QuickBooks Pro Instructions

Obtain Demo Version of QuickBooks Pro

1. Go to Quickbooks Homepage.  This page is constantly changing so it may look different: 

http://www.quickbooks.com

2. Select “Try Quickbooks for Free”

3. This program will only last for 25 lab times or 25 openings.

Basic QuickBooks Instructions

Minimize -  
Do not use to exit from a command.  The program will say that other operations are opened and you will not be able to exit the program.

Maximize or enlarge -  If you minimize you will need to enlarge to close it.

Close -
Use to exit from each command

QuickBooks Action Buttons

(See Descriptions below)

(from Screen Display)

Print Options
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Print Device Button-
Select  printer button and choose the printer by using the down arrow to select.  Click on Print when you have selected the correct printer.


Preview – Always bring the report to the screen first by selecting preview.

Command Selection

QuickBooks Pro commands can be selected in three ways:  Pull Down Menus, Navigator (Pictures), or Activity Buttons. The following pages provides a display of the selections that are available.

Pull Down Menu-

Reports

Navigator

Activity Buttons

Start-up

Start-up- Computer Center – Not available in Summer

1.
From Windows 95 select the Start Button.

2.
Select Course Programs.

3.
Select Accounting Programs.

4.
Select Quickbooks Icon

5.
Put formatted disk in A, press any key.

Create Your Company

Create New Company
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1.
Select General/Company Information, Next

2. Enter your Name Company, Press enter.

3. Enter Company Address; on the state, just type C for California

Press enter after Zip Code

4. Enter Federal ID# 95-1234567.

July is the first month for both tax and fiscal year.  Press Enter
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Screen 2

5. Company Income Tax Form – Select Form 1120 by clicking on the down arrow, Press Enter.

6. Type of Company- Select or type Retail, Press Enter.

7. Inventory?  Yes, Select Next.

Should I use Inventory?  Next

Enabling Inventory?  Yes

8. Read two notes if you need, press next.

9. Next
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Save As, Select OK.

11. Select “No, I’d like to create my own”.  Next.

12. Company Information, completed, next

13. Preferences:
Sales Tax?  Yes


Select Single Tax Agency

14. Sales Tax Information
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15. Invoice Format:  Product

16. # of Employees?  0, Next

17. Verbal Estimates?  No, Next

18. Time Tracking, No, Next

19. Classes, No, Next

20. Handle Bills?

Enter Bills first, then payments.

21. Reminder list?  When I ask for it, Next

22. Preference Completed!

START  DATE

23. Note, Next, Note, Next

24. Start date:  07/01/99

GENERAL    SECTION    COMPLETED!

To EXIT

1.
At the Main Menu Double Click on Close Box.
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2.
Back-up Company?   YES (make sure disk is in Drive A)

4.
Each disk will be erase and formatted note.  Click on OK.

5.
Wait for a few minutes for the program to clear the disk in Drive A and make B/U.

6.
B/U Complete Click on OK.

7.
(  WIN 95

8. 
NOTE:  It is always best for you to use the back-up procedure on exit
Restart

1. Select Quick Books Icon

2. ( Start-up Menu

3. On the Company ID line, select your name company.
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A screen will appear at whatever point you stopped in your last labtime.

How To Restore or If “Your Company” data is not found.

1.
Boot-up to start-up Quickbooks start-up screen.

2.
Put your back-up copy in A.

3.
Select the company you want to restore to your C drive.

4.
Select File on the Pull Down Menu.

5. Select Restore.

6. Restore from A.  

7. Click on OK.  
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 Start-up with Your Company, Add General Ledger

Start-up “Your Company” Data- not available in summer

1.
From the Accounting folder select Quickbooks Icon.

2. Put formatted disk in A, press any key.
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On Your Own Computer

1. If you get this screen select open an existing company by selecting File-Open Company.

2. If you need to create your company select File-New Company.

3.
The Navigator pictures will appear, however, you can till select the Pull Down Menu or Activity Buttons.
Set-up  General Ledger

Add Chart of Accounts

1. Select Lists, Chart of Accounts.

2. Select Account, New
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3. Enter the Chart of Accounts by selecting the Type and then enter the name, Select Next.   Use Bank as the type for Cash.  Do not use account numbers.  Use names only.  Do not add Retained Earnings as it has been added for you already.  Use your name in place of IAMASTUDENT in the Capital and Drawing account.
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4. After each account entry click on the New icon to save and get ready to add the next account.
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Continue with the rest of the Chart of Accounts

6. Save and then click on the close box. Print Chart of Accounts.

Print Chart of Accounts

1. 
Select Reports, List Reports, Account, Detail

2. 
Select Print, the print Chart of Account.  See page 3 for Print Instructions.

3. Select Close Box.

To Correct Chart of Account

1. Select Account by clicking and highlighting

2. Select Edit

3. Change the description, account classification or account type.

4. After change, select OK.

To delete a Chart of Account

1. Select account

2. Select  delete.

3. Are You Sure?  Yes
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Set-up A/R& A/P

Set-up A/P

Enter Vendors

1.
Select Lists-Vendors from Pull Down Menu.  See Page 4 for Screen Display.
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Select Add New Vendors found on page 1 of July Generic Data.

3. Enter the information in each field of the first screen.  
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Select Additional Information to enter terms.

5. Select  New for the remaining vendors.

6.
After entering the last vendor select  OK.  Then select the close box.

Print the vendor List

1. 
Select Lists-Vendors-Contact.

Set-up A/R

Standard Items-Maintain

1.  
Add the items listed on page 2 of the July Generic Data:

2. Select List-Item-New
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Select Inventory Part.

4. Enter Each field then OK

5. Repeat for each item.

Maintain Customers
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Add each field for the three customers that is listed on page 1 of the July Generic Data:

Now that the Chart of Accounts, Customers, Vendors and Items are set-up, you can start entering the July Transactions on page 4 of the July Generic Data.

Enter Cash Receipts

1. Select Activities

2. Select make Deposits
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Enter field then Select OK for last deposit.

ACCOUNTS   PAYABLE

Enter Purchase Orders to record inventory

1. Select Activities, Create Purchase Orders
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Enter the purchase of 10 baskets per vendor.  The receipt of the items will be recorded when you pay the purchase order.

2.
Select Vendor using the down arrow.

3. Enter the date.

4.
Enter the items by selecting the down arrow under ITEM.  

5.
Enter the quantity.

6. Amount is automatic.

Write Checks

1. Select Checks

2. Select Pay and Down Arrow.

3. Be sure to select the purchase order so the items will be received.
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Be sure to print each check.  Notice the change in the Cash End Balance.

Enter Sales-A/R Invoices

1.
Select Activities and create invoices.

2.
Use the down arrow to select the customer ID.

4. Enter the correct date.

5. Enter Quantity.

6. Enter the item code sing the down arrow to select.

7. Be sure to print the invoice.[image: image21.png]i
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Enter Cash Receipts
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Select Activities-Cash Receipt(Receive Payments)

Enter Cash Sales

1. Select Activities-Enter Cash Sales.
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Record the Deposit for the week 

Write Checks for Expenses

Reconcile Checking Account

End of Month

Close A/R

1.
Select A/R - Close

2.
Select Close Current Month.

3.
"Closing the month" note, Select OK.

4.
Confirm the closing by typing the month:   JULY

Close A/P

1.
Select A/P - Close

2.
Select Close Current Month.

3.
"Closing the month" note, Select OK.

4.
Confirm the closing by typing the month:   JULY

Close G/L

1.
Select G/L - Close

2.
Select Close Current Month.

3.
"Closing the month" note, Select OK.

4.
Confirm the closing by typing the month:   JULY 

5.
Don't worry about Final Audit Trail note:  It just seems the program wants to give you this message.

6.
Yes to continue.

7.
Message about  Future, Current, Reversing Entries.
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_993339066.doc
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