Lara L. Worden gty
COOPERATIVE

Area Agriculture Agent ~ EXTENSION
_ Empowering People - Providing Solutions




Why QuickBooks???

m Fairly inexpensive
m Fast & easy to use for day-to-day transactions

m Write checks
m Automated check writing & speeds up billing process

m Reconcile bank statements

m Manage accounts payable
m Alerts you when bills are due
m Handles payroll

m Enterprise accounting
m Profit & Loss statements for each enterprise




Why QuickBooks???

m Export reports directly to Microsoft Excel
spreadsheets

m Create letters in Microsoft Word

m Examples:

m Send letter to last years hay customers on current
hay inventories

m Announce livestock sale to anyone who purchased
breeding stock from you in past

m Multi-user capacity




Setting Up a New QuickBooks

Compan

m A Company means a single business entity, such
as a farm business, or your personal finances

m All accounting info — all transactions, chart of
accounts, preferences, etc. — is stored in a single
file called a company file

m Named with a .QBW extension, such as OURFARM.QBW

m You can set up as many company files as you
want

m Each company will have a separate file (.QBW)




Creating Your New Company

File

“Easy Step” Interview

Basic info to have
ready ahead of time:

Tax ID#

Fiscal year

Type of tax form filed
Business structure
Cash vs. Accrual
Start date

Balances on bank
accounts/loans/etc.

SN (0 N

EasyStep Interview

QuickBooks
EasyStep Interview

[ )

Interview Progress

Need help setting up?

. Find a local

¢ QuickBiooks expert w

i et answers

Welcome to the QuickBooks EasyStep Interview

el walk vou through setting up the basics by asking vou questions and giving vou guidance along
the way, In about 30 minutes you'l be ready to start using QuickBooks—customized just for you!

| StartInberview |
Other Options...
Have you used Quicken or Peachtree - dre you an accountant or
for your business? © QuickBooks expert?

~ Click Skip Inkerview ko set up your
- company infarmation an yaur own,

Click Canvert Data if vou would like to
transfer your financial information ta
QuickBooks,

What hanpens ko my converted daka?

ConvertData = kip Inkerview

Want help from a QuickBooks expert?
(et one-on-one advice and training From a Certified QuickBooks Proddvisor, ¥ Learn More




Company Information

EasyStep Interview E

i Geb answers

[ QuickBooks Enter your company information

EaSYStEI‘] Interview CuickBooks uses this information on wour kax Forms and forms wou use ko communicake with wour

customers and wendors,

] ]

Interview Progress

* Company name | |

Legal name | |
The narme wou use on vour tax and legal forms, Unless you uze a DBA name,
thiz will probably be the =arme az the company name. Explain

Tax ID |

“our Federal Employer Identification Murmber (EIM) or Social Security Mumber,

Company name

— ou r Fa rm Street address | |

| |

Counkry | U5

v|

Phone | | Fax | |

Use the Format ywou would like displayed on wour Forms, e, [5551 E55-1212
E-mail address | |

Web site | |

* required field What if I hawve more than one business?

Need help setting up?

- Eind a local w
< QuickBooks expert [ Leave. .. ] [ = Back ] [

exk = J

=




elect Your Type of Business

EasyStep Interview |E|

i Get answers

QuickBooks Select your industry

EESYStEF Interview Tell us your industry and we'll customize QuickBooks to work best For wou,

1 Wou will be able to review our recommendations and change them in this inkerview, And, wou can

L always change each of these settings later. Explain

Inkerview Progress
Don't see vour indusktry? Choose an induskry that is similar to wours, Examples

Select an industry from the list

Indusktry

Se I ect Accounting or Bookkeeping

Adverkising or Public Relations

| *

= Agriculture, Ranching, or Farming
Ag rlcu Itu re, Ak, \Writing, or Photographe
Automokive Sales or Repair

R h = Church or Religious Organization

a n C I n g, O r Construckion General Contrackor

- Construckion Trades (Plumber, Electrician, HWAC, etc.)
Fa rm I n Design, Architecture, or Engineering
g Financial Services other than Accounting or Bookkeeping

Hair Salon, Beauty Salon, or Barber Shop
Information Technology (Computers, Software)
Insurance Agency or Broker

Lawn Care or Landscaping
Legal Services L

IF wou don't see an industry similar ko wours, choose QtherMone,

How does QuickBooks use my induskry selection?

Need help setting up?

. Find & local @
- QuickBooks experk [ Leave.., < Back ] [ ge:x:t > ]




Business Structure

EasyStep Interview

' QuickBooks

EasyStep Interview

L] |

Inkterview Progress

Select Sole
Proprietorship

Meed help setting up?

. Eind a local %
< QuickBooks expert

X

i Qe answers

How is your company organized?

Your seleckion will help QuickBooks create the correct accounts For wour business entiky
and assign tax Form lines to those accounts,

) Sole Proprietorship:
An unincorporated business with one owner (FORM 1040)

) Partnership or LLP
An unincorporated business owned by two or more partners (FORM 1065)

JLLC

A formal business entity that provides limited liability to its owners

|Single—member LLC (Form 1040) |

) Corporation {also known as Regular or C Corporation)
A formial business entity with one or more shareholders. (FORM 1120)

) & Corporation
A corporation that has elected to pass tax liability to its shareholder(s)
{FORM 1120-5)

) Mon-Profit
A not-for-profit organization exempt from paying taxes (FORM 990)

) Other /None

Which business entity should T chonse?

[ Leave,.. ] [ < Back ] L Mesxt = ]




Fiscal Year

EasyStep Interview

i aet answers

QuickBooks Select the first month of your fiscal year
EasyStep Interview

LI \ “our Fiscal year is bypically the same as wour income tax year, Explain

Inkterview Progress

My Fiscal vear starts in | IERTEC A— -~ |

Select January

Meed help setting up?

. Eind & local w
- gickBooks experk [ Leawve. .. ] [ = Back ] L ge:-:t = J




Administrator Password

EasyStep Interview

QuickBooks

EasyStep Interview

=

Meed help setting up?

. Find & local
< QuickBooks experk

Interview Progress

e

ed
i Get answers

Set up your administrator password {optional)

“We recommend wou set up a8 password to protect your company file. v¥ou will be prompted
For this password whenever wou open this File, It is optional ko set up a password,

Adrinistrator password | | |

Retvpe password | |

Your password is case-sensitive,

Yhat is an "administrator"? Entering a password here sets up the ad er, who
has Full access ko all activities and information in QuickBooks. When vo rea can set up
other users with more limited privileges.

Moke: ¥ou can alsa set up or change your administrator pass Fe

)

Leave, .. [ < Back ] L Mext = J




Create Company File

EasyStep Interview

QuickBooks

i et answers
Create your company file
EasyStep Interview

Your QuickBoaoks information is stored in a file called the company file

T ]

Click. Mext to choose a File name and location to save wour company file
Interview Progress

Where should I save mvy company file?

Meed help setting up?

. Find a local w

[ < Back ] [ Mext > i




Customizing Company File

EasyStep Interview

i Get answers

QuickBooks Customizing QuickBooks for your business

EESYStEp Interview Mexk, we'll customize QuickBooks by turning on features that best meet your business

needs. To do this, we'll ask wou questions about:

[ |

Your induskry and what wou sell
Interview Progress i i

How and when wour cusktomers pay wou

Howw wou pay wour bills

== i - cuskom Home page will be based
L . — On WOUF SNsWers,
) B =
| ¢ @ =
- 3 o [r—
af 3 "Sr : o
=28 2 # v

Mot sure what you'll need for your business? Answer the interview guestions based on your
current needs, You can easily enable additional Features later,

Meed help setting up?

. Find & local @ : .
’ QuilGoks expert [ <eeck | [tz




What Do You Sell?

EasyStep Interview

QuickBooks What do you sell?

EasyStep Interview O Services only

L ] construction and labor,

Interview Progress
g {(*) Products only:

distributars should also select this opkion,

(") Both services and products

carpet,

Meed help setting up?

. Find a local w

Select Products Only

i Get answers

such as consulking, rentals, gym memberships, hair skvling services, event services,

such as lamps, fertilizer, books, hardware, tickets, insurance palicies. Manufacturers and

such as a bicvcle repair shop that sells bikes, a carpet installation cormpany that sells

< Back

] L Eext = J




Do You Sell Online?

EasyStep Interview

QuickBooks Do you sell products online?

EasyStep Interview
y P 1 currently sell online.

{ FEEEE ] () I don® sell online, but I may want ko someday.

Interview Progress

(%1 dont sell online and I am not interested in doing sn.é

products on the web.

Meed help setting up?

. Find a local w
< CwickBooks expert I_ Leave...

n

i aet answers

CuickBooks will use this answer ko display information about services that can help wou sell wour

Select "I don’t sell online and
I am not interested in doing
SO.

< Back ] [ fext = ]




EasyStep Interview |El

i et answers

| QuickBooks Do you charge sales tax?

EasyStep Interview
y P ) ¥es ({recommended For your business)

........

[[—---- ] @ND

Interview Progress

Select YES

Need help setting up?

. Find a local w
’ Quikgools expert [ <gack ] [ mext> ]




Estimates??

o]

EasyStep Interview

QuickBooks

EasyStep Interview

[ -

Interview Progress

Meed help setting up?

. Find & local
< iguickBooks expert

mon

X
i Get answers

Do you want to create estimates in QuickBooks?

Some businesses refer to estimates as quotes, bids, or proposals.

........

= Hu (recommended For vour business)

........

Whey should T use QuickBooks ko create my esktimates?

Select NO

e ) ()




Sales Receipts???

EasySiep Interview

i taet answers

] QuickBooks

Using sales receipts in QuickBooks
EasyStep Interview

common in rekail businesses,

Use a sales receipt when your customers pay in full at the time of sale, This is especially
LT |

R Some examples:
Interview Progress
& boakskare provides a sales receipt when the customer buys a book:

A TV repair shop pravides a sales receipt when a custamer picks up and pays for a repaired TV

Do you want to use sales receipts in QuickBooks?

...........

Select YES

Meed help setting up?

. Find a local w
< QuickBooks expert [ Leave...

[ « Back ] L Mext > ]




Billing Statements??

EasyStep Interview

%]

i Get answers
| QuickBooks Using statements in QuickBooks
EESYStEp Interview Billing statements are sent ko customers ko list charges accumulated over a period of

time, Statements may be sent ak regular intervals, as in a mankhly stakement, or when a cuskomer
LT ] payment is past due,

Interview Progress
Some examples:

An atkorney invoices a client For mulkiple services pravided, IF the invaice isn't paid, the
attorney can then send the client 2 reminder statement,

& gvm sends each member a monthly statement that includes fees and any overdue
pavments ar finance charges,

Do you want to use billing statements in QuickBooks?

........

Select NO

Meed help setting up?

. Find a local w
* QuickBosks expert [ <mak ] |

Eext = ]




Invoices

EasyStep Interview

. QuickBooks
EasyStep Interview

[ - - - - - ]

Interview Progress

Select YES

Meed help setting up?

. Find a local

Py

??

x|
i Get answers
Using invoices in QuickBooks

Use an invoice when yvou do not receive full payment at the time vwou provide your product
or service. Using invoices will help wou keep track of what vour customers owe wou,

Some examples:
A consulkant sends an invoice to receive pavment when a project is complete.
A general conkractor invoices the customer at each stage of a conskruction project.

A caterer receives a down payment and laker invoices the cuskomer For the remaining
balance.

Do you want to use invoices in QuickBooks?

Mokbe: IF wou use an estimate or a sales order wou must use an invoice in QuickBooks ko bill a
cuskoner,

< DickBooks experk

oceneess B

Leave... [ = Back

| |

ge:-:t = J




Progress Invoicing???

EasyStep Interview

i Get answers
‘.1 QuickBooks Using progress invoicing
r EES?StEp Interview Use progress invoicing in JuickBooks if you invoice your customers based on the progress of a
project,
[ | |
Interview Progress S0Mme B3 amples:

A Flooring contractor bills For partial payment before a job begins, when materials are
delivered, and when the job is completed.

& consulkant bills at major milestones in a project,

Do you want to use progress inyoicing?

) Yes

@'ND {recommended For your business)

Select NO

Meed help setting up?

. Find a local w
< ouickBooks expert

I_ < Back ] L Mesck > J




VELELILRTHE

EasyStep Interview

i Get answers

‘.1 QuickBooks Managing bills you owe

EESFStEp Interview Knowing what money you owe—your "accounts payable'"—is an important part of managing your

cash flow. QuickBooks can help wou manage vour cash Flow by

LI ITIT1T] J Knowing which vendors vou owe money to

Interview Progress
Tracking how much money you owe

Reminding you when bills are due

Do you want to keep track of bills you owe?

When shiould T track mey bills in QuickBooks?

Select YES

Meed help setting up?

- Find a local w
* QuicBodks expert [ <gack ] [ mest> ]




Print Checks??

EasyStep Interview |El

i et answers

ﬂ QuickBooks Do you print checks?
EasyStep Interview O 1 print checke.
(R . . ] ()T don't currently print checks, but T would like ko
Interview Progress ) I don't currently print checks and I don't plan to.

“i: = Printing checks through QuickBooks helps vou save time and keep
w better, more accurate records.,

Select "I don’t currently, but
I would like to.”

Need help setting up?

. Find a local w
’ Quikgools expert [ <gack ] [ mext> ]




Tracking Inventory

QuickBooks’ inventory
system was designed for
retail businesses. It is
very difficult to use for
most farm inventories
(stored grain, feed, &
growing livestock).
However, if your
business involves buying
and reselling things
such as seed, feed, or
even feeder livestock,
then by all means
choose YES!

i Get answers

Tracking inventory in QuickBooks

IJse inventary in QuickBooks to keep track of items in stock, ikems on order from vendors, or items
ko be builk for cuskomers,

Sarme examples:

Animporter stocks and resells products, and tracks items on order from vendors,

An electronics manufacturer keeps inventory For both raw materials and finished
products, and tracks products to be builk For cuskomer arders,

& construction contrackor purchases makerials as they are needed, Because no items are kept
in stack, there is mo need to track inventory in QuickBooks,

QuickBooks uses average costing ko determine the value of vour inventary,

Do you want to track inventory in QuickBooks?

Should T brack inventory in QuickBooks?




Do You Accept Credit Cards?

EasyStep Interview

QuickBooks

EasyStep Interview

[---------- ]

Interview Progress

Meed help setting up?

. Find & local w
< OwickBooks experk

X

i Get answers

Do you accept credit cards?

() 1 accept credit cards and debit cards,  Examples

()1 don't currently accept credit cards, but T would like to.!

) I don't currently accept credit cards and I don't plan ta.

Spend wour time making sales--nok accounting for them. QuickBooks
Merchant Services processes and records credit card transactions
in just a Few clicks,

Select "I don’t currently
accept credit cards, but I
would like to.”

Leave... ] I_ < Back ] [ ek = ]




Tracking Time???

EasyStep Interview

i Get answers

‘.1 QuickBooks Tracking time in QuickBooks

EESYStEp Interview QuickBooks can help wou track time spent by wou, wour parkners, your employees, or your

contrackors, so you can:

LLIIITILT] J Bill customers for time spent on a project.,

Interview Progress
Analyze time spent on the project for planning and job costing.

Pay hourly employees and contractors,

Do you want to track time in QuickBooks?

{E}Hu (recommended For your business)

Select NO

Meed help setting up?

- Find a local w
< OwickBooks experk [ Leave. .. ] I_ < Back ] L Eexl: = J




Employees???

EasyStep Interview

i et answers
|g QuickBooks Do you have employees?
EasyStep Interview ® ves
[[—---------. ] [#] We have W-2 employess.
Interview Progress ;’-.-'-.-'e have 1099 u:u:untractc-rs.é
) No
w ,:_ QuickBooks Payroll makes vour payroll hassle-free, Quickly

m generate paychecks and download the lakest tax tables. Do paywroll
calculations and Fill out Forms automatically, (Subscription required,)

Select YES we have W-2
employees and 1099
contractors

Need help setting up?

. Find & local @
< QuickBooks experk [ Leawve... [ < Back ] [ Mesck = ]




Accounts in QuickBooks

- N EEEEEEREEEETE———

EasyStep Interview _________________________ [x

i aet answers

QuickBooks Using accounts in QuickBooks

EaSYStEP Interview Mext, well help wou set up wour Chart of Accounts, which are categories of income, expenses

and more that voull use ko track vour business,

[ - ]

Interview Progress wWhey is the chart of accounts imporkank?

To set up your chart of accounts, you'll need to:

Decide on a date bo use as the starting poink to track your business Finances in QuickBooks
(e.q., beqginning of fiscal vear, first of this month, etc,)

Underskand how wou wank to categorize your business’ income and expenses, (You maw want
ko discuss this with wour accountant, if wou have one,)

Meed help setting up?

. Find a local @ : :
< QuickBooks expert I_ Leave. .. [ < Back ] [ 1




Start Date??

EasyStep Interview

! QuickBooks

EasyStep Interview

[----------- ]

Interview Progress

Meed help setting up?

. Find & local @
< QickBooks experk

i aet answers

Select a date to start tracking your finances

The date wou select will be wour start date in QuickBooks,

{_) Beginning of this fiscal year: 01,/01,;2011:

In order to complete this wear's tax returns, vou'll need to enter transactions
from the beginning of this fiscal year ko today,

(") Use today's date or the first day of the quarter or month.

You'll need to enter transactions From this date Forward.
01/03f2011 [E)

What date should T chooser

Select Beginning of this
fiscal year: 01/01/2011

I_ Leave.., I_ < Back ] [ fext = ]




Add Bank Account???

EasyStep Interview

i et answers
‘.1 QuickBooks Add your bank account
N EasyStep Interview

You should add one bank account to the QuickBooks chart of accounts for each checking,

savings, or money market account vour company has. We recommend wou add ak least one
I L LLLL I bank account now, You can always add more accounts in QuickBooks laker,

Interview Progress

Would you like to add an existing bank account?

...........

............

)Mo, I'll add a bank account laker,

Haow can I add my bank accounks latery

Select YES

Need help setting up?

. Find a local w

< Back ] L Mext = J




Bank Account

EasyStep Interview |E|

i et answers

: Ba n k ACCOU nt Enter your bank account information
r Na me — State This information will help vou identify your bank account while using QuickBooks,
- " Bank account name |State Bank. - Checking |
Ba n k - C hec kl ng Your account narne ar nickname_. SLIEI'I A%

"State Mational Bank" or "checking"

Bank account number | 173456759 |

Bank Acct. No. =
1 234567 89 * When did you open this bank account?

(*) Before 010142011

{7 onorafter  01j01/2011
When did you
open this
account?
Before
01/01/2011

¢ OuickBooks expert  Se— [ Leave... [ < Back ] [ Mesck = |

* required Field




Bank Account

EasyStep Interview

i Get answers

‘.1 QuickBooks Enter your bank statement information

EESFStEp Interview Step 1 Find the last bank statement you've received with an ending date prior ba

01,01/2011 {vour start date),

Statement end I ng Step 2 Enter the ending date of this bank statement:

date —_— * Sratement ending date
1 2/ 3 1/ 20 10 Step 2 Enter the ending balance on this bank statement:
Statement ending balance
Statement ending * resuived fed

balance =
$25450.36

Meed help setting up?

- Find a local w
* QuicBodks expert [ <gack ] [ mest> ]




Add More Accounts??

EasyStep Interview

QuickBooks

EasyStep Interview

[------------- ]

Need help setting up?

. Find & local
- QuickBooks experk

Interview Progress

e

i et answers

Review bank accounts

Accounk Mame Account Mumber
Skate Bank - Checking 1234567539

Your bank account(s) are shown above,

Do you want to add another bank account?

.........

Select NO

[ Leave. ., [ < Back ] [ Mext > ]




Income & Expense Accounts

EasySiep Interview

Check the following:
Farmers Market Sales

Custom Hire & Cont. Labor
Dues & Subscriptions
Equipment Rental

Feed Purchased

Health Insurance
Miscellaneous Expenses
Postage & Delivery

Taxes — Property

Veterinary, Breeding, Medicine
Proceeds from Sales of Assets

Meed help setting up?

. Find a local w
< QickBooks expert

Review income and expense accounts

i taet answers

Income and expense accounks cakegorize money vour business earns from, or spends on, normal

business operations,

i For vour industry are tvpically all you need
for income tax purposes. Explain
¢ | Accounk Mame Twpe
+  |&aricultural Program Payvments Income »
¥ |Commodity Credit Loans Incone =
< |Cooperative Distributions Income .
< |Crop Insurance Proceeds Income
+ |Crop Sales Incorne
_usktom Hire Income Income
+ |Farmers Market Sales Income
< |Fuel Tax Credits and Other Inc. Income
¥ |Livestock Sales Income
Rental Income Income
advertising and Promokion Expense
< |Bank Service Charges Expense
Business Licenses and Permits Expense
¥ |Car and Truck Expenses Expense
_haritable Contributions Expense bl

[ Restare Recammendations

Whey should I use the recormended accounks?

You can modify your chark of accounts anytime after completing this interview,

[

Leawve, ..

] [ Eext = ]




s e e e

Easy5Step Interview

[f et answers

QuickBooks

EasyStep Interview

You've completed the EasyStep Interview.

[-------------l]

Interview Progress Mext, we'll open the QuickBooks Learning Center, which shows easy-to-watch
Eukarials,

We strongly recommend you watch at least the overview tutorial bo get an
introduction to QuickBooks, In just 5 minutes, woull learn the key things you
need ko know ko get going with QuickBooks,

Choose “Finish” and then choose
“Begin using QuickBooks.”

Meed help setting up?

- Find a local w —
< QuickBooks expert < Back ansh




The "Ground Rules”

m QuickBooks menu commands are
printed in sequence, each separated from
the next by a (/). For example, File/Open
means to select File command from
QuickBooks main menu, then the Open
command from the drop-down menu.

m Control key commands are written like
this: “Ctrl-C”, which means press the “C”
key while holding down the key labeled Ctrl
on the keyboard.




Navigating QuickBooks

File _Edit ‘Wiew Lists Company Customers  Wendors Emplovess Barnking Peports  Window Help  Special Offers Menu Bar Customize Icon
= = = , =)
e @& & 2 > | ® B T ¥ B Bar €
Horne: Customer Center  Wendor Center  Emploves Center  Report Cenkter ) Reminders Search Feedback  Services Payroll  Credit Cards
= Home Navigation Bar Icon Bar Type a help question |Ask
w Company =] Account Balances |
=
= = Mame & Balance
= h
4 'ﬁ [State Bank - Che... 1,545.36]
Chart of
5 ccounts
S > s
Enter Bills Pay Bills
Tkems & H Get Started
Services
@ QuickBooks First Skeps
2 ] Cﬁ‘_,‘;k Customize QuickBooks
[ L@ Marketing
E Tools
7 Create Sales .
2 Cente rs o Banking El Learn About Services
@ ﬁ Pay wour employess
5 a@ 5 @ ! ﬁ CickBooks latest upgrade
Invoices Receive Record Reconcile )
Payments Deposits .-‘;g Order Checks & Business Cards
c"'_‘f Qther services. ..
B H ©
;?:Frl-éré?tss ‘Write Check
Checks Register
]
o
al -
£ o
£ Print
[ Learn about Checks
a Payroll Opkions
Last Updated When?
é{lﬂﬁé%fglr}o reminders,




Any Questions???




