Using Quickbooks, Part 2

Reconciliation:
You will need to do a reconciliation each month and print out the reports.

Start by clicking on the 'Reconcile' link on the main screen. You also can find 'Reconcile’ in the
'Banking' menu.

This box will pop up. )
fegin Reconciliation ]

zlect an account to recondle, and then enter the ending balance from your account statement. L

ccount |Enk— Checking Combined| |

-
tatement Date 11/30/2012 [E]
=ginning Balance 0,00 What if my beginning balance doesn't match my statement? f

~ding Balance | |

1ter any service charge or interest earned.

iervice Charge  Date Account Class

0.00 | [11/30/2012[E] | - I ~

nterest Earmed  Date Account Class |

0.00 | | 11/30/2012 [H] | - | - |
Locate Discrepancies ] [ Undo Last Reconciliation ] [ Continue ] [ Cancel ] [ Help ]

In my examples I will be starting from July. Because of that there is no beginning balance shown.
Once you have started doing reconciliations you will see the previous balance in the beginning balance
field.

Choose the date of the statement. It should ideally be the first of the month.

You will want to leave the account field on Checking Combined.

L L e e T L R LS e ey ey ]

t !ank— Checking Combined ! last rec

Enter the ending balance from your bank statement in the ending balance field.

Ending Balance | 3669.']0”

Click on 'Continue’.

| e

This window will open up.



For period: 07/01/2012 [ Hide transactions after the statement's end date!
Checks and Payments Deposits and Other Credits
+  Date ~ Chk # Payee Amount +  Date ~ Chk # Memao Type Amount
L 07/03/2012 2100 Rainbow Foods 36.20 « |[ 07/01/2012 Deposit DEP 1,200.00]
07/03/2012 2101 Trader Joe's 25.00 07/01/2012 Deposit DEP 1,500.00 |
07/10/2012 2103 Malcolm Merlyn 25.00 07/01/2012 Deposit DEP 200.00 |
07/10/2012 2104 Harold Finch 25.00 07/01/2012 Deposit DEP 800.00 |
07/11/2012 2105 Comcast 43.00 07/20/2012 Deposit DEP 60.00
07/30/2012 2107 Rainbow Foods 60.00 07/30/2012 Deposit DEP 98.20 |
08/06/2012 2108 Malcolm Merlyn 25.00 08/31/2012 Deposit DEP 90.00
08/06/2012 2109 Harold Finch 25.00 09/18/2012 Deposit DEP 45.00 |
08/06/2012 2110 Comcast 43.00 09/30/2012 Deposit DEP BB.50 |
08/06/2012 2111 Trader Joe's 50.00 09/30/2012 Deposit DEP 60.00
08/06/2012 2112 Joss Carter 8.00
09/04/2012 2114 Harold Finch 25.00
09/04/2012 2115 Donna Noble 25.00
09/06/2012 2116 Comcast 43.00
09/10/2012 2117 Rainbow Foods 21.00
09/10/2012 2118 Tommy Merlyn 2.20
09/13/2012 2119 Toshiko Sato 15.00
10/04/2012 2113 Malcolm Merlyn 25.00
10/04/2012 2120 Malcolm Merlyn 25.00 = |
[¥] Highlight Marked Mark Al | [ Unmark All | I GoTo Columns to Display...
Beginning Balance 0,00 Modify Service Charge 0,00
Items you have marked deared Interest Earned 0,00
0 Deposits and Other Credits 0.00 Ending Balance 3,669.00
0 Checks and Payments 0.00 Cleared Balance 0.00
Difference 3,669.00
Look at your bank statement and click next to each check that has been returned.
e R T pppepper ]
J  Date = Chk = Payee Amount
S |07/03/2012 2100 Rainbow Foods 35.20 »
4 |o7jo3f012 2101 Trader Joe's 25.00
< |07/10/2012 2103 Malcolm Merlyn

|o7/10/2012 |2104 |Harold Finch 5.
a7f11/2012 Comcast 43,00
< |o7/30/2012 Rainbow Foods &0.00
08/06,/2012 Malcolm Merlyn 25.00
Double check to be sure the listed amounts are correct.
Do the same for deposits.
Deposits and Other Credits
4 Date Chk # Memo Type Amourit
120 & | ¥ |07/01/2012 1,200.00
L00[—f ¥ |07/01/2012 1,500.00
nio — ¢ ¥ |07/01/2012 200.00°
00 | v |oFjoija01z 800,003
Loo || & |07/20/2012 60,001
i

If everything is correct the figures at the bottom of the screen should look like this.

fy Service Charge 0,00
Interest Earned 0,00
Ending Balance 3,669.00
Cleared Balance 3,669,00
Difference 0.00

If there is a difference, go back over your figures and bank statement and see if you can find the

mistake.



Common errors I've seen include:
Mistakes in check amounts.
Deposits listed as checks.

Deposits or checks not checked off.

If it looks good, click on 'Reconcile Now'.

LA eree

Reconcile Mow J [

You will then get this popup:
select Heconcihation H.EFIEIIT M) ——

Congratulations! Your account is balanced. All marked
iterns have been deared in the account register,

Select the type of reconciliation report you'd like to see,
() Summary

@) Detail
|§| Both

To wiew this report at a later time, select the Report
menu, display Banking and then Previous Recondiliation.

(oo (e ) [_gose

Choose the reports you want to see and click 'Display’.

This is the summary report:

-Tﬂ] Reconciliation Summary

[ Modify Repart... ]_[ Memerize... ][ Print... )| E-mail » [ Expart... ]_[ Hide Header || Collapse ]_[ Refresh |
14:47 Al Test Resident Council
1200612 Reconciliation Summary

Beginning Balance
Cleared Transactions
Checks and Payments - § items -1
Deposits and Credits - 6 items 3.858.
Total Cleared Transactions 3,669.00

Cleared Balance

Register Balance as of 07/01/2012
New Transactions
Checks and Payments - 16 items  -282.20
Deposits and Credits - 4 items 283.50
Total New Transactions -38.70

Ending Balance [

Bank - Checking Combined, Period Ending 07/01/2012
@ Jul1, 12

S
0.00

3,570.30

Fs




This is the detailed report:

.ﬁ] Reccnciliation Detail
[_rﬂodify Report... ] [ Memorize. .. ][ Print... ][ E-mail » ][ Export... ] [ Hide Header ] [ Refresh ]
foiE N Test Resident Council
2 Reconciliation Detail
Bank - Checking Combined, Period Ending 07/01/2012
Type @ Date <+ Num  « Name @ CIr = Amount @ Balance @
Beginning Balance 0,00
Cleared Transactions
Checks and Payments - 5 items
} Check 07/032012 2100 Rainbow Foods ¥4 -36.20 -25.20 4
Check aT/a2Mz 21M Trader Jog's o -25.00 -51.20
Check 0702012 2103 Ialcolm Merhyn J 25.00 -88.20
Check 0712012 2105 Comcast J -43.00 -129.20
Check 07302012 2107 Rainbow Foods o -50.00 -1858.20
Total Checks and Payments -188.20 -189.20
Deposits and Credits - 6 items
Deposit OTi012012 J 200.00 200.00
Deposit 07012012 J 200.00 1,000.00
Deposit a7Ti2012 o 1,200.00 2,200.00
Deposit aTin2012 o« 1,500.00 3,700.00
Deposit 072002012 J §0.00 3,760.00
Deposit 07/30/2012 o 98.20 3,858.20
Total Depositz and Credits 3,858.20 3,858.20
Total Clearsd Tranzactions 3,668.00 3,669.00
Cleared Balance 3,669.00 3,669.00

You may also see this popup:
RECULICHIAUUIL Sutiiiary

Reconciliation Report E

. This report displays current data. It shows all transactions that were
- ) reconciled on the given date. It also shows transactions that were
uncleared at the time of the recondliation, and new transactions.

[T Do not display this message in the futureé

Register Balance as of 07/01/2012 3,669.00

Click 'OK' to dismiss it.

Click 'Print' in the menu at the top of the report to print it.

=tail

[ Memarize. .. ][ Erift ][ E-mail * ][ Expor

If you need to look at a previous reconciliation report you can get to it by clicking 'Reports' in the top
menu of whatever Quickbooks page you are on.

g | Reports | Or
a3 &



Scroll down to 'Banking'.

A| Banking k

Click on the arrow to gét this menu:

L™

Deposit Detail

| Check Detail

Missing Checks

_Dl Recenciliation Discrepancy

Previous Recanciliation
DeposrT

Click on 'Previous Reconciliation'.

If you look at the check register after a reconciliation has been done you will see those checks have
check marks by them.

Payment Fi Dieposit
Vi 800.00
35, 20| o
25.00(
25.00| &
25.00
43.00(
v 60,00
The check screens for those checks will look like this:
Bank Account ||:kjng Combined:Checking - PHA :l Ending Balance 1,057.60
No, 2101
Date 07/03/2012 .
Pay to the Order of Trader Joe's - 5 25.00

T'J\'Entaf-ﬁueandEID,."IUD*‘“"‘"‘*““""‘*““"*:@“‘**‘*““ Dollars

Trader Joe's

Address @%ﬁ}

f

..'-{-,'._1':;‘-._ -i
Memo  Picnic food Order Checks
| Expenses $25.00 | Items £0.00 | [C] To be printed
Account Amount Memo

Parties: July 4th Pa... 25,00 |Picnic food




Be careful with editing those checks. Any changes you make could change the reconciliation you just
did.

If you need to undo your reconciliations for some reason it is very simple.
Open the reconciliation window.

Click on 'Undo Last reconciliation' at the bottom.

] | Undo Last Reconciliation

You can go back as many as you need to that way:.

Notes:
If the reconciliation was done correctly you should not see the previous month's checks or deposits in
the window. Checks that weren't cleared in the previous month are an exception.

For period: 08/01/2012

Checks and Payments Depo

+  Date ~ Chk Payee Amount [+

| 07/10/2012 2104 Harold Finch 25.00]|
08/06/2012 2108 Malcolm Merlyn 25.00 |
08/06/2012 2109 Harold Finch 25.00
08/06/2012 2110 Comcast 43.00
08/06/2012 2111 Trader Joe's 50.00
08/06/2012 2112 Joss Carter B.00
09/04/2012 2114 Harold Finch 25.00
09/04/2012 2115 Donna Moble 25.00
09/06/2012 2116 Comcast 43.00
09/10/2012 2117 Rainbow Foods 21.00
09/10/2012 2118 Tommy Merlyn 2.20
09/13/2012 2119 Toshiko sato 15.00
Am el mnam TRt ma_0__0__ ma&a__L___ L

I'm doing August here and that is what is shown. The July check was not cleared.

Here is an example of a common mistake:

fy Service Charge 0.00
Interest Earned 0.00
Ending Balance 3,608.00
Cleared Balance 3,616.00
Difference -2.00

I have a difference of $8.00.

If I look at the checks listed I can see that I forgot to check one off.
i |osjos/2012 2110 Comcast

: 03/06,/2012 Trader Joe's
|og/o6/2012 |2112 Joss Carter |
09/04/2012 Harold Finch 25.00;
09/04/2012 Donna Moble 25.00:|

43,005




Once I do that the reconciliation will come out correctly.

Service Charge 0,00
Interest Earned 0,00
Ending Balance 3.608.00
Cleared Balance 3.608.00
Difference 0.00

Formes:
Here is an overview of the forms you will be using.

All forms are under the 'Reports' menu.

Click on 'Reports' in the menu bar.

The majority of reports you will use can be found under 'Company & Financial'.

Company & Financial k
N - e T S ol [
These are the most commonly used ones:
CdldlniLeE SrNegL SLgarividrea
Balance Sheet Detail
Balance Sheet Summary
Balance Sheet Prev Year Comparison
Balance Sheet by Class
Here is the Balance Sheet by Class.
Tl Balance Sheet by Class
[_I'jodif'y Report... ] [ Memorize. .. ][ Print... ][ E-mail = ][ Export... ] [ Hide Header ] [ Refresh ]
Dates IThis Fiscal Year-to-date ?‘ As of! 12062012 ] Columns E_C__Igss » |Sort By {Default -
Z01EM Test Resident Council
2 Balance Sheet by Class
Cash Basis As of December 6, 2012
+ Flowerfund < Hi-Rise £ PHA RPC fund TOTAL
ASSETS
Current Assets
Checking/Savings
Bank - Checking Combined
Checking - Flower } 200.00 4 om 0.00 0.00 200.00
Checking - Hi-Rise 0.00 1,881.70 0.00 0.00 1,881.70
Checking - PHA 0.00 0.00 1,057.60 0.00 1,057.60
Checking - RPC 0.00 0.00 0.00 431.00 431.00
Total Bank - Checking Combined 200.00 1,881.70 1,057.60 431.00 3,570.30
Total Checking/Savings 200.00 1,881.70 1,057.60 431.00 3,570.30
Total Current Assets 200.00 1,881.70 1,057.60 431.00 3,570.30
TOTAL ASSETS 200.00 1,881.70 1,057.60 431.00 3,570.30
LIABILITIES & EQUITY
Equity
Opening Balance Equity 200.00 1,500.00 1,200.00 800.00 3,700.00
Total Equity 200.00 1,881.70 1,057.60 431.00 3,570.30

You also will be printing profit and loss reports.




These are your options.

q

Al

=di

FCIUNIL L LUz FLgliuaaiu

Profit & Loss Detail

Profit & Loss YTD Comparison
Profit & Loss Prev Year Comparison
Profit & Loss by Job

Profit & Loss by Class

Profit & Loss Unclassified

Income by Customer Summary
Inceme by Customer Detail
Expenses by Vendor Summary
Expenses by Vendor Detail
Income & Expense Graph i

The reports you will be using most are Profit & Loss Detail and Profit & Loss by class.

Here is what these look like:

Tl Profit & Loss Detail

[_rjodify Report... ]_[ Memoarize... | Print... J[ E-mail » ][ Export... ]_[ Hide Header ]_[ Refresh |

Dates | Custom

| From [07/01/2012[H] To [07/31/2012 [E] sort By [Default

-

2:04 PM
1210612

Accrual Basis

@ Type

Test Resident Council
Profit & Loss Detail

Income

Deposit

Deposit

Expense

Check

b Totallncome

Fundraising Income (Hi-Rise)
Coffee/Snacks

Total Coffee/Snacks

Total Fundraiging Income (Hi-Rize)

Other Types of Income (Hi-Rise)
Vending Income

Total WVending Income

Total Other Types of Income (Hi-Rize)

Coffee/Snack Supplies

July 2012

2 Date + Hum = Name £ Memo +_Class <+ Clr e« Split @ Amount @ Balance @
07/30/2012 Coffee income Coffes incoms  Hi-Rise Checking - Hi... 98.20 98.20
893.20 88.20
83.20 98.20
07/20/2012 I & M Vending “ending inc... Hi-Rise Checking - Hi... §0.00 §0.00
50.00 50.00
50.00 50.00

158.20 15820 4
07/20/2012 2107 Rainbow Foods Coffes and ... Hi-Rise Checking - Hi... 50.00 50.00
§0.00 50.00

Total Coffee/Snack Supplies

The Detailed report.

This is one of the reports you will need to post each month.




Tl Profit & Loss by Class -5
[_Modiﬁf Report... | [ Memorize... | Print... J[ E-mal » |[ Export... ] [ Hide Header |[ Collapse | [ Refresh |
Dates | Custom + | From [07/01/2012[E] To [07/31/2012 [E]| Columns [class | Sort By [Default -
07 EM Test Resident Council
0 Profit & Loss by Class
Cash Basis July 2012
+ Hi-Rise + PHA + RPCfund ¢ TOTAL +
Total Other Types of Income (Hi-Rise) 50.00 0.00 0.00 50.00 e
Total Income 158.20 0.00 0.00 158.20
Expense
Coffee/Snack Supplies 50.00 0.00 0.00 50.00
Internet & Wii-fi 0.00 0.00 43.00 43.00
Parties
July 4th Party 0.00 §1.20 0.00 §1.20
Total Parties 0.00 61.20 0.00 61.20
Stipends
Computer Administrator 0.00 0.00 25.00 2500
Treasurer 0.00 0.00 25.00 25.00
Total Stipends 0.00 0.00 50.00 50.00
Total Expense §0.00 §1.20 53.00 21420
Het Income 98.20 -61.20 -83.00 -56.00
The report by class.

When you open a report you may see this box:
Tontld
Balance Sheet by class report Iﬁ

\-‘) The Balance Sheet by Class report shows the value of your company or

organization by dass. Use this advanced report if you want to see your
balance sheet by fund, location, profit center, or other category.

You may need to enter transactions in a specific way to
ensure correctness.

Please take a moment to review guidelines for this repart.,

[T] Do not display this message in the future:

Just click 'OK' to get rid of it.

When using any report make sure you have the correct date selected.

I[ Modify Report... ]_[ Memarize. .. ][ Print... ][ E-mail * ][ Expart... ]_[ Hide Header ]_[ Refresh ]

Dates |Custom « | From [07/01/2012 [B@] To [07/31/2012 [B] Sort By | Default

Click on the calendar icons by 'From' and 'To' to change the date.



When you close a report you will see this:

Memaorize Report ﬁ

You have modified the settings for this report. Adding this report to the
" E Memorized Report List will save these settings for future use, —

-

Would you like to memorize this report?

I []Do not display this message in the future:
er
. ’ Yes ] ’ Mo ] [ Cancel
noon nonn nnn 707 nn
Click 'Yes'.
This box will appear:

1T2L MVE3IUT

e Ralancg She
b’ Mernuorize Report Iﬂﬂnugu
Mame: |Balance Sheet by Class| | _H
[ save in Memorized Report Group: | |
[ (014 J ’ Cancel ]

- 0.
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Use the name given or give the report a different one. Click 'OK'.

Backups:
The last part of this tutorial is about backups.
The lower right part of the main window shows when the last backup was done.

B Backup Status

ﬂ% Your data may not be protected!

Backup has not run

Back up now
Activate Intuit Data Protect

In this example I have not done a backup yet.

To do one, click on 'Back up now'.



This box will come up: _
Create Backup [t S|

Make a backup copy of everything you need to recreate your company file
L_" in case of accidental loss or damage to your data.
| i1
| Do you want to save your backup copy locally or online?
@ Dnline backup]

Prutecty'ouerckBouks data and other critical files offsite using Intuit's
fully integrated online backup solution.

Learn mare
@ (0) Local backup
- Save locally to & removable storage device{such as a CD or USE flash
b drive]) or to a folder on your netwoark,

Click Options to change your current backup settings.

Help ] l Cancel

Click 'Local backup' since we are not using the online services.

Learn more

@ Local baclﬂ_lpé

Save locally to a removable storage device(such as a CD or USE flash
drive] or to a folder on your network.

Click 'Next'.

You now need to choose where to back up the files.
A flash drive or external hard drive is necessary to do a backup.
Backup Options | == |

Use this window to set default options for your manual and automatic backups.
Local backup only

Tell us where to save your backup copies (required)
Ifile

| |[ Erowse... ]

Add the date and time of the backup to the file name {recommended)
Limit the number of backup copies in this folder to

Online and local badkup

Remind me to back up when I dose my company file every times.

Select an option to verify that your company data is OK (thatis, not
corrupted) when you save.

@ Complete verification {recommended)
(D) Quicker verification

) Mo wverification Help me choose

[ [8].4 J [ Cancel ] [ Help




Click on the 'Browse' button to locate your drive.

Browse tor Folder -l < ]

Select a location for your backups

| My Computer

4 @ Desktop
[ @ My Documents
4 -M&| My Computer
&, 05_Install (C2)
Local Disk (D:)
Install Ubuntu (E:)
“ Memorycard on 'Epson132cc0’ {Z:)
% Control Panel
[C3) Shared Documents
[3) Melissa's Documents -
4 | i | ®

m »

i~ e v R A~ LR wa v d

[ QK ][ Cancel ]

In this case we are using the drive called 'Install Ubuntu'.
Click on the drive you want and then click 'OK".
You will see this box.

Create Backup ﬂ

When do you want to save your backup copy? :

L]
) Save it now and schedule future backups
() Only schedule future backups
Mote: If you are saving your backup copy to a removable storage device such

@ as a CD or USE flash drive, insert the CD or connect the device now,
- "
[ Back ] L Mext ] [ Einish ] Help l [ Cancel

Generally you can leave it set to 'Save it now'.
Click Next'.




A window like this will come up.

I Create Backup u
Save Backup Copy | 7 X |

Savein: | @ Install Uburttu (E:) - | 4] hl'_f E® [
[ﬁ Jdisk [ﬁ pic5
11 Cdpool
e D12 [ preseed
My Recent C213 IC3) quickbooks
Documents I 27 I3 syslinux

I boot @Seal Resident Council |
IC5) casper
@ I dists

Desktop [CDTY Program

[Chfaverites
— IC5) halloween music
| "ﬁL [ install
"""':-n_/ IC3) My Files(Missi)
My Documents 4 m | k
- .| Fiename: lident Council (Backup Dec 06.2012 0218FM) ~| [ Save ]
1*] Save as type: |QBW Backup ".QBB) - | [ Cancel l

| Ihy Computer

Click 'Save'.
The backup will start. It usually only takes a couple minutes.

These are several of the boxes you will see.

Waorking | MWerking

Backing up data.
verifying data integrity,

: .
B ] 76

Press ESC to cancel.

When the backup is finished you will see this:

QuickBooks

® . QuickBooks has saved a backup of the company file for Test Resident Council to E:{Test
\y Resident Council (Backup Dec 06,2012 02 13 PM).QBE.

Recommended: Protect your QuickBooks data and other critical files offsite using Intuit's
fully integrated online backup solution.
Learn more

E TryNow [ Ma, Thanks

Click on 'No, Thanks'.



