Using Quickbooks

This tutorial will show you how to do the things you will need to in Quickbooks.
We'll start with a brief overview.

This is your Quickbooks desktop.

Test Resident Council - QuickBooks: Premier Nonprofit Edition 2015

File Edit View Lists Favorites Nonproft Company Customers Vendors Employees Banking Reports Window Help

CUSTOMERS/DONORS

Chartof
Accounts

® income Tracker
{ ik

ltems & Order
Senvices Checks

@ snapshots @

Try QuickBooks Calendar

Eii Calendar

& Customers

= Online =
z w
: z
& Vvendors Accept BANKING (]
Credit Cards =
- ES
= =
[ My Shortcuts % & =
B View Balances Create Receive Record Reconcile E
= Invoices Payments Deposits
M Run Favorite Reports
B Open Windows @
fefunds wiite Check
redis Checks Register
Do More With QuickBooks
‘QuickBooks Checks ﬁ

Save time with checks printed directly Print
from QuickBooks. See our compatible Checks
checks.

Shop Now

The screen pictured above is also called the home screen.

The main window has icons for different things you can do in the program. The far right window shows
your account balances and gives backup reminders.

You will mainly be using the 'Banking' section of the program.

These are the icons there:

Record Reconcile
Deposits

Write Check
Checks Reaqgister

You also can access these functions under the banking menu in the top toolbar.
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The dropdown menu there looks like this:



Write Checks Ctrl+'W
Order Checks & Envelopes >
Enter Credit Card Charges

Use Register Ctrl+R ‘

Make Deposits
Transfer Funds
Reconcile

Online Banking >

Lean Manager

Other Names List
Get a Loan

You will mainly be entering deposits, writing checks, using the register, and doing reconciliations. (You
will also be printing some forms and doing a budget. Those will be covered in another tutorial.

Entering Deposits:

The first lesson is how to enter deposits.

For the purposes of this tutorial 1 will be using the icons on the main screen to access each function.
You can also use the banking menu if you prefer.

Click on the 'Record Deposits' icon.
This screen will open.
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The first thing you need to do is check that you are depositing into the correct fund.
You can do that by clicking on the arrow near 'Deposit To'.
You will be depositing to “Council Checking”

1% \ouncil Checking » | Dz

The next thing to look at is the date.



The program will show today's date when you open it. Click on the little calendar icon to change to a

different date.
The window looks like this:
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Use the arrows to navigate the months and click on the day you want on the calendar.

We now move to the lower box.

Received From From Account Memo ChkNo.  PmtMeth, Class Amount

The first thing to enter is who the money being deposited was received from.
Click in the box below 'Received From' to move the cursor there.

Received From From Account Memo Chk No. Pmt Meth, Class Amount

| - - v -

»

I

You can type the name or use the dropdown menu. Once you enter a name it will be saved and you can

select it from the menu the next time you need to use it.

Received From From Account
- I

< Add New =

Coffee income Customer:Job
M &M Vending Customer:Job
Opening balance equity Customer:Job
Recydling Customer:Job
Comcast Vendor
Donna Noble Vendor
Harold Finch Vendor

John Merlyn Vendor

Joss Carter Vendor
Rainbow Foods Vendor
Tommy Merlyn Vendor

If a name is not on the list you will see this box:
Click on 'Quick Add'".
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9 Opening balance equity is notin the Name list.
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To automatically add Opening balance equity to the Name list, click Quick Add.

You can enter more detailed information later,

To enter the detailed information now, dlick Set Up {usually not required).

{ Quick Add ] I SetUp ] [ Cancel ]




You will then see this:

N Select Name Type %J
Select which type of name to add then dlick
- OK. L

() Customer
(") Employee
() Other

[ OK J l Cancel ]

I
Click on Vendor and then click OK.
You will always use vendor when adding names for deposits or checks. (We don't have customers or
employees.)
The name will be added to the list.

Next thing to choose is the account. This is not the fund the money is going into. It is a way to
categorize the deposit. (For example, recycling or vending income.)

The majority of categories you need should already be there. You can add additional ones in the same
way you add new names.

This is part of the category list.

] N
< Add New >
Bank - Checking Combined Bank
Checking - Flower Bank
Checking - Hi-Rise Bank
Checking - PHA Bank
Checking - Picnic Bank
Checking - RPC Bank
Bank - Savings Bank
Opening Balance Equity Equity
Unrestricted Net Assets Equity
Direct Public Support (Hi-Rise) Income
Corporate Contributions Income
Gifts in Kind - Goods Income
Individual Contributions Income
| Fundraising Income (Hi-Rise) Income
\ Coffee/Snacks Income
Grant Income Income
Flower Grant Income Income
PHA Grant Income Income

Be sure you only choose things from the income categories for deposits. Equity is used for entering
opening balance amounts. You generally won't be using the bank categories.

Now move your mouse to the 'Memo' field.

Here you will type in a brief description of the deposit. (Such as coffee income or recycling.)

You can ignore the check number field. If you have a check number and want to enter it you certainly
can though.

Payment method will be either cash or check. (It will likely be the latter except for things like coffee
income and income from events.)
Choose the correct one from the dropdown menu.



Now we come to class.
This is used to help organize the account data and allow for printing reports by fund.
The classes you will be using are the names of the five funds: PHA, RPC, Hi-Rise, Flower, and Picnic.
If you have been doing this already those names can be selected from the dropdown menu.
If you haven't then you can type the name you need in the box.
You add those names the same way you did before.
The list should look something like this:
~

< Add New >

Flower fund
Hi-Rise
PHA

RPC fund

The final field is amount. Enter the amount of the deposit.
Double check to be sure you have the correct date and are in the right fund.
Now move to the boxes at the bottom of the screen.
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[ Save&diose | [ savesnew | [

Click on 'Save & Close' if you are not entering any more deposits. Click on 'Save & New' if you have
more to enter.

Reminders:

Remember to check the date and fund for each new deposit you enter.

Remember to assign a class to each deposit.

If you have multiple checks on one deposit document they should be entered as seperate
deposits. (So if you have a deposit of coffee money and a vending check each one
should be entered on it's own. This is especially important if you have deposits that go in
different funds.)

Writing Checks:

Besides entering deposits this is the thing you will be doing most often in Quickbooks.

Checks are entered using the "Write Checks' window.

They can also be entered directly in the check register. It is not recommended that you do this because
of the need to switch funds and assign classes.

Start by clicking on "Write Checks'.
This window will open:



Write Checks - Council Checking

Main Reports $oA
€ B B X Qouescwy g rmow g [ B E % O
Find New Save Delete §3Memorize Print Pay Online Attach Select Clear Recalculate Reorder
- - File PO Spiits Reminder =~ Order
Checks
SANK ACCOUNT  Council Checking v oG sasnce  2,381.20

vo. (210 ]
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Expenses $0.00 ltems $0.00

Save & Close ‘ Save & New Clear

As mentioned in the deposits tutorial you will be writing checks in “Council Checking

Make sure you have the correct check number entered.
Change the date by clicking on the calendar. As mentioned before the screen will show today's date
when you open it.

Enter the amount of the check.

Now you will look at the Pay to the Order of field.
You can type in the name or choose it from the list.

DOWS LUy

y to the Order of - S 0.00

< Add New >
Coffee income Customer:Job
M &M Vending Customer:Job [
Opening balance equity Customer:Job
Recycling Customer:Job
Idress Comcast Vendor
Donna MNoble Vendor
Harold Finch Vendor
Vmmm Tt i o

The address box and the full written out amount will be filled in automatically when you enter the
name and amount above. (The address line will only have the individual's name unless you add more
information when you add them to the list. That really isn't necessary to do.)

The final field is the memo.
Type in what the check is for. (Stipend, Internet service, etc.)

We now move to the lower boxes.

Expenses $0.00 | Items $0.00 | [T] Online Payment  [] To be printed

Account Amount Memo Customer:Job Bila... Class |




The first thing to click on is 'Account’.

Annual Officer Luncheon Expense 4

Annual Picnic Expense
Bank Charges/Check Cost Expense
Bengo Prizes (Non-cash) Expense
Bylaws Expense Expense
Cable TV Expense
Coffee/Snack Supplies Expense
Community Building Expense L
Copy & Printing Expense Expense
Donation - Union Gospel Mission Expense
Door Prizes (Non-cash) Expense
Door Watch Supplies Expense
Election Costs Expense
Eauioment Purchases Expense

Choose whatever that check is for from the expense categories.

This is a partial list.

You can also add a category if you can't find one that fits. (Most of what you'll need should be there
though.)

Click on the category you want.

The amount field will be already filled in.

You can ignore the Customer: Job and Billable fields.
The final thing is to assign a class.

This is done in the same way as with Deposits.
Choose the fund the check is being written in.

Click on 'Save & Close' or 'Save & New' depending on whether or not you are writing more checks.

Below is an example of a correctly filled out check.

4 previous [ Next DSa\*e Q‘;Pnnt Y. aFind lm Attach

Bank Account hngcsmb;ned ;C’hieciingﬂ RPC[ j' Ending Balance 431.00
No, 2121
Date 10/04/2012 [H)
Pay to the Order of Harold Finch - S 25.00
Twenty-five and 00/100= = * * == === ssxsxxssssssxxxsnsssxssrzzzs Dollars
Address

Harold Finch |

| Expenses $25.00 | Items $0.00 | [7] 7o be printed
Account Amount Memo Customer:Job Bila... Class |
Stipends:Compute... 25.00 |Computer Administrator Stipend RPC fund I -

Be sure you are in the correct fund.
Always check that you have the correct check number and date.
Don't forget to assign a class.



Editing entries:
This is the same for checks and deposits.

If you are looking at the check register, double click on the entry you want to change and the check
window will open.

You also can click once on the entry to highlight it and use the menu at the top of the register.

Here is the highlighted entry:

USjU42ULL 2114
CHK

margia rincn
Stipends:Computer Administrator

Computer administrator stipend

£3,uu

20%.uu

09/04/2012 [B]]2115

Donna Noble

25.00

564.00 |

CHK

Stipends:Secretary

v | Secretary stipend|

03/06/2012 2116

Comcast

ri o tman e

You will have these choices to choose from:

43.00]

521.00

& Goto..

&J Print...

[ﬁ Edit Transaction QuickReport Downlead Bank Statement

Click on 'Edit Transaction' and the check window will open.

You can now make any needed changes.

Click on 'Save & Close' when you are done.

You will see this box pop up.

S

Recording Transaction

!

)

[ Cancel

2 You have changed the transaction. Do you want to record your changes?

Click "Yes'.

The entry will be saved.

You also can edit directly on the check register.
Click on the entry you want to change.

Make any changes you need to.

Click 'Record' at the bottom of the screen.

You will get the same popup as above.

Click "Yes'.

[ Record ] [ Restore




Your changes will be saved.



