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Learning from each-other…

Why are you here?

What line of business will QB help you with?



◦ Self Employed: 1 User; Track income and expenses; capture and 
organize receipts; calculated estimated taxes; track mileage; 
$15/monthly/$180 annually

◦ Simple Start:  1 User; Track income and expenses; Mileage 
Tracking; Create Invoices and accept Payments; Tax Deductions; 
Run General Reports; Send Estimates; Track Sales and Sales Tax; 
Capture and Organize Receipts; Manage 1099 Contractors; 
$25/monthly/$300 annually (Payroll add $19/monthly+$2 per 
employee)

◦ Essential: 3 Users; Same as prior level+ Bill management; Enter 
Time; $50 monthly/$600 annually

◦ Plus:  5 Users; Same as prior level+ Track inventory; Track 
Project Profitability; $80/monthly/$960 annually (Payroll add 
$19/monthly+$2 per employee)

◦ Advanced: 5+ Users; Same as prior level plus Customized 
Access Levels; Batch Invoice and Expenses; Business Analyics and 
Insights; Custom Fields; Dedicated support and training; On-
Demand Training Videos; Automated Workflows; Restore 
Company Data; $180/monthly/$2,160 annually
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 Desktop 2022

◦ QuickBooks Desktop for Windows is 
updating its product lineup.

◦ Subscription-based product lineup: For 2022 
versions, we will now only be selling our Pro 
and Premier products as Pro Plus and 
Premier Plus subscriptions.

◦ 2021 is the last non-subscription version; 
Intuit no longer sells it, but it can be 
purchased from vendors who still have it 
($200 approx.)



 Desktop 2022 Subscriptions

◦ ProPlus:  Powerful capabilities and insights for 
desktop users; ($349.00 annually) (Does not
manage 1099 Contractors, Employee Timesheets, 
or Track Project Profitability)

◦ PremierePlus:  Provides for Industry specific 
features for a tailor-made experience (General 
business, Retail, Contractor; Manufacturing, Non-
profit; Service); and adds 1099 Contractor 
Management, Timesheets; and Project Profitability) 
($549.99 annually

◦ Enterprise:  End-to-end business management with 
advanced user permissions, capabilities, and more; 
$1,340/annually per user



 Mac
◦ Mac Plus Desktop for Mac 2022; $349.00 annually 

(one user); The Mac version is similar to the PC 
Desktop version, but there are missing features and 
interface differences; the limit is three users ($749 
annually)

◦ Similar to PC Desktop, Intuit is only offering a 
subscription-based Mac product

◦



 I.  Introduction & Sales (Mon, 6/20)
 II. Sales and Expenses (Tue, 6/21)
 III. Expenses and Reports (Wed, 6/22)
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 Discuss some accounting basics

 Access the test drive data file

 QuickBooks user interface features 

 Navigate the Search, New, and Gear menus

 Use the Navigation bar to access the Sales and 
Expenses centers

 Identify features that appear on the Dashboard
 The accounting behind the scenes in QuickBooks 
 Entering Transactions in QuickBooks 
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 Cloud-based accounting system

 Accessible anytime, anywhere, from any device

 Subscription-based accounting software

 Suitable for most business types

TIP! You can use the QuickBooks mobile app to perform many 

important QuickBooks activities! 
(create, view, and email estimates, invoices, and sales receipts; access customer information; convert estimates to invoices, receive payments, track 
expenses, download and reconcile bank transactions, and use your custom QuickBooks Online forms)



 To assess: 
◦ The financial position of the organization relative to 

its debts (liabilities)

◦ Its capabilities to satisfy those debts and continue 
operations (assets), and 

◦ The difference between liabilities and assets (net 
worth or equity)

 The Accounting Equation,

Assets = Liabilities + Equity



 Business transactions are recorded in several 
types of ledgers, called accounts

 A listing of every account is called the Chart 
of Accounts. 

 Each account has a type



 Primary five account types:
1. Asset

2. Liability

3. Equity

4. Income

5. Expense



 Total debits must always equal total credits
◦ Debits = Credits

 Double Entry Accounting
◦ Every transaction creates a debit in one or more 

accounts and a credit in one or more accounts.

 A debit might increase or decrease an 
account; the same is true of credits
◦ Depending on the type of account

◦ Debits are not always “bad” and credits are not 
always “good”



 Transactions are entered in forms 
◦ Invoices, Bills and Checks

 QuickBooks handles the debits and credits



Three main components of QB:

 Forms (i.e. Invoices, checks)

 Lists (i.e. the customer list, item list)

 Registers (i.e. accounts receivable, checking)



 The accrual basis method
◦ Revenues and expenses are recognized when the 

transaction occurs

 The cash basis method
◦ Revenues and expenses are recognized when the 

cash changes hands 

 With QuickBooks, you can create reports for 
either method
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 Create a QuickBooks Online user using the 
QuickBooks Online Plus trial subscription 
obtainable directly from Intuit.

 Use the Intuit-provided QuickBooks Online 
test drive.

TIP! Test Drive does not store your data.

Link:

https://qbo.intuit.com/

redir/testdrive

Page 6, Skills 1-1

https://qbo.intuit.com/redir/testdrive
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Current
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The top-right navigation tools comprise:

 Magnifying Glass= Search 

 Gear= Quick access to the Your Company, 
Lists, Tools, and Profile menus

 Help menu



Navigating the User Interface- Magnify Glass
Pages 6-7



Navigating the User Interface- Gear Menu
Pages 9-10, Skills 1-3



 The Navigation bar 
(left menu) allows you 
to easily access the 
Banking, Sales, 
Expenses, and 
Workers centers.
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Page 11



 “New” is the navigation bar (formerly create)
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Page 11



 Centers
◦ Banking center: allows you access to all banking and 

credit card accounts

◦ Sales center: sales and accounts receivable

◦ Expenses center: purchases and accounts payable

◦ Payroll center: payroll, employee information, 
contractors, worker’s comp
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Page 11



 Track company sales
 Set up customer records in the Customer 

Center
 Track income and expenses by Job
 Record Sales Receipts
 Use the Undeposited Funds account to track 

your cash receipts
 Record Invoices and Payments from 

customers
 Customer Statements
 Price Rules
 Record bank deposits of cash, check, and 

credit card receipts

Chapter 3, Pages 43-44



 Sales Receipt:
◦ Cash customers 

 Invoice:
◦ Credit Customers 

 Both track detailed information



Business 
Transaction

Cash Customers 
(Pay by cash, check or credit card at time of 

sale)

Credit Customers 
(Pay on a date after the sale date)

QuickBooks 
Transaction

Accounting Entry
QuickBooks 
Transaction

Accounting Entry

Customer Estimate
(Optional)

Not Usually Used

Non-posting entry used to 
record estimates (bids) for 

customers or jobs.

Customer 
Sales Order 
(Optional)*

Not Usually Used
Non-posting entry used to 
record customer orders.

Recording a Sale

Increase (debit) 
Undeposited Funds, 

increase (credit) 
income account.

Increase (debit) Accounts 
Receivable, increase (credit) 

income account.

Receiving Money in 
Payment of an 

Invoice
No additional action is required on the sales form

Decrease (credit) Accounts 
Receivable, increase (debit) 

Undeposited Funds.

Depositing Money 
in the Bank

Increase (debit) bank
Account, decrease 

(credit) Undeposited 
Funds.

Decrease (credit) Undeposited 
Funds, increase (debit) bank

Account.

(Desktop Only)



 Add customers

 Go to Sales from the left menu, then 
select Customer.

 Select New Customer.

 Complete the fields in the Customer 
Information window.
Note: You can enter additional information on 
the Note, Tax info, and Payment and billing 
tabs, if necessary. You can also add 
attachments.

 Select Save.



Page 45, Skills 3-1



Page 45, Skills 3-1

Note- Display name settings as you enter this customer



 Multiple jobs for each customer QuickBooks 
tracks jobs in addition to customers
◦ Helps track income and expenses 

◦ Provides project profitability reporting



 Adding a Sub-Customer
◦ Create a new customer

◦ Check the “Is Sub Customer” box to create a sub-
customer to track a specific project for this 
customer

Page 46, Skills 3-1 

(continued)



Follow these steps:

 Go to Sales on left menu.

 In the Customers tab, click on New Customer.

 Enter the job information.

 Check the box for "Is sub-customer."

 Select the parent customer.

 Select either "Bill with parent" or "Bill this 
customer."

 Click on Save.









 Payment at the time of sale

 No balance is due by the customer in the 
Customer Center

 Is not posted to Accounts Receivable

Pages 52-53, Skills 3-5



Sales Receipt Pages 52-53, Skills 3-5



Sales Receipt
Create a sales receipt for Edward Bruce- Front Yard Landscaping

Pages 52-53, Skills 3-5



 Temporary holding account 

 Tracks checks and credit card receipts 
before they are deposited

 Makes reconciliation of bank accounts 
easier









 No payment at the time of sale

 Customer balance is tracked in the 
Customer Center

 Transaction posted to Accounts Receivable

Pages 53-54, Skills 3-5 

(continued)



 New
◦ Customers

 Invoice

Pages 53-54, Skills 3-5 

(continued)



Pages 53-54, Skills 3-5 

(continued)









 Click the Gear Menu, and go to Account and 
Settings; under Your Company goto Sales, 
and click on Turn on price rules and make 
sure the box is checked.

 To set up price rules, go to the Gear Menu 
and select All Lists; under Lists, click on Price 
Rules, and Create a rule button.

 You can create multiple price rules for 
different situations.



 Receiving Payments 

 Handling Partial Payments 

 Where Do the Payments Go? 



 Undeposited Funds
◦ QuickBooks does not increase your bank balance 

when you receive payments

◦ To have payments show up in your bank account, 
you must click Bank Deposit from the New Button.



QB Online- Receive Payments
Pages 55, Skills 3-6



 Receive payment from Amy’s Bird Sanctuary
◦ Payment date= 9/1/21

◦ Method= Check

◦ Reference No= 55841

 Invoice#1021

 Save and New, Save and Close

 Check the balance in the Customer Center 



QB Online- Receive Payments













Assess Finance Charges? This function 

does not exist in QB Online as it does in 

QB Desktop

Work Around- Create an inventory item 

for “finance charge; then, create a new, 

separate invoice for the affected 

customer(s) for these fees 



 Depositing Payments (and partial payments)

 Adding Funds to the Deposit

 Holding Cash Back from a Deposit 





Page 56, Skills 3-7



 Select Payments
◦ Edward Bruce:Front Yard Landscaping

◦ Amy’s Bird Sanctuary



QB Online- Add Funds to Deposit                                                                                                 







 Set up vendors in the Vendor list 

 Understand how to use classes in 
QuickBooks

 Use QuickBooks for job costing

 Enter expense transactions in several 
different ways

 Manage Accounts Payable transactions

 Void Checks

 Track credit card charges and payments

 Reconciling Accounts

Page 69, Lesson 4



 Cash Vendors:
◦ Write check to appropriate expense accounts

◦ Don’t use Accounts Payable account 

 Credit Vendors:
◦ Track bills and bill payments 

◦ Use Accounts Payable account 





 Vendors include everyone 
from whom you purchase 
products or services

Page 69, Lesson 4



Page 71, Skills 4-1







 New Vendor
◦ Morning Supplies

◦ 1458 Magnolia, Bayshore, CA 94305

◦ 650-555-8814

Page 71, Skills 4-1



 Class Tracking allows you to:
◦ Separate your income and expenses by 

department, location, profit center, or any 
other meaningful breakdown of your business













 Job Costing tracks expenses for each customer or 
project

 Use the Customer column to link each expense 
account or Item with the customer or job to which 
it applies

 Profit & Loss by Job report shows income and 
expenses separately for each job





 Pay vendors with check, credit card, 
electronic funds transfer, or cash 

 Common situations are:
1. Manually write a check and record the 

transaction in the register

2. Use the Checks window to write and print 
checks

3. Expense Forms

4. Enter a bill in the Enter Bills Window to record 
Accounts Payable and then pay the bill using 
the Pay Bills Window



1. Manually write a check and record the 
transaction in an account register  (Next Slide)









◦ Payee= Morning Supplies

◦ Account type= Checking

◦ Payment Date= 9/1/2021

◦ Check Number= 72

◦ Category= Job Materials: Plants and Soil

◦ Description= Misc. Plants and Plant Feed

 Check the Register



1. Manually write a check and record the 
transaction in an account register

2. Use the Write Checks window to write and print 
checks

Page 77, Skills 4-3



Page 77, Skills 4-3



Page 77, Skills 4-3



◦ Payee= Morning Supplies

◦ Account type= Checking

◦ Payment Date= 9/1/2021

◦ Check Number= 71

◦ Category= Job Materials: Plants and Soil

◦ Description= Misc. Plants and Plant Feed

◦ Amount= 42.75

 Check the Register

Page 77, Skills 4-3



1. Manually write a check and record the 
transaction in an account register

2. Use the Write Checks window to write and print 
checks

3. Expense Forms

Page 77, Skills 4-3



◦ Left Menu: Expenses>Expenses>New 
Transaction>Expense

◦ Payee= Bob’s Burger Joint

◦ Account type= Checking

◦ Payment Date= 9/1/2021

◦ Reference= Debit

◦ Category= Meals and Entertainment

◦ Description= Lunch with Bill

◦ Amount= 24.97

 Save and Close

 Check the Register

Page 78, Skills 4-3 (Continued)



1. Manually write a check and record the 
transaction in an account register

2. Use the Write Checks window to write and print 
checks

3. Expense Forms

4. Use the Enter Bills window to record Accounts 
Payable and then use the Pay Bills window to 
pay the bill 



 A bill tracks the amount owed and the details 
of purchase in Accounts Payable 

 You must pay it using the Pay Bills window 

Page 80, Skills 4-4



Page 80, Skills 4-4



Page 80, Skills 4-4



 Vendor= Computers By Jenni

 Terms= Net 15

 Bill Date= 9/1/21

 Bill No= 2021-1515

 Category= Office Expenses

 Description= Computer and Monitor

 Amount= $1,345

 Save and close

 Check the Register

Page 80, Skills 4-4



 Bills are tracked in Accounts Payable

 When you pay your bills using Pay Bills 
function, the balance in Accounts Payable is 
reduced 

 To use Pay Bills function:
◦ Select the New Button and then select Pay Bills

Page 84, Skills 4-7



Page 84, Skills 4-7



Page 84, Skills 4-7



Page 84, Skills 4-7



 Payment Account= Checking

 Payment Date= 9/1/21

 Starting Check= 73

 Checkmark (Select) first four bills

◦ PG&E

◦ Norton Lumber

◦ Robinson & Associates

◦ Brosnahan Insurance

 Save and Print

 Check Type= Voucher

 Yes Finished with Setup

 Verify Checking and Check Start Number (73)

 Preview and Print

Page 84, Skills 4-7



 You can print checks either individually or all 
together in a batch:

 Verify printing with Print Checks -
Confirmation window.







 Retains a record of check and prevents gaps 
in check number sequence

 To void a check:
◦ Click Expenses on the left menu 

◦ Locate the check you want to void from the list and 
then select Void Check

◦ Changes the amount to zero, enters “VOID” in the 
memo field, and marks the check cleared

138
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 Vendor credits are recorded in the Expenses
window using the Vendor Credit option

 The Vendor credit can be applied later to 
one of your unpaid bills





 On the Pay Bills Window, apply the desired amount 
of the credit against an open bill





 Set up a separate credit card account in 
QuickBooks for each card 



To enter credit card transactions through the New Button, here’s how:

 Click on the New Button.

 Under Vendors section, click Expense.

 Choose a payee and select Credit Card on the Bank/Credit account.

 Fill out the necessary information in the in the Account details.

 Click Save and close.

To enter credit card transactions via the Chart of Accounts, follow 
these steps:

 Go to Accounting menu at the left and choose Chart of Accounts.

 Look for the Credit Card account then click the View Register link.

 Click on the Add expense drop-down menu and select the specific 
transaction type.

 Enter the necessary information.

 Click Save.







Try It! Enter the following info:

Ending Balance= $1,200

Ending Date= Last day of current month







 Create several different business 
management reports
◦ i.e. Balance Sheet
◦ i.e. Profit and Loss

 Customize the look of reports and filter the 
data on reports

 Memorize Reports
 Use QuickZoom to see the “numbers behind 

the numbers” on reports
 Export reports to spreadsheets for further 

analysis







 You can always switch between cash and 
accrual reports by modifying reports



 Convenient feature that allows you to see the 
detail behind numbers on reports 

 Click to see more detail.

QuickZoom 

Pointer







 Users can export QuickBooks data 
to Excel

 After exporting, you can 
manipulate data in the report 
from within Excel







 Questions ?????


