter 22'
S v Customers -
Customer Solutions AF fgra Summery

FEATURED SERVICES

: @ Customer Solutions

Customen Balancs

5 Euxlu-_:r Manager _ _'&_ Feming me leket Sunmay
A e e o o — This area displays links to
QuickAnoks Merchant By Remind melote: B L add-on services that can
B ey vt i e o el e o Memieed Fepo i help you manage your
: Z e — business.

® ®
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Set Accounting
Preferences

ou can control several facets of QuickBooks’

behavior related to accounting. For example, you

can use only names or a combination of names
and numbers on the Chart of Accounts. And, if you use
account numbers, you can control whether QuickBooks
displays a complete account name or simply the lowest
subaccount name. You can also use class tracking, a
QuickBooks feature that helps you further delineate income
and expenses. See Chapter 2 for information about
accounts, subaccounts, and class tracking.

If you intend to use the audit trail feature in QuickBooks,
you should also set up security to identify both the changes
that were made and who made them. See Chapter 25 for

information on security. Using the audit trail feature can
slow down QuickBooks and make your company data file
larger, because QuickBooks records all changes instead of
writing over transactions when you change them.

In the Preferences dialog box, two tabs appear for each
set of available preferences: My Preferences and Company
Preferences. My Preferences are those settings that you
can customize for your own use without affecting other
QuickBooks users. The options that appear on the
Company Preferences tab affect everyone who uses
QuickBooks.

@ Click Edit.
9 Click Preferences.

The Preferences dialog box appears.

9 Click the Accounting icon.

® You can click the “Autofill memo
in general journal entry” option
([C] changes to []) to automatically
display memo information from the first
line of a journal entry on all subsequent
lines.

9 Click the Company Preferences tab.

o | -~

& | MyPreferences | Company Preferences
:
@ Autafil mema in general journal entry 4_.
credg
- -!\a| Also See-
Desktap General
View
Payroll and
Empioyess
Finance
Charge
General
Integrated
Applications »

™ Sample Rock Castle Construction - QuickBooks Premier Edition 2004
P Edit View Lists Compary Customers Vendors Employees Banking Reports Window Help

Us= Register
Us= Calculator

Simple Find...
Advanced Find...
Preferences...

Cri+F

queston [Askl[# How Do T?
'
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© Ciick the options you want to activate roewce: ——— EERmEEED &)

([] changes to []). ,; | Myfrefoens | Company Preferences
e Aceount Numbers _

@ The first two options control account S — e

numbers. &
Crazing
The Require accounts option ensures that gyt e Also see:
you assign all transactions to an account. Deskton ~— Gerers
[J s sudit trai 4_. 2 nd
Click here to use class tracking. ,qu M:m:ﬁ;u\-law genersl i anty nuser
® The audit trail option monitors changes to % 5 sheh ook ore osed
transactions. General ooz [8] _
;ﬂi rd to edit transaction on or before date
-]
Integrated
Applications

@ You can also control the assignment of “Preferences - .. - .cstn [Ask] [ How Do 12
journal entry numbers. P | | e | Compony preferences _9
You can click the calendar button ([#]) to §
set a closing date for your accounting data. & =
You can click Set Password to set a - [P Reie geroonts —

. [[] use clsgs radking
password that users can type to modify escion Gerera
closed transactions. c;b Cuse aueit o v
=|,’a'\:\e [] Awstomatically assign general joumal entry number 4—. =
0 cClick OK. e
. . @
QuickBooks saves your Accounting senes
preferences. <
rosieanons 9 |

What is a closing date? How does the closing date password work?

W QuickBooks uses the closing date to identify W If you set a closing date without setting a password,
transactions that you can or cannot edit. You set a QuickBooks warns you when you try to change
closing date to avoid changes to account balances transactions dated prior to the closing date, but still
prior to that date. Typically, you set the closing date lets you make the change. To better protect closed
to the last day of the preceding fiscal year, but you account balances, you can also set a password that
can set the closing date to any date you want. a user must supply to change a closed transaction.

What does Set Password do? What happens if | do not select the Require

W Clicking this button opens the Set Closing Date acctounfs °Pt;°“ (Dt‘fha“tges to [1]) a:)d I do
Password dialog box in which you type a password ~ "% assign a transaction to am account:
twice — once to create the password and once to W QuickBooks assigns the transaction to an
confirm it. Click OK to save the password. Uncategorized Income account or an Uncategorized

Expense account.

15
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Set Checking

Account Preferences

ou can control how QuickBooks behaves in relation

to checking accounts and transactions affected by

them. For example, you can select default checking
accounts to use whenever you open any window from

which you write a check, pay a bill, or make a bank deposit.

In addition to the payee name, the date, the total amount,
the first 16 lines of the information in the memo field, and
the amount field, which all print by default, you also can
print the first 16 lines of the account name. On payroll
checks, QuickBooks prints payroll item names instead of
account names. On checks that pay for inventory items,

QuickBooks prints inventory item names. If you store
account numbers for payees, QuickBooks can insert those
account numbers automatically in the check memo field.

In the Preferences dialog box, two tabs appear for each set
of available preferences: My Preferences and Company
Preferences. My Preferences are those settings that you can
customize for your own use without affecting other
QuickBooks users. The options that appear on the Company
Preferences tab affect everyone who uses QuickBooks. If you
enabled security options, only the administrator can change
the options on the Company Preferences tab.

Set Checking Account Preferences

@ Click Edit. 1~

Q Click Preferences.

The Preferences dialog box appears.

9 Click the Checking icon.

@ Click these boxes ([[] changes to []) to
select default checking accounts to use

with each form. Q

9 Click the Company Preferences tab.

n Sample Rock Castle Construction - QuickBooks Premier Edition 2004
Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

CEr

Paste CEAHY
Us= Register Ciri+R
Us= Calculator

Simple Find... Ctri+F
Advanced Find...
Preferences...

Preferences Type 3 help question [ Ask] ¥ How Do I? ]
g A| | Hvereferences | Comoun sefence 4
e
.LQ!,.J‘ e Also See:
esets —=®
View
Finance
Charge
% . Online Banking
General [ Always use "Add to Regster” when adding downloaded transactions,
Integrated
Applications »
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g

@ Click the options you want to activate N

(D changes to D ) o HyFreferenes | Company Preferences |
. Accounting Cancel
° The_ Print account names on_voucher _ D int zecount names o0 soucher I
option controls the information that prints | e e s e
on Check StUbS. [ 5tare with payee field on dhetk <fm—
ﬂ.ﬂﬂ [F] wiarn abeut duplicate check rumbers Also See:
Click this option to change a check’s date B_eﬁs;lj}on [ futsfil payee account mumiser i chack meme Ganeral
to the date that you print the check. T Seect Defaut Accaunts To Use
— [7] Cpen the Creste Paychedss  form with | checking | zccount
The' start Wlth paye.e fleld. On. ChECk Optlon Cg [#] cpen the Pay Payrol Lisbiities  form with [ Chacang | #ccount
positions the insertion point in the name =
field on checks, bills, and credit card Grlne sznking
Chal’geS 3“ Payes alasingis: (®on () off
* Intecrated
Applications
® You can click the Autofill option to Preferences o= = cceston [~ tiow o - [ )
automatically enter, in the Check Memo ] [ MyPrefoences [ Company Preferences | —o
field, the account number stored with the P
payeets record. [ =rint aceount namee on voucher Help
[]change check date when check & printed
. . Chedkil
® You can click these options to select default Bl || Ot incoree fettonchesk
checking accounts for payroll-related HES | FIC e seka 2o nntes =
transactions. ':-e,\.séfp T e G et ) Ganeral
e % Select Default Accounts To Use
Click OK. I svance form with | checking | zccount
. . % form it [cragan | secourt
QuickBooks saves your Checking preferences. s
Onlne Banking
Payes alasingis: (Bon () off
Integrated
Applications

What information prints on the check stub if | do What happens if | do not select the “Change
not select the “Print account names on voucher” check date when check is printed” check box?

check box? W Quickbooks prints the check with the date that is on
W QuickBooks does not print the account name, the check form, even if its several days before or
payroll item name, or inventory item name, but still after the current date.

prints the payee name, date, the total amount, and
the first 16 lines of the information in the Memo
field and the Amount field. On stubs of checks that
pay bills, QuickBooks prints the vendor’s invoice
number, date, and amount.

Why would | not want to select the “Warn about
duplicate check numbers” check box?

W QuickBooks takes longer to record a check because
it must search your company data file for other
occurrences of the check number. If you have a

1 do not see all my accounts when | select a large company data file, enabling this option

default account. Why not? significantly affects performance.

W QuickBooks displays only bank accounts because
only bank accounts are appropriate.
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Set General
Preferences

etting General Preferences enables you to control

features that affect the QuickBooks program as a

whole. For example, you can set the default date
displayed for new transactions to either the current date or
the last date you entered. You can also let QuickBooks
automatically fill in transaction information from the last
bill, check, or credit card charge you created for a particular
name from a particular account.

You can also control the way QuickBooks displays time
entries. If you select Decimal as the time entry format and
type four-and-a-half hours as 4:30, QuickBooks displays 4.5
hours. Similarly, if you select Minutes and type 4.5,
QuickBooks displays 4:30.

You can display two-digit or four-digit years; if you display
four-digit years, you can type a two-digit year and
QuickBooks displays four digits.

In the Preferences dialog box, two tabs appear for each set
of available preferences: My Preferences and Company
Preferences. My Preferences are those settings that you can
customize for your own use without affecting other
QuickBooks users. The options that appear on the Company
Preferences tab affect everyone who uses QuickBooks. If you
enabled security options, only the administrator can change
the options on the Company Preferences tab.

Set General Preferences

@ Click Edit. 1
Q Click Preferences.

The Preferences dialog box appears.

e Click the General icon.

9 Click the options you want to activate
([] changes to [1]).

@ The first option enables you to use
Enter to move from field to field on
transactions.

® The second option activates an audible
confirmation when saving transactions.

Us= Register

Us= Calculator

Simple Find... Ciri+F
Advanced Find...
Preferences...

~| | MyPreferences | Company Preferences
Accounting
[[] Pressing Enter maves between fields 4_.
Cﬁm Eeep when recording a fransaction <_.
[ Automateally place decimal point
ﬂ‘ﬂ'ﬂ Varn when editing a transaction Also See:
D:.T::I:‘p \Warn when deleting a transaction or unused list item Rerminders
[ Ering back 2l gre time messages
Erance [ Autematically recal last transaction for this name
Carge Show ToolTips for clioped text
[ Default Date to Use for New Transactions
General () Use today's date as default
gi () Use the last entered date as defavit
Integrated
[Applicatians 86|

® Sample Rock Castle Construction - QuickBooks Premier Edition 2004
P Edit View Lists Compary Customers Vendors Employees Banking Reports Window Help
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Click the fourth and fifth options to display [Preferences ~ [EIyeees Emlamm?

a Warnipg when you try to edit or d_elete a a | HyPreferences | orpeny refeences
transaction or delete an unused list item. Accaunig ==
. . . . [_] Pressing Enter maves between fislds -_Hdn
Click the sixth option to have QuickBooks ol | (=T
. . Ched i % e
redisplay one-time messages. " | B Y soratislypocedecie i
gt Also See:
@ This option automatically fills bills, checks, Deston -—
. . . e
and credit card transactions with data from Ty [ Bring back o ane e messages ~affmmmt
the last transaction you entered for that i 0 automabealy recal st rassacton for i name ~m————— 8
name. 'a.'oe [#] ghaw ToalTips far dpped text
Default Date ko Use for Mew Transackors
. General e -
e Click the Company Preferences tab. e LT
g‘i (&) Usa the last entered date as default
Inteorated
Applications

O Click the options you want to activate Preferences 52 qeston [ask]| + howoo - [

(] changes to [] or O changesto ® ). 3 My Preferences__| Company Preferences | _ﬂ

@ The Time Format options enable you to B STt -c::
select either a decimal or minutes format o -
when recording time entries.

Also See:

This option displays four-digit years. DI e e
The last option enables you to avoid

updating name list entries if you change

information associated with that name on

a transaction.
. s

@ Cclick Ok. b

® QuickBooks saves your preferences.

What happens if 1 do not select the Pressing What does the Show ToolTips for clipped text

Enter moves between fields option? option on the My Preferences tab do?

W If you do not select this option ([/] changesto [[]), W Some fields are not wide enough to automatically
you can use the Tab key or the mouse to move display all the information they contain. When you
from field to field and press the Enter key to save select this option ([_] changes to []) and move the
transactions. mouse pointer over one of these fields, the entire

content of the field appears in a ToolTip.

How do | save a transaction if the Enter key

moves the insertion point from field to field. How does the Automatically place decimal point
W In the transaction window where you create the option work?
transaction, click Save & Close, or press Ctrl+A. You W When you select this option ([_] changes to [])
can also click Save & New, or press Ctrl+S. and type a number with no decimal point,

QuickBooks inserts a decimal between the second
and third digits from the right end of the number.
For example, 2995 becomes 29.95. When you do
not select this option, 2995 becomes 2995.00.
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Open an Existing
Company

f you set up more than one company in QuickBooks,

or you want to test something in one of the sample

company data files that ships with QuickBooks, you
need to open an existing company. You may set up more

you without any special action on your part. The company
name disappears from the title bar, leaving only the name
of the program. After you open another company, that
company’s name appears in the title bar.

than one company in QuickBooks because you run more This section presents two methods to open an existing

than one business, or because you want separate company. In one method, you select a QuickBooks company

QuickBooks data files for each division of your business. using a dialog box. You can identify QuickBooks companies
by the icon that appears next to the name and by the data

The name of the currently open company appears in the filename’s extension; QuickBooks company names end in

QuickBooks title bar along with the edition of QuickBooks .gbw, and an Accountant’s copy of a QuickBooks company

you are using. During the process of switching companies, ends in .gba.

QuickBooks automatically closes the current company for

Open an Existing Company

Select any Company P Sample Rock Castle Construction - QuickBooks Premier Edition 2004

Fle Ecit %Yew Llsts Compeny Custorers Yerdors Employees Barkng Reporls Window Help
@ Click File.

Q Click Open Company.

Clase Company
Swilich o Muili-user Mode

BackUp...

Imoart *

Expart J

Archive & Cordensa Data..,

Utiites »

Tirner: »

Aczeuntant’s Review b
FIF,,

Print Forms »

Snnter Setup. ..

Send Fomms..,

Shppig

Update Guickooks...

24 Alt+F4

QuickBooks closes the current company and Open a Company B
displays the Open a Company dialog box. Locki: [ @ GukBucks i ¥ oo
@ | CComaon=nts samale_product
9 Click a QuickBooks company. = e e
Documantz '_:|:uc<r.-cclu Lettars
@ The company name appears in the File @ [Eoirammme
name bOX. Dockicp _;s',rc_l.!cd: Castls Constichan CFG

D) Tmesio

. i cmd_nsset_sample_ssmace-aasec business.cha
@ Click Open. S
My Documents (M- e
Leeoes QBN
[ arel Enterprizes, LLC.QE0
, < i | *
Wy Computer |
Params s G sy 091~ | 4
' Files o type. ChickBooks Flaz DG GEA =
Wy Pistvarks Hep

[ Openfie i mulisen mode
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The company opens. { Buzz Garden Supply - QuickBooks Premisr Edition 2008

Te Edt sew Lsk Concary Custoners Vendses Ewployess Baking Repers

Window Hep Exa

*. Company Navigatar

® The company’s name appears in the

title bar.
_— frem —y Rrlatad Actitias
9L o 92
-_':pJ --.I o -j £ Gl Pl
s T QI RER SRR QS
W Forlliidial Sk dies
Surciuor e Conad.,
== : = bl s
5 9 @ ——
ke B0 R, Sew W Dok o usscnrass
Freminders Ovendiew B [R]85 e busiae,
bz Wz w [ Mo Cos oo Chak o
Dram Maln Deeriiption Armeamnt
AR by Pap 2] -S4 i el
e e RTH] saams oo | Mz Fiepurts |
Hinvorees bo Fint 1] LR =
SAlmtz 1] | Sempany -
s e 400 8% 2 o
Rdera Simed
Clglow S My -
Sladca i of Do Floss 'm
Company Solulions |
rEaTURED SeRy oas Casa et e
RuickBooks Cheeck, Fomn & Supplic: B Foniod 0 e
% o e Wk ook Uhch vl FugalLs,
] Suopl iod t Haye gt ~

Open a Recently Opened Company

@ Click File.
9 Click Open Previous Company.

oay e e ki

nizes af S90S GrTpne

A list of the last four companies you opened
appears.

9 Click the company you want to open.

QuickBooks opens the company, and the
company name appears in the title bar.

How many previously opened companies can | What is an Accountant’s Copy of a QuickBooks

display? company?

W Anywhere from 1 to 20. To change the number of W You and your accountant can share your
previously opened companies that appears in the QuickBooks data file so that both of you can work
list, perform steps 1 to 2 in the subsection “Open a on the file simultaneously. As part of the process,
Recently Opened Company.” At the bottom of the you create an Accountant’s copy of your company
menu that lists the previously opened companies, data file that you give to your accountant, who
click Set number of previous companies. works on it and then gives it back to you. You
QuickBooks displays a dialog box where you type a ultimately merge the accountant’s changes into
number between 1 and 20. your regular QuickBooks data file. For more

information, see Chapter 26.

Can | control the order of the companies listed
when | open a previously opened company?

W Not really. QuickBooks lists the companies from
most recently opened to least recently opened.
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