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Loading the Program on Your Computer

1) After you have purchased a copy of QuickBooks Pro, take the CD out of the box
and insert it into your CD-ROM drive.

2) Follow the simple on-screen instructions.

The software will walk you through each step of the installation.

If the software does not start automatically:

Click Start on the Windows taskbar

Choose Run

Type D:\setup.exe (where D is your CD-ROM drive)
Click OK

At the QuickBooks Installation screen, enter the License Number and Product Number
from the yellow sticker. Then click through the screens until the installation is complete.

Intuit QuickBooks® Installer infuit,

License and Product Numbers

Youll find these numbers with vour CD ar in your
download confirmation email,

License Number: | —| _|

Product Number: -

Hemte thae- gy
Ling ‘.::‘!_m
Ty QUL L]

O 1 can't find these numbers _ <Back J Mext > J  Carncel J

3) Start QuickBooks by double-clicking the desktop icon
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Setting up Your Nonprofit

When you open QuickBooks for the first time, the Welcome screen will appear and give
you three options.

4 | @ |[ 3

Create a Open or restore an Open a
NEW company existing company sample file

/'

Click on Create a new company file.

The EasyStep Interview screen appears and will step you through the setup process.

EasyStep Interview x|

i Get answers

nggg'gt%%‘rrﬁcrviow j Welcome to the QuickBooks EasyStep Interview

—

Interview Progress

‘we'll walk you through setting up the basics by asking you guestions and giving you guidang# along
the way, In about 30 minutes vou'll be ready ko start using QuickBooks—oustomized just Figh voul

Other Options...

Have you used Quicken or Peachtree Are you an accountant or

for your business? QuickBooks expert?

Click Corvert Data if you would like to Click Skip Interview to set up your
transFer vour Financial inFormation to company information on your awn,
CuickBooks.

What happens bo my converked data?
Convert Data hd | Skip Inkerview |

Want help from a QuickBooks expert?
Get one-on-one advice and training from a Certified QuickBooks Proddvisor, ¢ Learn Mare
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COMPANY INFORMATION

Enter your company information.

EasyStep Interview ﬁ

¥ Getanswers

QuickBooks Enter your company information

EI‘!S}IStep Interview QuickBooks uses this information on your tax forms and forms you use to communicate with your

customers and vendors.

* Company name

Interview Progress TAB Corps
Legal name TAB Corps
TexID 33-1234567
Streetaddress | ooh yect C Street, Suite 550
City San Diego State [cp | 2P (92101
Country Us. -
Phone Fax

619-557-7272 619-557-5694

E-mail address Director @TABCorps. com

Web site TABCorps.com

Need help setting up?

What if T have more than one business?
Find A Local
< QuickBooks Expert %

(fees may apply) < Back ] [ Next =

Select your industry

EasyStep Interview &J

i Getanswers

QuickBooks Select your industry

Eldb.ySteIJ Interview Tell us your industry and we'l customize QuickBooks to work best for you.

You will be able to review our recommendations and change them in this interview. And, you can

= always change each of these settings later. Explain

Interview Progress
Don't see your industry? Choose an industry that is similar to yours. Examples

Select an industry from the list

Industry
Lodging {Hotel, Motel) -
Manufacturer Representative or Agent
Manufacturing
Medical, Dental, or Health Service

Property Management or Home Assodiation

Real Estate Brokerage or Developer

Rental

Repair and Maintenance

Restaurant, Caterer, or Bar

Retail Shop or Online Commerce

Sales: Independent Agent

Transportation, Trucking, or Delivery

Wholesale Distribution and Sales -

P
r Professional Consulting

Need help setting up? How does QuidiBooks use my industry selection?

Find A Local
- QuickBooks Expert

== s ) oo

/

Scroll down and select Non-Profit.
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Filename for New Company

Shortridge Business Services

@ Filename for New Cempany &J
Save in: , Compariy Files - & Y = T
D= Name Date modified Type Size
ke {TTEANGE
Eecens Blacss J QuickBooks Letter Templates
Desktop
i
I I
Corky
Computer
[ ™8
==
MNetwork
File name: TAEB Comps -
Saveastpe:  |QuickBooks Fies (QEW. OB~ ~v| [ Cancal |

QuickBooks will store all your accounting information in computer files. The default
name of the files is your company name. You can change it if you wish.

What do you sell?

EasyStep Interview

=

QuickBooks

What do you sell?
EasyStep Interview .

| — construction and labor.,

Interview Progress

() Products only
distributors should ako select this option.
() Both services and groducts

carpet.

Need help setting up?

Find A Local
< QuickBooks Expert @
==

ulting, rentals, gym memberships, hair styling services, event services,
Such as lamps, fert\zer, books, hardware, tickets, insurance policies. Manufacturers and

Such as a bicyde repai\shop that sells bikes, a carpet installation company that sells

i Getanswers

[

< Back

J

Next >

\

\

For our example, we will only be providing services.
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Sales Receipts

EasyStep Interview x| I

¥ iGet answers
QuickBooks Using sales receipts in QuickBooks
EasyStep Interview

Use a sales receipt when your customers pay in full at the time of sale. This is especially
comrmon in retal businesses,

||

- Some examples:
Interview Progress P

A bookstore provides a sales receipt when the customer buys a baak.

A TV repair shop provides a sales receipt when a customer picks up and pavs far a repaired T,

Do you want to use sales receipts in QuickBooks?

Leave... | < Back MNext =

/

We will use sales receipts to record contributions we receive.

Using Invoices

EasyStep Interview

y Get answers
QuickBooks Using invoices in QuickBooks
E'c!b'}‘StB[J Interview Use an inwoice when you do not receive full payment at the time ywou provide your product
or service. Using invoices will help vou keep track of what your custamers owe you.

||

- Some examples:
Interview Progress P

A consulkant sends an invoice to receive payment when a project is complete.
A general contractor invoices the customer at each stage of a construction project,

A caterer receives a down payment and later invoices the customer Far the remaining
balance.

Do you want to use invoices in QuickBooks?

If you use an estimate or a sales order you musk use an invoice in QuickBooks to bill a
customer,

Leave... | < Back | Mext = |

7
We can use invoices to record contributions pledged, but not paid immediately.
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Managing Bills

Shortridge Business Services

QuickBooks
EasyStep Interview

||

Interview Progress

Managing bills you owe

Knowing what money you owe—yaur "accounts payable"—is an impaortant part of managing your

cash Flow, QuickBaaoks can help wou manage your cash flow by:
knowing which vendors vou owe money ko
Tracking how much money you owe

Reminding you when bills are due

Do you want to keep track of bills you owe?

< Back |

Leave... |

MNext >

EasyStep Interview I

{ Get answers

AN

We want to keep track of the bills we owe. We’ll choose yes.

Start Date

EasyStep Interview

=X

QuickBooks
EasyStep Interview

—_—

Interview Progress

Need help setting up?

Find A Local
< QuickBooks Expert
(fees may apply)

§ Getanswers

Select a date to start tracking your finances

The date you select will be your start date in QuickBooks.

(@ Beginning of this fiscal year: 01/01/2009

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

(7} Use today's date or the first day of the quarter or month.
‘fou'll need to enter transactions from this date forward.

012872009 [E]

What date should I choose?

Leave...

[ <Bax | |

Mext >

]

We’ll use the beginning of the year. Or you could enter the first date of the month of the
first transaction you’ll be entering into QuickBooks.
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Bank Account
Easystepinteview T

¢ Get answers

QuickBooks Add your bank account
EasyStep Interview ‘fou should add one bank account ta the QuickBooks chart of accounts for each checking,
ings, or money market account your company has. We recommend wou add at least one

T e bank account now. You can always add more accounts in QuickBoaoks later.

Interview Progress

Would you like to add an existing bank account?

¢ No, Tl add a bank accounk later,

How can 1 add my bank sccounts laker?

Leave... | < Back Next =

We can set up our checking account now.

|

EasyStep Interview ’ &J

i Getanswers

QuickBooks Enter your bank account information

Ea‘lijtep Intervigw This information will help you identify your bank account while using QuickBooks.

* Bank account name

Chedking

Interview Progress

Bank account number
Bank routing number How do I find this?

“ When did you open this bank account?
) Before 01/01/2007

01/01/2007

Need help setting up?

.- Find a local %
“ QuickBooks expert < Back ] [ Dext >
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Income and Expense Accounts

i Getanswers

QuickBooks Review income and expense accounts
EasyStep Interview

Income and expense accounts categorize money your business earns from, or spends on, normal
business operations.

|_—| 4 Recommended accounts for your industry are typically all you need
Interview Progress for income tax purposes. Explain

+ Account Mame Type
Direct Public Grants Income -
Corporate and Business Grants Income D
Discounts - Long-term Grants Income
Foundation and Trust Grants Income
Monprofit Organization Grants Income
Direct Public Support Income
Corporate Contributions Income
Donated Art Income
Donated Prof Fees, Fadilities Income
Gifts in Kind - Goods Income
Individ, Business Contributions Income
Legacies and Bequests Income
Uncollectible Pledges - Est Income
Volunteer Services - Non-GAAP Income
Government Contracts Income

Restore Recommendations ]

Why should I use the recommended accounts?
Need help setting up?
Find A Local
-’ QuickBooks Expert

Gty e

Hote: You can modify your chart of accounts anytime after completing this interview.

QuickBooks suggests some general income and expense accounts to save us time during
set up. We’ll put check marks beside the ones we like and set up the rest next.

EDITING THE CHART OF ACCOUNTS

From the Lists menu, Chart of Accounts
select Chart of Accounts. Ttem List

Fixed Asset Item List
Price Level List

Other Mames List
Customer & Vendor Profile Lists

Templates

Memorized Transaction List Ctrl+T
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QuickBooks has set up a number of
accounts for us.

We will now create the rest of the
accounts we will need.

Click on the Account button.

Shortridge Business Services

i_'ll Chart of Accounts

f=E ]

MName

+Furniture and Equipment
+Marketable Securities
+Other Assets
+Security Deposits Asset
+Other Liabilities
+Opening Balance Equity
+Perm. Restricted Met Assets
+Temp. Restricted Met Assets
+nrestricted Met Assets
+Direct Public Support
+Corporate Contributions
+Gifts in Kind - Goods
+Individ, Business Contributions
+Indirect Public Support
+Investments
+Dividend, Interest (Securities)
+Interest-Savings, Short-term CD
+Other Types of Income
+Miscellaneous Revenue
+Program Income
+Membership Dues
+Program Service Fees
+Business Expenses
+Business Registration Fees
+Contract Services
+Accounting Fees
+Legal Fees
+Qutside Contract Services
+Facilities and Equipment
+Depr and Amort - Allowable
+Donated Fadlities
+Equip Rental and Maintenance
+Property Insurance
+Rent, Parking, Utilities
+Operations
+Books, Subscriptions, Reference
+Postage, Mailing Service
+Printing and Copying
+Supplies
+Telephone, Telecommunications
+0ther Types of Expenses
«Insurance - Liability, D and O
+Other Costs
+Travel and Meetings
+Conference, Convention, Meeting
sTravel
+Ask My Accountant

¢ Type

Balance Total

| JBank | 0.00]

Fixed Asset
Other Asset
Other Asset
Other Asset
Long Term Liability
Equity
Equity
Equity
Equity
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Other Expense

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

| Account '|| Activities '|| Reports = Incude in

Then click New.

v

= = - CAPE =2
Cirl+M I Expense
Edit Account Chil+E Expense
Delete Account Ctrl+[r Expense
Expense
b ake Account Inactive Expense
) Expense
Showilmactve Secoumts Expense
v Hierarchical Yiew Expense
Flat View BIRensE
. Expense
Cuztomize Columnz... Expense
Expense
Irmpart from Excel ... Expense
Ilze Chel+L Expense
Find Tranzactions in... Expense
Expense
Print Lizt... Chil+P Expense
. rpEnSE
Fe-zort List Expense
Ackivities ™ Reports =

10
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Add New Account:
Choose Account Type

The Loan from Director will be
a Loan. Press Continue.

\

Add New Account

Shortridge Business Services

M Add New Account: Choose Account Type E@
% Choose one account type and click Continue.
Categorize money your business earns or spends
Income Loan Account
Ex|
xpense Tracks the principal your business
owes for a loan or line of credit,
Or, track the value of your assets and liabilities
More...
Fixed Asset (major purchases)
Bank
Other Account Types | <select= -
Help me choose the right account type. Continue ] | Cancel
il Add Mew Account [ [ =[]

Enter the account name as
Loan from Director, and
then press Save & New.

'ﬂ" Account Type | Other Current Liability

Account Name || oan from Director
Subaccount of

Optional
Description

Account Mo,
Routing Mumber
Tax-Line Mapping

<Unassigned >

*

Enter Opening Balance. ..

Select from Examples |

How do I choose the right tax line?

Should T enter an opening balance?

[ Save & Close ] | Save & Mew | |

Cancel

Enter another Other Current Liability Account called Payroll Liabilities.

11
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Shortridge Business Services

il Add Mew Account

[= ][ ]

|I"|'|' AccountType | Expense

Account MName | yebsite Expenses

Optional
Description

Mote

Tax-Line Mapping | < nassigned =

Subaccount of |Business Expenses -

Select from Examples ]

» | How do I choose the right tax line?

[ Save & Close ] [ Save & New ] ’ Cancel

Enter Website Expenses as an Expense and a Subaccount of Business Expenses.

il Add New Account

=3 ECR 55

|I"|'|' Account Type | Expense

Account Name | personnel Expenses

[ subaccount of

Optional
Description

Mote

Tax-line Mappind | <Unassigned >

Select from Examples ]

+ | How do I choose the right tax line?

Save & Close ] l Save & Mew l [ Cancel

Enter Personnel Expenses as an Expense.

12
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#ll Add Mew Account [ |2 ][]
] |"|'|' AccountType | Expense -
Account Name | ywages - Director Select from Examples ]
Subaccount of | Personnel Expenses -
Optional
Description i
MNote
Tax-Line Mapping | <Unassigned> » | How do I choose the right tax line?
[ Save & Close ] [ Save & New ] ’ Cancel ]

Enter Wages — Director, Wages — Staff, and Payroll Taxes all as Expenses and
Subaccounts of Personnel Expenses.

SETTING UP CLASSES

We use classes to track whether our receipts and expenditures are Restricted or
Unrestricted net assets.

ﬁ'| Edit | View Lists Monprofit Comg
/ f Undo Ctri+Z

To activate class tracking in QuickBooks, click on Edit, bio Revert ¥
and then Preferences. cut Crle

:.\_I-I :.\_ I' + A

Copy Ctrl+ C

Paste Ctrl+V

Lse Register Ctrl+R

Lse Calculator

Search...

\ Find... Ctrl+F

Preferences...

13
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In the Preferences window, click on Accounting, then Company Preferences, and then
Use class tracking. Click on OK.

AN

A My Preferences Company Preferences |

“‘£p Bils Accounts
ﬁ Checking Use account numbers Require accounts

439 Desktop View [] show lowest subaccount only
qﬂ‘g Finance Charge

R General

8 integrated Applications Prompt to assign dasses
‘ Ttems & Inventory Automatically assign general journal entry number

E Jobs & Estimates Warn when posting a transaction to Retained Earnings
49 Multiple Currencies Payroll and

Date Warnings

q Payroll & Employees ) ) ) Employees
. Remind Warn if transactions are day(s) in the past

eminders

8 Reports & Graphs Warn if transactions are El day(s) in the future
| Sales & Customers

General

- Closing Date
[ Sales Tax Date through which books are dosed: (not set)

E Send Forms

& service Connection [ Set Date/Password
E Spelling

[“%] Tax: 1099

4 Time &Expenses

Now that we’ve activated the class tracking feature in QuickBooks, we can set up our
classes.

File Edit View |Lists | Monprofit Company Customers Vendors E

@ Chart of Accounts Ctrl+ 4 [E
ome | Comp: Ttern List
/ Fixed Asset Ttern List
Click on Lists. Price Level List

Class List

And then, Class List Other Mames List
Custormer & Yendor Profile Lists

Templates

Memaorized Transaction List

14
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On the Class List screen,

click on Class.

and then New.

Type Restricted as the first Class
Name and then press Next.

Shortridge Business Services

—

Set up Unrestricted as the second Class Name.

Set up G&A as a Subclass of
Unrestricted.

Set up Fund Raising and Programs as Subclasses of Unrestricted as well.

\

bk, Class List =0 IoR(5>S
Mame
MNew Ctrl+M
/V Edit Class Ctrl+E
f Delete Class Ctrl+D
Make Class Inactive
Show Inactive Classes
v Hierarchical View
Flat View
Customize Columns...
Use Ctrl+U
Find in Transactions...
Print List... Ctrl+P
Re-sort List
[ Class 'J[ Reports = de ingctive
#-, Mew Class |- || -5 | (]
Class Mame | Restricted [ al'4 ]
[7] subdass of | Cancel |
| Mext |
] Class is
inactive
&, Mew Class ||| -E) ||
Class Mame | GRA [ ok l
~ Subclass of | Cancel |
Urrestricted | Next |
] Class is
inactive

15
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Set up Tutoring as a Subclass of
Programs.

Finally, set up Basketball as a
Subclass of Programs as well.

Our class list looks like this:

CREATING ITEMS

\\b

Shortridge Business Services

- MNew Class =x(EaR| %
Class Mame | Tutoring [ QK l
Subdass of | Cancel |
Unrestricted:Programs - | Mext |
Class is
inactve
k&, Class List =B
Marme
+Restricted
#Unrestricted
+Fund Raising
+GEA
+Programs
+Baskethall
+Tutoring

QuickBooks requires the use of Items on donation receipts and pledge invoices. From

the Lists menu, select Item List.

When the Item List screen
appears,

click on the
Item button,

and then New.

[ Ttem List

Look for in | Al fields

Mame Description Type

Ctrl+N
Ctrl+E

Mew
/ Edit ltem

Duplicate Item

Delete Item Ctrl+D

Malke Item Inactive
Show Inactive Items

¥ Hierarchical View
Flat View

Customize Columns...

Use Ctrl+U

Find in Transactions...

Print List... Ctrl+P

Re-sort List

- Search Reset E

Account  Price

L Item 'J[ Activities '][ Reports = Excel -

16
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A Mew emn EI@
Other Charge - | Use for miscellaneous labor, material, or part

charges, such as delivery charges, setup fees, Cancel
and service charges,
Mext
Subitem of e
=== Cugstom Fields
Speling

Item Mame Mumber
Donation

This item is used in assemblies or is a reimbursable charge

Amount or %

0.00 Item is inactive
Account

Direct Public Suppor... \

Description

Donation

/
Donation is an Other Charge. The Item Name and Description are both Donation, and
the Rate will be left at zero because each donation may be different. The account where
we want the funds for this item to appear on our Statement of Support and Expenses will
be Direct Public Support: Individ, Business Contributions. When done, click Next.

Endowment and Pledge will also be Other Charges going to the same account.

We will set up Event Ticket with additional information so there will be less typing
required when we prepare the receipts for the ticket sales.

Wik New frem = [ = 3]

Other Charge . | Use for miscellanenu_s labor, material, or part
charges, such as delivery charges, setup fees, Cancel
and service charges,
MNext
Item Mame Mumber Subitem of m
Event Ticket

Spelling

This item is used in assemblies or is a reimbursable charge

Description Amount or %
Event Ticket - Fund Raising Dinner to 100.00 Item is inactive
support TAB Corps. Account

Direct Public Suppor... =

17
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Entering Transactions

Shortridge Business Services

1) Director uses Personal Visa Card to Secure Web Address.

Yendors Employees | Banking | Reports  Online Services  Window  Help

A Wnte Checks Crl+W 3
& i
From the Banking menu, select Use Register (e _EmployeeCenter | Order Checks 8 Envelopes i
’ \ Enter Credit Card Charges
Use Register Ctrl+R
Make Deposits
Transfer Funds
Reconcile
Online Banking 3
Loan Manager
Other Names List
On the Use Register screen, type in the
Select Account field — Loan from Director
Use Register &J
Select Account | Loan from Directar -
[ Ok, ] | Cancel |
and then click OK.
2 Loan from Director = =[]
& Goto.. | £ Print... | 24 Edit Transaction IZ] QuickReport
Date Ref Payee Increase S Decrease Balance
Type Account Memao
01/17/2009 Persvisa ||Domain Mame -
splits Ending balance 0.00
1ine
Sortby |pate, Type, Mumber/... Record ] | Restore

On the Loan from Director register, enter the Date, Reference, and Payee.

18



QuickBooks® The Basics for Nonprofits Shortridge Business Services

When we leave the Payee
field, QuickBooks prompts us | Mme Net Found
to add this Payee to the Name

list. Click on Quick Add. |' ~ | Domain Name is nat in the Name list.
—  To automatically add Domain Mame to the Name list, dick Quick Add.
You can enter more detailed information later.
N
\'Ii:u enter the detailed information now, dick Set Up (usually not required).

Quick Add | Set Up | | Cancel |

Select Name Type [&J

Select which type of name to add then dick

Ok

Vendar
. . Customer
Domain Name is an example of o an
Other name. =TPoEE
Ok ] | Cancel
e

Clicking on OK takes us back to the register where we enter the amount as an Increase
& Loan from Director EI@

& Gote.. | £ Print... | 2 Edit Transacticn QuickReport

Date Ref Fayee Increase J Decrease Balance
Type Account Memo
01/17/200% [E]|Persvisa || Domain Mame » [[30.00
GEMIRNL [|Business Expenses:Website Expenses (1w
Splits Ending balance 0.00

1Hine

Sortby |Date, Type, Number/... [ Record ]l Restore

and the Account as Website Expenses. To enter the class, click on the Splits button.

19
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Shortridge Business Services

i Loan from Director (= | B ][]
= Goto.. | &5 Print... [ & Edit Transaction QuickReport
Date Ref Payee Increase S Decrease Balance
Type Account Memo
01/17/2003 PersVisa ||Domain Name = ||80.00
GEMIRML [|-=split-
Account Amount Memo Customer:Job Bila... Class | | Close |
Business Expenses;Website Expenses 80,00 Unrestricted: GRA | &
| Clear |

/ | Recalc

yd
Z
| Splits | Engirfg balance 0.00
1line
Sortby |Date, Type, Number/... [ Record ] | Restore
Z, el
With the Splits box open, we can enter the Class as G&A, and then press Record.
2) Director Pays Attorney for Incorporation with a Personal
Check.
On the next line of the Loan from Director register, enter all the information for this
& Loan from Director = =] ]
& Goto.. | €@ Print.. | @ Edit Transaction QuickReport
Date Ref Payee Increase S Decrease Balance
Type Account Memo
01172009 PersVisa  ||Domain Mame 80,00 20,00
GENJRML | Business Expenses:\Website Expenses
01/18/2009 PersCk Smith & Smith Esg » ||1,100.00 |
GEMIRML ||-split-
Account Amount Memo Customer:Job Billa... Class | |m|
Contract Services:Legal Fees 1,100.00 Unrestricted:GaA | » ———
| Clear |
| Recalc |
SJ:T| Ending balance 80.00
1dine
[ Record l | Restore

Sortby |pate, Type, Numberf... =

transaction (in this case, Quick Add the Payee as a Vendor rather than an Other Name).

Click on the Splits button to enter the Class, and then press Record.

20
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Shortridge Business Services

3) Director uses a Personal Check to Open the Corporate

Checking Account.

Vendors Employees | Banking | Reports  Online Services  Window  F

&

nter Employee Center

From the Banking menu, click on

Make Deposits.

Write Checks Ctrl+W
Order Checks & Envelopes

Enter Credit Card Charges

Use Register Ctrl+R.
Make Deposits

Transfer Funds

Reconcile
Online Banking
Loan Manager

Other Names List

0
[.

53 Make Deposits [ | [ | [eEE]
A Previous [ Mext & Print = | Payments 3 History
Deposit To | Checking = | Date |01/20/2009 Memo | Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
Received From From Account Memo Chk Mo, Pmt Meth. Class Amount
Loan from Director to open checdking account 1234 Chedk 5,000,00 =
Deposit Subtotsl 5,000,00
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash badk amount
w
Deposit Total 5,000.00
Save time using printable or manual deposit slips. Save & Close | [ Save & Mew ] | Clear

Enter the transaction details on the Make Deposits screen, then press Save & Close.

21
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4) Pay Attorney a Check to file for 501(c)(3) Tax Exemption.

Vendors Employees Reports  Online Services  Window  He

From the Banking menu, select = Write Checks Culew§
Write Checks & Ernployee Center Order Checks & Envelopes v pa

Enter Credit Card Charges
Use Register Ctrl+R

Make Deposits
Transfer Funds

Reconcile
Online Banking r
Loan Manager

Other Names List

£ Write Checks - Checking [l ]
4l Previous [ Mext @ Print - ‘ %‘ Find
Bank Account | Checking - Ending Balance 5,000,00
No, 00001 _
Date 01/20/2005 (&
Pay to the Order of Smith & Smith Esg hd $ 1,000.00
One thousand and DD/10D* T * * = * === s sxssssrsssssssssssrsrssss Dollars
Smith & Smith Esg
Address
Mewmoe Order Checks
Expenses $1,000.00 | Items £0.00 | Cnline Payment To be printed
Account Amount Memo Customer:Job Billable?  Class
Contract Services:Legal Fees 1,000.00 501(c)(3) application Unrestricted: GRA &
| Clear Splits | | Recalculate | | Save & Cloze |[ Save & MNew ]| Clear |

Enter the transaction details on the Write Checks screen, then press Save & New.
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5) Pay Web Designer for Logo and Website with a Check.

L=# Write Checks - Checking E=xEoh ==
& previous B Net &5 Print ~ | %) Find

Bank Account | Checking - Ending Balance 4,000.00
No, 00002
Date 01/20/2009 |E
Pay to the Order of Webster Design - $ B00.00
Eighthundred and 00/100 * * === * s s xssssssesxsssrsssxsssrrses Dollars
Webster Design
Address
9
Memo Order Checks
Expenses $800.00 | Items £0.00 Online Payment To be printed
Account Amount Memo Customer:Job  Billable?  Class
Business Expenses:\Website Expenses 800.00 |logo and web design Unrestricted: GRA -
| Clear Splits | | Recalculate | | Save & Close |[ Save & New ]| Clear |

With the Write Checks screen open, enter the transaction details, then press Save & New.

6) Pay for Liability Insurance with a Check.

._% Write Checks - Checking EI@
& Previous B Net &3 Print ~ | %) Find

Bank Account | Checking - Ending Balance 3,200.00
No, 00003 _
Date 01/20/2009 |E
Pay to the Order of D&O Insurance Company - $ 900.00
Nine hundred and 00/100* * ¥ * ** s+ S5 s s s s sssstssssssssssssssss Dollars
D&QO Insurance Company
Address
9
Memo Crder Checks
Expenses $900.00 | Items 0,00 Online Payment To be printed
Account Amount Memo Customer:Job  Billable?  Class
Other Types of Expenses:Insurance - Liability, D and O 900,00 Unrestricted: GRA -
| Clear Splits | | Recalculate | | Save & Close | [ Save & New ] | Clear |

With the Write Checks screen open, enter the transaction details, then press Save & New.
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7) Use Debit Card to order Business Cards.

._% Write Checks - Checking

o E =

& Previous [ Net g3 Print = | %) Find

Bank Account | Checking - Ending Balance 2,300.00
Mo. L
Date 01/21/2003 [E

Pay to the Order of Onlineprinters.com - $ 100.00

Onehundred and 00/100* * **** 22+ 232323232 ETTTF T2 2222222200

Onlineprinters.com

Operations:Supplies 100.00 |Business Cards

Address
9
Memo Order Checks
Expenses $100.00 | Items £0.00 Online Payment To be printed
Account Amount Memo Customer:Job  Billable?  Class

Unrestricted: G&A

| Clear Splits || Recalculate |

| Save & Close | [ Save & MNew

Clear

J |

With the Write Checks screen open, enter the transaction details, then press Save &

Close.

s Banking |Reports | Online Services Window Help  Special Offers
i Report Center -_132, ) ¥3 ;.30
ine Ban Company Snapshot Live Community Help Feedback Search
To view the resulting financial Memorized Reports g
- Process Multiple Reports
statements, click on Reports, —
- - onprofit Reports »
Company & FInanCIaIl \ﬂ Company & Financial 3 Profit & Loss Standard
then Balance Sheet Standard. Customers & Receivables 8 Profit & Loss Detail

Sales
Jobs, Time & Mileage
Vendors 8 Payables

Banking

Transaction History

Transaction Journal

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

Profit & Loss by Class

Profit & Loss Unclassified

Income by Customer Surmrmary
Income by Customer Detail
Expenses by Vendor Summary
Expenses by Vendor Detail

Income & Expense Graph

Balance Sheet Standard
Balance Sheet Detail

Balance Sheet Summary
Balance Sheet Prev Year Comparison

Met Worth Graph

Statement of Cash Flows

Cash Flow Forecast
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TAB Corps
Balance Sheet
As of January 31, 2009
+Jan 31,09 =
ASSETS
Current Assets
Checkingi/Savings
Checking P 220000 4
Total Checking/Savings 2 200.00
Total Current Assets 2.200.00
TOTAL ASSETS 2,200.00
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Other Current Liabilities
Loan from Director §,180.00
Total Other Current Liabilities §,180.00
Total Current Liabilities §.130.00
Total Liabilities §,180.00
Equity
Net Income -3 530.00 . .
Total Equity T2 980,00 Then click on Reports, Nonprofit Reports,
Statement of Financial Income and
TOTAL LIABILITIES & EQUITY 2,200.00 EXpenses
TAB Corps
Statement of Financial Income and Expense
January 2009
GaA
<+ (Unrestricted) -+« Total Unrestricted - TOTAL L
Ordinary Income/Expense
Expense
Business Expenses
Website Expenses b 220.00 4  230.00 280.00
Total Business Expenses 880.00 280.00 880.00
Contract Services
Legal Fees 2,100.00 2,100.00 2,100.00
Total Contract Services 2,100.00 2.100.00 2,100.00
Operations
Supplies 100.00 100.00 100.00
Total Operations 100.00 100.00 100.00
Other Types of Expenses
Insurance - Liability, D and O S00.00 500.00 500.00
Total Other Types of Expenses 900.00 S00.00 900.00
Total Expense 3,580.00 3,580.00 3,5980.00
Net Ordinary Income -3,820.00 -3 520.00 -3,580.00
Net Income -3,980.00 -3,980.00 -3,380.00
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8) Receive Endowment of Stocks.

From the Nonprofit menu, click on

Enter Donations (Sales Receipts).

Lists | Monprofit | Company Customers Vendors Employees |
Set Up Budgets

iany Sna

/

Enter Donations (Sales Receipts) o

Enter Pledges (Invoices)
Receive Payments
Make Deposits

Enter Bills

Pay Bills

Write Checks

Programs/Projects (Class List)
Import Monprofit Chart of Accounts (UCOA)
Send Letters to Your Donors...

Monprofit Reports 2
tE‘] Enter Sales Receipts = [ =[]
o
&l Previous [ MNet &5 Print ~ [&d E-mail ~ B Ship ~ | %) Find [§f Spelling 9 History ~
Customer: Job Class Template
Smith, Betty - - Intuit Standard Don... =
. Date | _Donation Mo.
Donation 01/23/2009 1
CustomerJob Mot Found
i ! Smith, Betty is not in the Customer:Job list.
To automatically add Smith, Betty to the Customer:Job list, dick Quick Add.
— You can enter more detailed information later,
Item Description
To enter the detailed information now, didk Set Up (usually not required).
Donor - i Quick Add | [ Set Up ] [ Cancel ]
Message f
e /I
Tobeprinted [ To be e-mailed Memo
[ Add TimeCosts... ]
;’).(ﬂ [7] Process credit card payment when saving
[ 5@6& & Close ] [ Save & Mew ] [ Clear ]

Enter the donor’s name in the Customer:Job field. / When you press the tab key, you’ll
be prompted to set up the Customer. Click on Set Up.
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e MNew Customer —

2
Enter the donor’s Customer Name | smith, Betty

information on the | . ot
Opening Balance as of \g1/23/2000 [@]| How do I determine
New Customer 23] the opening balance?
screen, then press Address Info I Additional Info I Payment Info | Job Info
OK.
Company Mame Contact Betty Smith
Mr M./ M, Phane 619-555-1234 ] Customer is
: inactive
First Name Betty M.I. FAaX
Last Name Smith Alt. Phone 510-555-1235
Alt, Contact | 39hn
E-mail Betty@home. com
Cc
Addresses
Eill To Ship To -
Betty Smith

1234 Nice Street
5San Diego, CA 92101

Add New Edit Delete iR

Default shipping address L lETE]
r{i—] Enter Sales Receipts E
4 Previous P Net <HPrint ~ LA Email ~ B Ship - | L Find [ Spelling Ry History +
Customer: Job Class Template
Smith, Betty - - Intuit Standard Don.... =

- Date Donation Mo.
Enter the rest of Donation 01/23/2009 l 1

the information
on the Enter Sales Betty Smith
Receipts screen, o Do O 82101

and then press

Save & Close. me

Item Description Class Amount |
Endowment Endowment Restricted ‘ 300,000.00 =
Donor o
Message

Total 300,000.00
Tobeprinted ] To be e-mailed Mema
Add Time/Costs. ..

% [ "] Process credit card payment when saving
[ Save & Close ] [ Save & Mew J [ Clear
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i_J-‘l Chart of Accounts El@
QuickBooks has automatically b £ Type Baberiinied
; +Checking Bank 2,200.00 -
entered the endowment into the > +|Indeposited Funds Other Current Asset 300,000.,00
Undeposited Funds account. — +Furniture and Equipment Fixed Asset 0.00
+Marketable Securities Other Asset 0.00
+Other Assets COther Asset 0,00
+Security Deposits Asset Other Asset 0.00
+Loan from Director Other Current Liability &,180.00
+Payroll Liabilities Other Current Liability 0.00
+Other Liabilities Long Term Liahility 0.00
+0pening Balance Equity Equity 0.00
+Perm. Restricted Met Assets Equity 0.00
+Temp. Restricted Net Assets Equity 0.00
+Unrestricted Met Assets Equity
+Di ic Support Income &7
Activites =~ ” Reports = ] Indude inactive

Wendors Employees | Banking | Reports  Online Services  Window H

To move the Endowment from the R —— Cirlsw  §
Undeposited Funds into the Marketable Faployee Center Order Checks & Envelopes y [a
Securities account, click on the Banking I N

menu, and then Make Deposit. Use Register Cirl+R
\ Make Deposits

Transfer Funds

Reconcile
Online Banking 2

Loan Manager

Other Names List
Payments to Deposit Iﬁ
Select View

On the Payments to View payment method type | All types * | What are payment method views?
DepOS”: SCI‘een, CI |Ck Select Payments to Deposit
on the Endowment ~Jl ¥ Date Time Type Mo. Payment Method Name Amount
tO Select |t and then < 01/23/2009 RCPFT 1 Stocks Smith, Betty 300,000.00
press OK.

1 of 1 payments selected for deposit Payments Subtotal 300,000.00

oK l [ Cancel ] [ Help
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QuickBooks automatically deposits the stocks into the Checking account from

Undeposited Funds. [} wieke beposits __— [E=sEen x>
& previous B Mext &5 Print Payments & History
i q Deposit To | Checking - Date le23f2009 Memo | Deposit
The Fl)lrogram WI” Click ents to select customer payments that you have received. List any other amounts to deposit below.
not allow us to
h h D H Received From A From Account Mema Chk Na. Pmt Meth. Class Amount
C ange t e epOSIt Smith, Betty Undeposited Funds Stocks 300,000.00 =
-Il\-/lo alSCtOLE)rI]t to Smith, Betty Marketable Securities Stocks -300,000.00
arketaple

Securities. //
To correct this, we | i
enter a second line Deposit Subtots 0.00
on the deposit I 0 bk o s dt et Suion, e o
Screen . Cash back memo Cash back amount
The _3001000 / Deposit Total 0.00
Zeroes out the Save time using printable or manu; [ Save & Close ] [ Save & MNew ] [ Clear ]
deposit to the
checking account and puts the stocks into Marketable Securities where they belong.
9) Deposit a Contribution.
Just like we did for the Endowment above, click on the Nonprofit menu, then click on
(Egai_:leersl:lzzoer(]:ae?otgi rtz] Enter Sales Receipts = | =[]

PLS)- @ previous [ Net <5 Print ~ Gl E-mail ~ B3 Ship ~ ‘ B Find [ Spelling R History ~

Customer: Job Class Template

Fill in the Donation Jones, Jack - - Intuit Standard Don... =
) . - Date | Donation No.
information on the Donation Hl;wmg 2 H

screen, Create the
Customer, and then
press Save & Close.

Jack Jones
550 C, Street
San Diego, CA 92123

4232 Check -

QUICkBOOkS WI” Item Description Class Amount |
pUt the donatlon Donation Donation Unrestricted:Fund Raising 10,000.00 =
into the il
Undeposited Funds Donor -
Message
account. Total 10,000.00
Tobe printed  [] To be e-mailed Memo
I_?.'(E Process credit card payment when saving
[ Save & Close ] [ Save & MNew l [ Clear
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To move the Donation from the Undeposited Funds into the Checking account, click on
the Banking menu and Make Deposit. On the Payments to Deposit screen, click on the
Donation to select it and then press OK.

 Make Deposits = | 5]
) ) & previous [ Net <5 Print ~ | Payments & History
Since the donation
- - Deposit To | Checking - Date |01/24/2009 |[E| Memo |Deposit
was deposited into
- Click Payments to select customer payments that you have received. List any other amounts to deposit below.
the checking
account’ we don ,t Received From From Account Memo Chk No. Pmt Meth. Class Amount
Jones, Jack Undeposited Funds 4232 Check 10,000.00 =
need to change
anything on the
Make Deposits
screen.
Click on Save & _
Deposit Subtotal 10,000.00
C I Ose . To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount
Deposit Total 10,000.00
Save time using printable or manual deposit slips. Save & Close | [ Save & New ] | Clear
10) Repay Loan from Director with a Check.
From the Banking 1#{ Write Checks - Checking ==
menu, Se|eCt erte @l Previous [ Next <5 Print | %) Find
CheCkS' Bank Account | Checking - Ending Balance 12,200.00
No, 00004
Date 01/25/2009 (&
Pay to the Crder of John Director hd £ 6,180.00
Six thousand one hundred eighty and 00f100* * * *******xFxxxxrxxxrxrxsxs> Dollars
John Director
. Address
Complete the Write
Checks screen, and )
then press Save & Memo Order Chedks
New. Expenses $6,180.00 | Items $0.00 Online Payment Ta be printed
Account Amount Memo  Customer:Job Billable? Class |
Loan from Director 6,180,00 -
Clear Splits | | Recaloulate Save & Close | [ Save & Mew ] | Clear |
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11) Buy Mailing List with Debit Card.

1#] Write Checks - Checking =8 [EeR|F>n)

& previous B Net <% Print ~ | ) Find
Bank Account | Checking - Ending Balance 5,020.00
Mo, Debit
Date 01/26/2009 .
Pay to the Order of MailingLists.com - £ 400.00
Four hundred and D0/100= = * = === === === =s=s=ssxsszsszsssssssszss Dallars
MailingLists. com
Address
Memo
Expenses $400.00 | Items §0,00 | [ online Payment  [| To be printed
Account Amount  Memo Customer:Job  Billable? Class
Operations:Postage, Mailing Service 400.00 (Mailing List Unrestricted:Fund Raising -
[ Clear Splits ] [ Recaloulate ] [ Save & Close ][ Save & Mew ][ Clear ]

With the Write Checks screen open, enter the transaction details, then press Save &
Close.

12) Enter Bill for Flyers and Event Tickets.

Customers Employees  Banking

@ Vendor Center

Yendor Cer ik
—»  Enter Bills -

Pay Bills

From the VVendors menu,

select Enter Bills.

Print 1099s/1096...

Itern List

31



QuickBooks® The Basics for Nonprofits

Shortridge Business Services

<l Enter Bills

=]

i

@ Bll ) Credit

& Previous [ Next | a Find Eth History

Bill Received

vendor Event Printers - Date 01/27/2009 .
Ref, Mo,
Address l
Vendor Not Found
3 ) Event Printers is not in the Vendor list.
B N ~ To automatically add Event Printers to the Vendor list, dick Quick Add.
Memo You can enter more detailed information later.
J Expenset $0.00 E To enter the detailed information now, dick Set Up {usually not required).
Account Amount | Ouick Add | [ SetUp ] [ Cancel ]
Ll Y
|
|
[ Clear 5glits ] [ Recalculate ] [ Save & Close ] [ §ave\& Mew ] [ Clear

Enter the vendor’s name, and when you tab out of the field, select Set Up.

@ Mew Vendor

Vendor Name Event Printers

Opening Balance

J Address Info I Additional Info | Account Prefill |

Company Mame| Event Printers, Inc.

Mr. Ms. /...
First Mame M.I.
Last Mame
:3;”;::':' Event F'rinter_s
4567 Production Ave

5an Diego, CA 92121

Address Details

as of | n1/27/2009 How do I determine
the opening balance?
Phone 253-555-7393 [ Vendor is
inactive
AX 858-555-7899

AltNPhone | 853-555-5505 cell

Print on Chedk as
Event Printers, Inc.

Enter the vendor’s information, and then click on the Additional Info tab.
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% New Vendor [ ][ =]
Vendor Name Event Printers
Opening Balance asof  n1f27/2009 How do I determine
the opening balance?
Address Info Additional Info I Account Prefil |
Categorizing and Defaults Custom Fields ] :;2?__?]-2!5
Type
Terms
Met 30 -
Credit Limit
Tax ID
[] vendor eligible for 1099
|  DefineFields |
Enter the applicable Additional Info, and then press OK.
<) Enter Bills | e
&l previous [ Mext | %‘. Find Qb History
@ Bl () Credit Bill Received
: &0 |
QuickBooks
prefills the vendor Event Printers - Date 01/27/2009 .
Enter Bills Event Printers 753351
Address d
. 4567 Production A
screen Wlth the Can Dié;o?c:ngzgl ntDue 175.00
Vendor’s
information, Bill Due
terms, & due Terms  Net 30 '/mhe
M
date. Ema —
J Expe $175.00 | Items $0.00 |
Enter the /,/’ Account Amo... Memo Customer:Job  Billable? Class |
invoice number Operations:Printing and Copying | 175.00 |Flyers & Tickets Unrestricted:Fund Raising =+

as the reference, L4

and then enter
the rest of the
information on il
the screen.

[ Clear Splits ] [ Recalculate Save & Close ] [ Save & MNew ] [ Revert

Press Save & Close.
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13) Buy Stamps & Office Supplies with the Debit Card.

1#] Write Checks - Checking

[F=N| o P

& previous [ Next @Print v‘ %‘Find

Bank Account | Checking - Ending Balance 5,620.00

No. Debit

Pay to the Order of Office Depot £ 390,00

Three hundred ninety and 00/100

Date 01/28/2002 .

Operations:Supplies 306,00

Unrestricted:GRA

Dollars
Office Depot
Address
Memo
Expenses $390.00 | Items $0.00 | [C] Online Payment [ To be printed
Account Amount  Memo Customer:Job  Billable? Class
Operations:Postage, Mailing Service §4.00 |Stamps Unrestricted:G&A o

I Clear Splits H Recalculate J

I Save & Close J [ Save & MNew ] I

Clear

I

Open the Write Checks screen and enter the transaction details, then press Save & Close.

14) Enter the Sale of the Fund Raiser Dinner Tickets and

Deposit the Proceeds.

.11-1 Enter Sales Receipts

=E s

@ previous B Net &5 Print ~ [ E-mail ~ B Ship v‘%_Find [&# Spelling By History ~

Customer:Job Class

Jones, Jack - - Intuit Standard Don... =
_ Donation Mo.
Donation 0i/29/2000 |@| |3

Jack Jones
550 C, Street
San Diege, CA 92123

Template

53

Payment Method
7394 Chedk -
Item Description Class Amount
Event Ticket 25 Event Tickets - Fund Raising Dinner  |Unrestricted:Fund Raising 2,500.00 =
to support TAB Corps.
Donar =
Message
Total 2,500,00
Tobeprinted  [] To be e-mailed Memo

A

Process credit card

En

payment when saving

I Save & Cloze J [ Save & Mew

J {

Clear

I

From the Nonprofit
menu, select Enter
Donations (Sales
Receipts).

Complete a Sales
Receipt for each donor
who purchased tickets,
entering the Customer
information for each
new donor as you go.

QuickBooks will put
the amounts into the
Undeposited Funds
account.
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From the Banking menu, select Make Deposit and check off each item that you are
depositing.

Payments to Deposit

=)
Select View

View payment method type | Al types

-

What are payment method views?

Select Payments to Deposit
+  Date Time Type Mo, Payment Method Mame Amount
W01/29/2009 RCPT 3 Check Jones, Jack 2,500,000
~ 01/29/2009 RCPT a Check Smith, Betty 12,500,000
2 of 2 payments selected for deposit Payments Subtotal

15,000.00
Select Al Select Mone

Click on OK and the Make Deposits screen opens. Review the information to ensure it
matches your bank deposit slip, and then press Save & Close.

b} Make Deposits

[E=B|Eol >3
& Previous [P MNext &5 Print | & Payments % History

Deposit To | Checking » | Date |01/30/2009 [E] Memo | Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Received From From Account Memo Chk Mo. Pmt Meth, Class Amount
Jones, Jack Undepasited Funds 7894 Check 2,500.00 =
Smith, Betty Undepaosited Funds 3215 Check 12,500.00
Deposit Subtotal 15,000.00
To get cash bacdk from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount
-
Deposit Total 15,000.00
Save time using printable or manual deposit slips. Sawve & Close ] [ Save & New ] [ Clear
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15) Enter the Vendor Bills from the Fund Raiser Dinner Event.

<] Enter Bills == B <=
& Previous [ Next | ¥} Find 9 History
@ Bl () Credit Bill Received
Vendor Mexican Caterers Corp. - Date 01/31/2009 .
Address Mexican Caterers Corp. Ref. No. 65425
Amount Due  3,000.00
Bill Due 03/02/2009 [E]
Terms  Met 30 ~  Discount Date
Memo
Expenses %3,000.00 | Items £0.00
Account Amount  Memo Customer:Job  Billable? Class
Contract Services:Outside Contract Services 3,000.,00 Unrestricted:Fund Raising =
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Save & Mew l [ Clear
On the Enter Bills screen, enter the information from the vendor’s bills.
1| Enter Bills =5 oR| 55
& Previous [ Next | %) Find 9 History
@ Bl () Credit Bill Received
Vendor Halls4Rent - Date 01312009 .
Ref. Mo. 32145
address Halls4Rent
AmountDue  500.00
Bill Due 02/15/2009 (B
Terms  Met 15 ¥  Discount Date
Memo
Expenses £500.00 | Items £0.00
Account Amount  Memo Customer:Job  Billable? Class
Fadilities and Equipment:Rent, Parking, Utilities 500,00 Unrestricted:Fund Raising  +
[ Clear Splits ] [ Recalculate Save & Close ] [ Save & Mew ] [ Clear ]
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Shortridge Business Services

TAB Corps

Balance Sheet
As of January 31, 2009

<+ Jan 31,09 «
ASSETS
Current Azssets
Checking/Savings
Checking P 20,230.00 4
Total Checking/Savings 20,230.00
Total Current Assets 20,230.00
Other Aszets
Marketable Securities 300,000.00
Total Other Aszets 300, 00004
TOTAL ASSETS 320,230.00

LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
Accounts Payable 3,67 500
Total Accounts Payable 3,675.00

Total Current Liabilities 3,67 5.00
Total Liabilities 3,675.00
Equity

Het Income 316,555.00
Total Equity 316,555.00

TOTAL LIABILITIES & EQUITY 320,230.00
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Ordinary Income/Expense
Income
Direct Public Support

Individ, Business Contributions p 300,000.00

Total Direct Public Support
Total Income
Expense

Business Expenses
Website Expenses

Total Business Expenses

Contract Services
Leqgal Fees
Outside Contract Services

Total Contract Services

Facilities and Equipment
Rent, Parking, Utilities

Total Facilities and Equipment

Operations
Postage, Mailing Service
Printing and Copying
Supplies

Total Operations

Other Types of Expenses
Insurance - Liability, D and O

Total Other Types of Expenses

Total Expense

Net Ordinary Income

Net Income

TAB Corps
Statement of Financial Income and Expense
January 2009
Fund Raising G&A

+ Restricted + (Unrestricted) « (Unrestricted) < Total Unrestricted « TOTAL

425 000.00 0.00 25,000.00 325,000.00
300 000.00 25, 000.00 0.00 25,000.00 325,000.00
300,000.00 25,000.00 0.00 25,000.00 325,000.00

0.00 0.00 220.00 880.00 &280.00
0.00 0.00 &20.00 220.00 220.00

0.00 0.00 2,100.00 2,100.00 2,100.00

0.00 3,000.00 0.00 3,000.00 3,000.00
0.00 3,000.00 2,100.00 5,100.00 5,100.00

0.00 500.00 0.00 500.00 500.00
0.00 500.00 0.00 500.00 500.00

0.00 400.00 24.00 424.00 434.00

0.00 175.00 0.00 175.00 175.00

0.00 0.00 406.00 406.00 406.00
0.00 575.00 450.00 1,065.00 1,065.00

0.00 0.00 S00.00 500.00 S00.00
0.00 0.00 500.00 S00.00 S00.00
0.00 4,075.00 4.370.00 8,445.00 8,445.00
300,000.00 20,825.00 -4 370.00 16,555.00 316,555.00
300,000.00 20,925.00 -4, 370.00 16,555.00 316,555.00
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16) Enter a Bill for Program Supplies.

<) Enter Bills [ | E| ]

& Previous [ Next | ¥} Find 9 History

o _ Credt [¥] Bill Received
Vendor Supplies.com - Date e E
Address |Supplies.com Ref. No. 65732

Amount Due  310.00

Bill Due 03(07/2009 (& |

Terms  Met 30 *  Discount Date

Memo

Jﬁgpenses $310.00 | Items $0.00
Account Amount  Memo Customer:Job  Billable? Class

Operations:Supplies 35,00 |School Supplies Unrestricted:Programs: Tutoring =
Operations:Supplies 225.00 [B-balls & Jerseys Unrestricted:Programs:Basketball

I Clear Splits I [ Recalculate J Save & Close I [ Save & Mew ] [ Clear

Enter the transaction details on the Enter Bills screen.

17) Summary Post the Payroll from the Payroll Company
Reports.

In this example, we are assuming the following:

1. A payroll company is processing the payroll.

2. The payroll company is filing all payroll tax returns as needed.

3. The payroll company is withdrawing all funds needed for the payroll tax
payments from the corporate checking account every payroll, and then paying the
taxes as they come due.

4. The payroll company prepares all payroll checks, but the checks are drawn on the
corporate checking account.

5. The payroll company automatically withdraws their fees for each payroll from the
corporate checking account.

6. The employees keep track of how much time they spend on different activities.
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Locate the payroll expenses on the payroll reports and enter them into an excel

spreadsheet.

Payroll Expenses

Wages
Coaches
Tutors
Director
Total Wages

Employer Payroll Taxes

Payroll Service Fee

Total Payroll

Total

130
260
1,300

1,690

135

95

1,920

Separate each payroll expense into its various fund classes. Keep in mind, some
employees might spend time doing more than one activity.

Payroll Expenses
Payroll Ending Date 2/10

Wages
Coaches
Tutors
Director
Total Wages

Employer Payroll Taxes

Payroll Service Fee

Total Payroll

Programs Fund
Total |Basketball| Tutoring| Total Raising G&A
130 130 130
260 260 260
1,300 175 200 375 500 425
1,690 305 460 765 500 425
135 24 37 61 40 34
95 95
1,920 329 497 [ 826 540 554

In this example, only the Director is being paid for activities across various fund classes.
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To enter the payroll expenses into QuickBooks:

Shortridge Business Services

Yendors Employees | Banking | Reports  Online Services  Window  Help
5 Write Checks Ctrl+W
From the Banking menu, select Use Register. tee_EmployeeCenter | Order Checks 8: Envelopes > s
’ \ Enter Credit Card Charges
Use Register Ctrl+R
Make Deposits
Transfer Funds
Reconcile
On the Use Register screen, type in the — g
Select Account field — Payroll Liabilities Loan Manager
Use Register @ Other Names List
Select Account | Payroll Liabilities -
: oK | I Cancel I
and then click OK.
On the Payroll Liabilities register, enter the payroll ending date and a Reference.
s Payroll Liabilities = | =

% Go to... | ﬁprint... | @ Edit Transaction QuickReport

Date Ref Payee Increase S Decrease Balance
Type Account Memo
02/10/2009 [E]]Pr Payroll + || Name Not Found
-
| Payrall is not in the Name list.
4 To automatically add Payroll to the Name list, dick Quidk Add.
You can enter more detailed information later.
To enter the detailed information now, dick Set Up (usually not required).
fouckadd ¢ | setup | | cancel |
Splits x
[T 14ine Z

Sortby |Date, Type, Number/... =

[ Record ]l Restore ]

Use Payroll as the Payee and Quick Add
it as an Other Name.

)

Select which type of name to add then dick
Ok,

Select Name Type

1 Vendor

) Customer
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s Payroll Liabilities [ ][ =] =]
g Go to... | @ Print... | @ Edit Transaction QuickReport
Date Ref Payee Increase J Decrease Balance
Type Account Memo
02/10/2009 [E]er Pavrall ~ [1,520.00
GEMIRML |f-split-
Account Amount Memo Customer:Job  Billable? Class | Close
Personnel Expenses:Wages - Staff 130.00 Unrestricted:Programs:Baskethall -
Personnel Expenses:Wages - Staff 260.00 Unrestricted:Programs: Tutoring Clear
Personnel Expenses:Waaes - Director 175.00 Unrestricted:Programs:Baskethall = S—
Personnel Expenses:Wages - Director 200,00 Unrestricted:Programs: Tutoring =
Personnel Expenses:Waaes - Director 500.00 Unrestricted:Fund Raising Clear
Personnel Expenses:Wages - Director 425.00 Unrestricted: GRA | [——
Personnel Expenses:Payroll Taxes 24.00 Unrestricted:Programs:Baskethall -
Perzonnel Expenses:Payroll Taxes 37.00 Unrestricted:Programs: Tutoring Clear
Perzonnel Expenses:Payroll Taxes 40,00 Unrestricted:Fund Raising =—
Personnel Expenses:Payroll Taxes 34.00 Unrestricted: G&A -
Contract Services: Accounting Fees 95.00 Unrestricted: GEA Clear
A - [ Recc |

1

\

Splits

1dine

Sortby | pate, Typ

Click on the Splits button, and enter all of the expenses broken down by Class. Then

click Record

In the payroll reports, locate how the payroll is being

withdrawn from your checking account.

You might have to look at more than one of the reports
to find this information.

In this example, the payroll is being withdrawn with
four payroll checks, one transfer out of the checking

account to pay all the payroll taxes, and one transfer out

of the checking account to pay the payroll company.

Ending balano 0.00
[ Record l | Restaore

Payroll Distribution - 2/15

Payroll Checks

10001 108.16
10002 107.72
10003 109.58
10004 994.73
Payroll Tax Payment:  504.81
Payroll Company 95.00
1,920.00
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Open the Write Checks screen and enter each payroll check with the actual check date.

1-# Write Checks - Checking [ | =)
QUiCk Add 4l Previous [ Next @ Print - ‘ a Find
Payroll Check as Bank Account | Checking - Ending Balance 18,000.00
an Other Name. . 10001
Date 02f15/2008 (@
Pay to the Order of Payroll Check - $ 108.16
One hundred eight and 16/100* ¥+ s+ Fsd 2 F 2 EE x2S+ Dollars
Clazseds are rr]]()t Payroll Check
needea on t € \~\. Address
payroll I——
distributions ~9
because they are Memo Order Checks
reductions of the Expenses $108.16 | ltems .00 T~ To be printed
Paer” I—Iabllltles N Account Amount Memo Customer:Job  Billable? Class |
and not income or Payroll Liabilities 108.16 -
expenses.
Clear Splits | | Recalculate Save & Close | [ Sawe & New ] | Revert
1-# Write Checks - Checking =N R
0 Previous [ Net &5 Print ~ ‘ %) Find
Bank Account | Checking - Ending Balance 18,000.00
L — Enter both the
Datz 02f15/2009 (&
Pay to the Grder of Payroll Tax Payment - % 504.81 PaerII TaX
Payment and the
Five hundred four and B1IQ0F # ** ¥+ 2 EFFEFFEFF XX TR FEFFE TR E S Dollars PaerII SerVice
Payroll Tax Payment fee in the same
Address manner, but with
& EFT (for
~ Electronic Funds
Memo Order Checks
—_——————— Transfer) rather
' o be printed
Expenses $504.81 | Items $0.00 | p | than a check
Account Amount Memo Customer:Job  Eillable? Class
Payroll Liabilities 504.81 - number.
Clear Splits | | Recalculate Save & Close | [ Save & New ] | Revert
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s Payroll Liabilities | = | ]
& Goto.. | <5 Print... | & Edit Transaction QuickReport
Date Ref Payee Increase S Decrease Balance
Type Account Memo

02/10/2009 PR Payroll 1,920.00 1,920.00
GEMIRML ||-split-

02/15/2009 10001 Payroll Check 108,16 1,811.84
CHE Checking

02/15/2009 10002 Payroll Check 107.72 1,704.12
CHK Checking

02/15/2009 10003 Payroll Check 109,58 1,594,.54
CHE Checking

02/15/2009 10004 Payroll Check 994.73 599.81
CHE Checking

02/15/2009 EFT Payroll Tax Payment 504.81 95.00
CHE Checking

02/15/2009 EFT Payroll Service Fee 95.00 0.00
CHK Checking

02/27/2009 =

-
Splits Ending balance 0.00
1Hine
Sortby | pate, Type, Number/... + [ Record ] | Restore

When complete, the Payroll Liabilities account returns to a zero balance.

TAB Corps
The resulting financial statements Balance Sheet
look like this: As of February 28, 2009
+ Feb 28,09 +
ASSETS
Current Assets
Checking/Savings
Checking p 1331000 4
Total Checking/Savings 18,.310.00
Total Current Assets 18,310.00
Other Assets
Marketable Securities 300,000.00
Total Other Assets 300,000.00
TOTAL ASSETS 318,310.00

LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
Accounts Payable 3,985.00
Total Accounts Payable 3,985.00

Total Current Liabilities 3,885.00
Total Liabilities 3,885.00
Equity

Net Income 314,325.00
Total Equity 314,325.00

TOTAL LIABILITIES & EQUITY 318,310.00
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Entering Other Transactions

1) Enter a Pledge for a Future Donation.

e Edit View Lists INnnplnﬁt Company Customers Vendors Employees  Bar
Set Up Budgets

From the Nonprofit menu, select
Enter Pledges (Invoices).

Enter Donations (5ales Receipts)
Enter Pledges (Invoices)
Receive Payments

Make Deposits

Enter Bills

Pay Bills
Write Checks

Programs/Projects (Class List)
Import Nonprofit Chart of Accounts (UCOA)

Send Letters to Your Donors...

Monprofit Reports

Enter the pledge details on the Create Invoices screen
4 previous [ Net <5 Print » (@ Send + 3 Ship ~ | €] Find [ Speling B History | ”

Customer: Job Class Template

|Jones, Jack - | I:l |Inmit Standard Pledge |

Date
Pledge 02/17/2009 l 1

Jack Jones
550 C. Street
San Diego, CA 92123

Ttem Description CLASS Amount |
Donation Donation Unrestricted:Fund Raising 500,00 =
i
Danor —
Message
Total 500,00
To be printed | Add Time/Costs... | | Apply Credits... | Payments Applied 0.00
To be e-mailed Balance Due 500.00
Mema | |
 Learn about our payment processing and onling invoicing solutions. [ Save & Close ] l Save & New I [ Revert ]
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2) Receive a Payment on a Pledged Donation.

From the Nonprofit menu, select

Receive Payments. —_—

Company 5na

Wiew Lists Company Custormers Vendors Employees  Banl
E Set Up Budgets

Enter Donations (Sales Receipts) Onlin

Enter Pledges (Invoices)
Receive Payments
Make Deposits

Enter Bills

Pay Bills

Write Checks

Programs/Projects (Class List)
Irnport Monprofit Chart of Accounts (UCOA)

Send Letters to Your Donors..,

Nonprofit Reports 3

"#a Receive Payments

=llE =

Customer Payment

Received From | Jones, Jack

Amount 500.00

Pmt. Method | Check -

Mema

4 Previous [ Mext ﬁ Print = | "_':h History =~ ‘ ] Get Online Pmts |

ﬁ

1

[=]

iT

7l

A

iT

|

L

i1

T

o1

IT

T

il

L

|

» | Customer Balance 500.00

E
Date 02/23/2009 et paid faster.
Accept credit cards
Chedk # 1523 in QuickBooks

Where does this payment go?

< Learn more

Find a Customer {Invaice. .. |

J Date Mumber Oria. Amt. Amt, Due Payment |
J |02/17/2009 |1 500.00 500.00 500,00 =~
Totals 500.00 500.00 500.00
Amounts for Selected Invoices
Amount Due 500.00
| Un-Apply Payment | applied 500.00
[ Discount & Credits,,, | Discountand Credits 0.00
Applied
| Save & Close | [ Save & Mew l | Clear |

Enter the Customer name, and QuickBooks displays that customer’s Outstanding pledges.
Fill in the Amount, Pmt. Method, and Check No. QuickBooks automatically applies it to
the pledge and places this amount into undeposited funds when you press Save & Close.
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3) Enter the Receipt of an In-Kind Donation.

In this example, we are assuming the following:
1. You have established policies outlining whether or not you accept in-kind
donations, and how you thank the donor (without running afoul of the IRS).
2. You discuss with your accountant what value to give each in-kind donation (for
accounting purposes).
3. A parent donates $100 worth of school supplies.

Nonprofit | Company | Customers Vendors Employees Banking Re
Home Page b
apshot Cust Company Snapshot ankin;

Company Infermation...

Advanced Service Administration...

Set Up Users and Passwords 4
Customer Credit Card Protection...

Set Closing Date...

Planning & Budgeting 3
To Do List

To enter this In-kind donation, click on Company el

Alerts Manager

and then Make General Journal Entries.
\ Chart of Accounts Crl+ &

Make General Journal Entries...

Manage Currency 4
Enter Vehicle Mileage...

Prepare Letters with Envelopes >

Fill in the screen with a Debit to the In-Kind expense account (create one if needed),

lﬂ Make General Journal Entries / El@
& Previous [B Next & Print... | 8 History @R

Date | 02/07/2009 Entry No. | T

Account A Debit Credit Memo Name Bilab... Class
Cperations: Supplizs - In+ind 100.00 Donated School Supplies Unrestricted:Programs; Tutoring =
Direct Public Support:Gifts in Kind - Goods 100.00 |Donated School Supplies Unrestricted:Fund Raising
A il
otals 100.00 100.00 \ |

\
| Save & Close | [ Ea\feal‘w\aw ] | Clear |

|
and a Credit to the In-Kind income account, remembering to add the correct classes.
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4) Pay Bills.

Company Custu:lr‘ners Employees  Banking Rep
@ @ Vendor Center

From the Vendors menu mer Center Vendor Cer ) king
. ! Enter Bills _—
select Pay Bills. :
—> PayBills
Print 1099<,/1094...
Itemn List
‘sa Pay Bills o &=
Select Bills to be Paid
e Bill Pay: Simplify your accounts
Show bills e 03/05{2009 [ ] payable and record keeping
@ vslwnw all bills SortBY |Due Date - < Learn More
[+ Ref. Mo, Disc. Date Amt, Due Disc, Used Credits Used  Amt. To Pay
[/ 32145 500,00 0.00 0.00 500,00 -

I~

753951 175.00 0.00
3,000,00 0.00

310.00

0.00
0.00

175.00
0.00

\ Totals 3,985.00 675.00
Clear Selections
Discount & Credit Information for Highlighted Bill
Vendor Mexican Caterers Corp. Terms Met 30 Mumber of Credits 0
Bill Ref. No. BH425 Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bil Set Discount Set Credits
Payment
Date Method Account
02/23/2009 Check v Checking -
ding Balance 17.635.00

[ E.%Qalectedﬁills ]| Cancel |
AN

N

Click on Assign check no. (these will be manual checks) and then click on Show all bills.
QuickBooks lists all the bills that have been entered. Click the ones we want to pay and
then press Pay Selected Bills.
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Assign Check Numbers

Click on Let me assign the

check numbers below.
\

Shortridge Business Services

Aszsign Check Mumbers

(]

Payment Account  Checking

How do you want to assign check numbers?
Let QuickBooks assign chedk numbers,

* @ Letme assign the check numbers below.
Check Mo, Date Payee Amount |
00005 (02/23/2009  |Event Printers 175.00 =
Q0006 [02/23/2009  |Hal=4Rent EIIIIII.EIIII|
//
Then enter the check numbers.
And press OK. N
Ok { | Cancel | | Help
In the check register, QuickBooks has automatically entered the bill payment checks.
& Checking [E=3 oR|F>™
& Goto.. | 555 Print... | & Edit Transaction QuickReport =] Download Bank Statement
Date Mumber Payee Payment o Deposit Balance
Type Account Memo
02/15/2009 10001 Payroll Chedk 108.16 19,522.03 =
CHEK Payroll Liahilities
02/15/2009 10002 Payroll Check 107.72] 19,414.31
CHE Payrall Lizbilities
02/15/2009 10003 Payroll Chedk 109.58 19,304.73
CHE Payroll Liabilities
02/15/2009 10004 Payroll Check 994.73 18,310.00
CHE Payrall Lizhilities
02/23/2009 0o0as Ewent Printers 175.00 18,135.00
BILLPMT ||Accounts Payable 252345
02232009 00006 Halls4Rent 500.00 17,635.00
BILLPMT ||Accounts Payable -
Splits Ending balance 17,635.00
1dine
Sortby  pate, Type, Mumber/.., = Record ] | Restore
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5) Reconcile the checking account.

Employees Reports  Online Services  Window He

Fw Write Checks Ctrl+W
loyee Center Order Checks & Envelopes b pan
Enter Credit Card Charges N

Use Register Ctrl+R

From the Banking menu, Make Deposits

select Reconcile.  ‘ Transfer Funds
Reconcile

Online Banking k
Loan Manager

COther Mames List

Enter the Account to reconcile, the Ending Balance from your bank statement,

/
Begin F‘..E::Dnciliatic:n/ / Iﬁ

Select an account tofrecondle, and then enter the enging balance from your account statement.

Account Checking -

Statement Date 01/31/2002

Beginning Balance 0.00 What if my beginning balance doesn't match my statement?
Ending Balance 12,295,00

Enter any service charge or interest earned.

Service Charge  Date Account Class
15.00 01f31/2009 Business Expenses:Bank Fees  » | | Unrestricted: G&A -
InterestNarned Date Account Class
0,00 01/31/2009 - -
Locate Discrégencies ] [ Undo Last Recondliation ] [ Continue ] ’ Cancel ] ’ Help
N\
N

N\

and any Service Charges (or Interest Earned) not previously entered. Press Continue.
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QuickBooks will list all outstanding transactions.
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&L: Reconcile - Checking

=)

For period: 01/31/2009

Checks and Payments

Deposits and Other Credits

Hide transactions after the statement's end date

<  Date Chk # ~ Payee Amount + Date «  Chk# Mermo Type Amount
[/ [01/21/2009 [Debit Onlineprinters.com 100.00] [+ [01/20/2009 Deposit _|DEP 5,000.00]
< |oi/26/2008  |Debit MailingLists,com 400,00 |+ |o1/23/2009 Deposit DEF 0.00
< |01/28/2009  |Debit Office Depot 390.00| + |01/24/2009 Deposit DEP 10,000,00
02152009 |EFT Payroll Tax Payment 504.81 01292009 Deposit DEP 15,000.00
02152009 |EFT Payroll Service Fee 95,00
< (01202009 (00001 Smith & Smith Esg 1,000.00
< |o1j20/2008  |oooo2 Webster Design 300.00
01202009 00003 D&0 Insurance Company 300,00
01/25/2009 |00004 John Director &,180.00
02/23/2009 00005 Event Printers 175.00
02/23/2005 |0000& Hallz4Rent 500.00
02/15/200% |10001  |Payroll Check 108.16
02/15/2005 10002 Payrall Chedk 107.72
02/15/2009 10003 Payrall Ched: 109.53
02/15/2009 |10004  |Payroll Check 994,73
Mark all | | Unmark all | | Go To Columns to Display...
Beginning Balance 0,00 Service Charge -15.00
Itemz you have marked deared Interest Earned 0.00
3 Deposits and Other Credits 15,000.00 Ending Balance 12,295.00
5 Checks and Payments 2,590.00 Cleared Balance 12,295.00
Difference 0.00
Recondile Mow | | Leave

Check off the transactions listed on the bank statement.

Correct any mistakes you find by editing the transactions, or entering them if needed.

When the Difference is zero, review the uncleared transactions (the ones not checked off
because they weren’t on your bank statement) for anything weird. Weird transactions

include old deposits, checks, or debit card transactions that don’t clear the bank. They

may be duplicate entries or other types of mistakes. Research and correct what you find.
Once everything looks okay, then you’re done.

Press Reconcile Now.

To ensure the accuracy of your accounting records, you must reconcile all your balance
sheet accounts and review all your income and expense accounts every month. Think of
it as monthly R&R - reconcile and review.

If your accounting records aren’t accurate, they can’t help you manage your nonprofit
better.
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6) Backing Up Your Data.

Your accounting records can’t help you if they are stolen with your computer, damaged
in a fire, or corrupted from a power outage. Protect them by Backing Up regularly.

From the File menu,

Select Save Copy or Back Up... \

Select Backup copy.
N\

Edit View Lists MNeonprofit Company Custo
Mew Company...

Open or Restore Company... Vend

Open Previous Company ]
™ Save Copy or Backup...

Close Company

Switch to Multi-user Mode
Remote Access

Utilities k

Save Copier Backup lﬁ

What type of file do you want to save?

(") Portable company file

(") Accountant's Copy

Create a backup copy of everything you need to re-create your company file
in case of acddental loss or damage to your data.

Create a compact version of your company finandal data that you can e-mail
or temporarily move to another computer,

Create a compact version of your company file, Your accountant will use it to
make adjustments that you can import into your file later,

To send this file to an Intuit web server, dick Cancel now and go to
File > Accountant's Copy > Send to Accountant.

Help me choose

Mext ] [ Einish Help ] [ Cancel
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Select
Local backup.

N

=55

Do you want to save your backup copy locally or online?

(") Online backup

Save to a secure offsite location over the Internet using QuickBooks
Online Badkup.

First 30 days free.

We’ll save it now.

< Learn more about QuickBooks Online Backup

Local backup

Save to a removable storage device (such as a CD or a USB flash drive) or
to a folder on your network.,

Befare you can continue, you need to tell us where you want to
save your local backups. Click Options to choose this location.

Back || Next | Finish Help | |

S5

Sy
\ When do you want to save your backup copy?
@ Save it now

() Save it now and schedule future badups

(71 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 |[ Next || Fiish Help | |
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. [ Save Backup Copy L—Lf-l
Insert a flash drive = DO —
into an USB port. /Save N 1 vble Diskc (J7) - 0% m
Select it for the Save—T] ’ Name . Date taken T
in: field. ";ﬁ" J Perscnal
Recent Places b Business
Desktop
G
I
Corky
A
Cormputer
[ ™8
i
Metwork
4 L 3
i File name: TAB Comps (Backup Feb 16,2009 1105 AM)
Saveastps: | QBW Backup (* QBE) »| | Cancal |
e A

When you click Save,

QuickBooks will back up your data files to the flash drive and tell you when it’s done.

QuickBooks Information

I Feb 15,2009 11 12 AM).QEB.

b CuickBooks has saved a backup of the company file for TAE Corps to 1:\TAB Corps (Badkup

How often should you back up your data? Whenever you’ve done more work than you’d
care to do over again. Label five drives (one for each day of the week) and back up onto
them religiously. Keep the latest in your purse or briefcase. You don’t want it to burn
with your computer. If you ever have data problems, you will be glad you did.

In Closing...

The only way to understand QuickBooks is by using it. With this workbook, you can
step through this entire workshop again on your own at your computer. After that, you’ll
be ready to set up your company and start entering transactions.

So, good luck and go to it.

55



