Quickbooks cheat sheet and troubleshooting

Accounts:
The treasurers will use the 'council' account

The password for that should be council@work (I believe it is at all the hi-rises except Mt. Airy.
The password for their council account is burgerking)

Opening Quickbooks:
If everything is set you will see a login box when you open Quickbooks.
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The two accounts set up are admin and treasurer.

The password for admin is Showmethemoney

The password for treasurer is moneytalks (Except at Hamline and Mt. Airy. The password there is
moneymanager)

Enter the password and the company file should open.

The correct screen will look like this: (The amounts won't be in there if you're just starting though.)

If things aren't set up you will get a box giving you the option to create a new company file or restore
an existing one. (There are also options for restoring from a backup or opening a portable file.)

You will want to open a portable file.

Click on that box and a larger box will pop up. You will choose your file here.
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The file should be saved in 'my documents' or on the desktop.

If you can't find it you should check the admin account on the computer. (It was saved there on some of
the earlier installs.)

If you need a copy of the file you can download it here:

http://www.stphapresidentscouncil.org/seal.gbm

If you find the file click on it and click 'okay'.

You will then be asked where you want to save the file.

I would stick with the default location.

Change the name to the name of the hi-rise and click save.
Quickbooks will update the file and open it.

Things to know about the company file:
It was created using Seal's info so you will have to go to the company information tab and put in the
information for the hi-rise you are at.

Several permissions need to be changed on the treasurer account. (The way it was set up originally will
not allow them to print reports or enter bills.)

Go to the company tab.

Scroll down to set up users and passwords.


http://www.stphapresidentscouncil.org/seal.qbm

Click on set up users.

Troubleshooting:
Invalid character error:
Check the language and currency settings on the computer.

Go to the control panel
Click on region and language settings.

@ Date, Time, Language, and Regional Options




Click on regional and language options.

Regional and Language Options

Be sure English (US) is selected and that the region is United States. That should take care of this issue.

Regional Options | Languages || Advanced

~ Standards and formats

Thiz option affects how some programs format numbers, curencies.
dates, and time.

Select an item ta match its preferences, or click Customize to choose
your own formats:

Samples
Mumber:  [123,456,789.00
Cunency: 4123 456,789.00

Shart date:  [10/16/2012

|
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Timne: |3:56:31 &M |
|
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Long date: |Tuesda_l,l, October 16, 2012

~ Location

To help zervices provide you with local information, such as news and
wieather, select your prezent location:

Urnited States

I Ok I l Cancel ] | Apply

Other notes:

You will likely see an update box when you open Quickbooks. (It's already been done at Mt. Airy,
Valley, and Seal.)

Click okay and the update will run.
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It will take a few minutes to complete. Quickbooks will open normally when it is completed.
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