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Welcome to QuickBooks

We're going to help you get paid, pay others, and see how your business
is doing. Use this guide to learn key tasks and get up and running as fast
as possible.

All kinds of help

Help from Intuit and the QuickBooks Community of users is built into
QuickBooks. From the main menu, choose Help > QuickBooks Help.

Visit the QuickBooks Support Website at www.quickbooks.com/helpme
to browse support topics, FAQs or contact an agent (fees may apply).

You can find a local QuickBooks expert by typing in your ZIP code
here: www.findaproadvisor.com.

As your business grows, you may want to add additional users.
You can easily do this from the Help menu by choosing Help >
Manage My License.


http://www.quickbooks.com/helpme
http://www.findaproadvisor.com
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Getting started

Begin by creating your company file

A QuickBooks company file contains all the financial records for your
business. It’s easy to create using the Setup window, which appears
automatically after you install QuickBooks.

Getting started

You can also reach this window from the menu by choosing File >
New Company.

Let’s set up your business! @

Ansr some basic questions and wel do e rest ° Click here to get started.

You can always make changes later. hd

otper Optons v
s flo up on behal ofsomeore s

Next, add your business info

To save time later, add/import information you'll use often. This includes
the people you do business with, the products and services you sell, and
your bank accounts. No data to enter or import right now? No problem!
You can add it as you work in QuickBooks.

Get all the details into QuickBooks Desktop

Add the people you do business with o Choose Company > Bulk
Enter Business Details.

Youve added 145 stomers 54 vendrs, and 3 employees

Add the products and services you sell

Youve added 2 sonics, 14 nonventry prts, an 11 invertony parts

Add More

Add your bank accounts
outo a3 bark s

Add More

& W

No data to enter ight now? No problem. You can abways add It ater.



Using the Home page to move around in
QuickBooks

The Home page gives you a big picture
of how your business tasks fit together.
It opens automatically whenever you
open a company file.

You can do all your tasks just using the
menus. The menus contain the same
tasks as the Home page, and more.
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The Icon Bar includes shortcuts
to many parts of QuickBooks.
To create your own shortcuts,
click Customize Shortcuts.

To customize the Home page,
choose Edit > Preferences >
Desktop View from the menu,
and then click the Company
Preferences tab.

Go directly to the centers
by clicking on these icons.



Using centers

QuickBooks tracks the people and companies you do business with in
Centers. There is a separate QuickBooks Center for customers, vendors,
and employees. Use the centers to manage and view all information
and transactions associated with customers, vendors, and employees.

Getting around

All of the centers work the same way. We’ll use the Customer Center to
show you how they work.

QuickBooks lists the
names in the center here.

Click here to see all transactions
associated with these names.

Customer Conter. Absrcrombie, Kiisty

YT T T T em—

& tewa

n
Customers & Jobe Customer Information oilel s
Active Customers. - > P M Prone 415-555.6579 9/1512003: Send Kiisty
e Mrs. Kristy Abercrombie Main Email kristy@samplename.com el 6
= e REPORTS FOR THIS CUSTONER
) e N30
Sl L] 000 BiTo KistyAbercrombie QuickReport
SRemeds| 1451000 Transagtions Contacts ToDo's Notes. Sent Email
s o
o o s {1000 Accomts Resnane o
Fonorsi cre s iz oton:Crasng it
pamprt Tz ooz 200 Undeposted i e
Scorspetion o
Remael w
»Utiity Room 000 - Matfage Transactions v Run Reports. v
When you click on a name Click here to edit the
to the left, their details name's information.

show up here.



Using forms

All of your everyday QuickBooks tasks, like invoicing, paying bills,
and writing checks, are done on forms. You can reach every form in
QuickBooks from the Home page or the menus. We’ll use an invoice
to show you how forms work.

Use these arrows or the Find : oo
b ook fi Click the tabs on this ribbon to
utton to look for invoices :
- lreod 4 find everything you need to do
ou've already entered.
y y on a form.
1
=) Create -0
F | Formatting Send/Ship Reports H oA
> B @ % Bowesow @ & @ Pmie ([ Bawweces [ 6 Eoeseassn
Find New Save Dokl @BMemorze  MarkAs  Print Emal [|Emailater  Afach | @@applyCredis Progress  Receive ERefundiCredit
= Add New = A Customer al
NVOI asersromsie, sy Gustomer.Job ‘21 B KristyAbercrombie KristyAbercrombie SUMMARY
5647 Cypress Hill Rd 5647 Cypress Hill Rd
R oo Bayshore CA 94326 Bayshore, CA34326 GLID) GG
Kichen sob Emal  incy@sampienamecom
el Bathrom Frofered delverymetioa  Ema
Allard, Robert Custorner.Job TERMS DUEDATE Open balance 0.00
[E— . Net 30 - 0142022 B | Active estimates 1
rew Bahcock's Music Shop Customer.Joh QUANTITY § U fare T e BalseiOiiersiinloelinaiced) u
Unbiles time and expenes: 1910.00
Framing Remodel Job 15 55.00 880.00 Non x
ntalaton B3kt Chis customeryon 2 00 42000 Nen AT 7
Removal G AR D 15 3500 56000 Non Your custorner can not pay online
SubsTilegC  Garage Repair Job 82600 826,00 Non Edit custorner preferences
SubsPaintin  Balak, Mike Customer.Job 154.00 154.00 Non E
Subs:Electric Uity Shed Job T TR M RECENT TRANSACTION <
Barley, Renee. Customer.Job. 12015121 Payment 7,633.28
Ropairs sob 12122 Etimate Ter013
Bauman, Mark Customer.Job. "
[ o
a— sob
o
e BT S — I -
Turnon TOTAL 3,114.00
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
— saLaNcE DUE 3,114.00
= - smwsconel) Cloar

If you see an arrow, click it to
select from a list. If you don’t see Click here to save your
what you need, select Add New. work on a form.



Get paid:
There are 2 main ways to record sales in QuickBooks. If your customer

pays in full, use a sales receipt. However, if they still owe you money for
the sale, use an invoice instead.

Everyday tasks

Create sales receipts
Use a sales receipt if customers pay you in full at the time of sale.

To start, go here: Customers > Sales Receipts.

() Select a customer. ~—————— @ Tell QuickBooks what you’re selling.

Main Formatting Send/Sigp

«» B B X¢§ ©@ & = OPmisw (| Badstweross | | Frocess payment
Find New Save Delete &3 Memorize ark As. Print  Emall | | Email Later Attach

nding - File

Add Credit Card

.| koercrambie, Kic PEEN Rero.. ~ WYCRERENY 10100 Ch.. ~ RERCIENEE Custom Sa.. ~

Sales Receipt
Kristy Abercrombie
10302011 B 5647 Cypress Hill Rd Phone 415-555-6509
(v o % = Bayshore CA94326
B = gorg] sosro s Email Kristy@sarnplename.c
casH | check | CREDT | ocueck v S5 Open balance ojo
CHECK NO. Active estimates 0
05 @ Sales Orders to be invoiced 0
1TEM | DESCRIPTION ® f ety §um CRaTE ALl T Snbiledimelandiexpenses 2l i
Cabinets:Light . | Light pine kitchen cabinetwall unit 475 @ @ 1.798.00 %, [Tax A
Wiood DoorExt..  Exterior wood door 165 120.00 1. Tax " E
RECENT TRANSACTION J
v 10/30/21 Sales Receipt T43f5
10/25/21 Sales Receipt 1,067 p8
L B15.71 081521 Payment 1,292F8
TOTAL 11,340.96 08107121 Invaice - Paid afo
CUSTOMER MES SAGE 06/07/21 Sales Order 1,293 p0
HOTES
B0 cudonen [Tax - Save & Close Revirt
T4 FODE
() Enter the quantity. ) QuickBooks fills in () Enter the customer’s
the price you entered payment information.
when you set up the
item. You can change : )
(2 Print or email the

it here. .
sales receipt.



Create invoices
Use an invoice if customers still owe money for the sale.

To start, go here: Customers > Create Invoices.

(] Select a customer.

E _o
Man | Formating  SendiShip  Rbporis 2 oA
> B Boeofoow @ = Ottt [ pe—— Greate aBatch
Find New Save Delete @BMemdize  Markas | Print Email []Emaillater | Attach Apply Credits  Progress | Receive B RefunciCredit
FEEO roies | o—  ® =a0)
*—&
lbercrombie, KristyRern: Remadel - Rock Castle Invaice ~ > Abercrombie, Kristy:Remodel B...
<Add New> Customer
NVOI mecomsi sy T i e [ s
[ Job 5647 Cypresss Hill Rd 5847 Cypress Hill R .y
i Bayshore CA 84326 Bayshore, CA94326 Gl GG
Kitchen Job Email aisty@samplename.com

Allard, Robert
Remodel

imem
Remodel

Framing
Installation ~ Baker, Chris
Removal Farmily Room
SubsTileac ~ Oarage Repair
Subs:Paintin  Balak, Mike
subs:Electric Uty Shed
Barley, Renee
Repairs
Bauman, Mark
Home Remoel
Bolinsk, Rafal
our cust .
Turn on

CUSTOMER MESSASE

cusTouer | Tax
one

) Tell QuickBooks
what you’re selling.

CustomerJoh
Job
Customer.Joh
Job
Customer.Joh
Job
Job
Customer.Joh
Job
Customer.Joh
Job
Customer.oh
Job

Customer.Joh

Frefenred delivery method

TeRws oueoare Open balance
Net30 < o420z [ @) || active estimates
Sales Orders 1o be invoiced
i A e AT T Unbilled tirme and expenses: 1,
® @ 5500 880.00 Non Al
] 3500 42000 Non CUSTOMER PAYMENT
! 35.00 5§60.00 Non “Your customer can not pay online
82500 82500 Non Edit customer preferences
15400 15400 Non
oAl i RECENT TRANSACTION
12018121 Payment 7
12012021 Estimate 7
v | vores
my
< ars%
oL 311400
edsets seruso
o 31400
Save & Close Clear

() Enter the quantity.

) QuickBooks fills in
the price you entered
when you set up the
item. You can change
it here.

() Print or email
the invoice.

Email
0.00

1

0
910.00

¢




Everyday tasks
Receive payments

When a customer pays you, use the Receive Payments form to apply

it to the right invoice. You don't need to do this if you entered a sales
receipt.

To start, go here: Customers > Receive Payments.

D Select a customer. () Enter the amount () Select the payment
the customer paid you. type.

Receive Payments

Main Reports Payments ® oA
«» 8 8 & § & B B @ |
Eind New Delete print  Ehai | Attach Look up Un-Apply Discounts And Record
= - File | Customerinvoice =~ Payment  Credits  Bounced Check S Gl ]
Processing
Customer Pgyment B
RECEIVED FROM  Abercrombie, Kristy: -
—_— =— [E==RE=RE
PAYMENT AMOUNT 3,114.00 ®
creDIT
CASH CHECK e-CHECK
[ —— CEEIT
0AE 1201512021 »
CHEGKY  [1234] ® Wihere does this payment go?
/iDaTE i nuMBER : ORIG. AMT { AMT bUE | pavMENT
121512021 1100 311400 311400 311400[%
=
Ttals 311400 3,114.00 311400
AMDUNTS FOR SELECTED INVOIGES
AMOUNT DUE 3114.00
appLED S
DISCOUNT AND CREDITS
apPLED 0.00

() Enter your customer’s () Select the unpaid () Save the payment.
payment information. invoices to apply the

payment to.




After you record a sales receipt or receive a payment for an invoice,
tell QuickBooks where to deposit the money. The deposit you record in
QuickBooks should match the actual deposit you make at the bank. It
may include multiple payments or sales receipts for the day.

To start, go here: Banking > Make Deposits.

QuickBooks first lists any undeposited payments and sales receipts. If this window
doesn't open, you don't have any undeposited funds. Continue with step 2.

s to Deposit

SELECT WIEW
view payment method type  All types

Sortpayments by Payment Method

SELECT PAYMENTS TO DEPOSIT

4 | DaTE fTIME

~  What are payment method views?

PAYMENT METHOD | NAME

TYPE NO. ©AMOUNT
Y 1ms01 PMWT Cash Roche, Diarmuid:Garage r. 44000
¥ 1242021 PMT 938 Check Jacobsen, DougKitchen 2,000.00
| ‘,’1 21502021 PMT 1234 Check bercrombie, KristyRermo, 3114 Dﬂ
Select the payments Select the bank account you
to deposit and click OK. want the money to go into.
@ Frevios @ nec [ save | Pt gy| B payments v | @ attach
DepositTo 10100 ec. Date| 1215/2021 B  Memo Deposit
CckPayments o sslctustomer pay e ot e roceved. Lt ary ot amaunt o daposit blo
RECEIVED FROM FROM hcCOUNT i MEMO CHKNO. | PMTMETH. | CLASS [ AMOUNT
Roche, Diarmuid:Garage repairs  12000§ Undeposit. Cash 44000
Jscobsen, Dougichen 12000 TraEmeeE s oneck 200000 Save the
Abercrombi, Kty Femodel B, 12000  Undeposi 17 check 3140 d it
’ eposit.
S
DepositSubital 555400
To g cash bck fon s doposs,ere ne amurt befow Indiae e acecp
where you want this money to go, such §s your Petty Cash account.
Cash back goes to Cagh back memo Gash back amount Enter
\ S &——— any cash
Deposit Total 5,554.00 back
avo s coso oar .
received
when
Enter any additional Print a deposit slip or depositing
money to deposit. summary for your records. to the bank



Pay others:

In QuickBooks, you track purchases in the Write Checks, Enter Bills, or
Enter Credit Card Charges windows.

Everyday tasks

o If you use a debit card, ATM, or electronic fund transfer (EFT), use the
Write Checks window to record the purchase.

¢ To track how much you owe, use Enter Bills. When you’re ready to
pay the bill, use the Pay Bills window (not the Write Checks window).

Bill Tracker

Keep on top of all your vendor-related expenses.

To start, go here: Vendors > Bill Tracker.

Click here to group by vendor
Click any colored bar to see and quickly see how much you
only the expenses you want. owe a particular vendor.

" DUE DATE & sTATUS AMOUNT OPEN BALAY ANCE | ACTION.
= == E s = s

- w0 e = oy

I~ Larson Flooring Purchase Order 6231 1232021 121302021 Open 475000

™ Daigle Lighting. Purchase Order 6232 12712021 12712021 Open 16325

T e o i P - o o w0

T tonrinons Purtase o e i = @

™ Daigle Lighting Purchase Order 623 121152021 121572021 Open 65.00

I~ ACheung Limited Purchase Order 6237 121502021 121572021 Open. 3,500.00

I~ Perry Windows & Doors Bil 1002612021 1172412022 Open 1,800.00 1800.00

r oot Az - B m

T raysioons e ooz o oz

I o arcionrinids 51 s e, 5= s
[ [ oz o wonom

™ Hopkins Construction Rentals  Bill 12182021 122372022 Open. 150.00 15000

™ Miadiefieid Drywall Bil 1242021 1212412022 Open 1,20000 120000

r camamre s - = ax o

T tonrumons o e = o

I tonrimies o e o ww o me

I~ Wheeler's Tie Etc. Bil 7803 1202021 122012022 Open 1,250.00 125000

I™  CalGas & Electric Bil 12003 121602021 120302022 Open. 12268 12268

™ VuContracting Bil 1211512021 12302022 Open 1,250.00 125000

r v o s = s
[ o e o wn o

I~ Pation Hardware Supplies. Bil 12112021 1213172022 Open 21000 21000

I~ Perry Windows & Doors Bil 120212021 1112023 Open 50.00. 5000
PR = e e Er— -
tBaichActons  ~  Manage Transactions |+ Showing 1 | 38 of 3B
Click here to save time by processing

multiple expenses at once. Click here to take immediate action
on the selected expense.



Use the Write Checks window to record checks you print or write, ATM
withdrawals, debit card purchases or electronic fund transfers (EFT). Don’t
use the Write Checks window to pay bills you entered or create paychecks.

To start, go here: Banking > Write Checks.

Select the bank
account where the
money is coming from.

payee.

Main

LR

Find

Reports

B B % 8deacocon

Mew Save Delete @Bnfmorize

E—

Pay Online

BANKAZCOUNT 10100 - Checking @ =

Select the

If you don't want to print this
check later, uncheck Print Later
and then enter the number of a
handwritten check.

Glear  Resalculate
Spiits

=

Rearder
Reminder

S

Attach

ogE (13152021 @

P4 70 THE OROER OF | Hamby Renial Properties @

Twa thousand seven hundred fif and 00/1 007

= 5 (275000 @

oofiers

ADDRESS

Hamby Rental Properties
101 N. Main Street
Bayshore, CA84326

Mo

Expenses  §2750.00 fems @ 000

ACCOUNT

AMOUNT
63900 Rent @

WEMD
2.750.0

CUSTOMER.JOR BIL. | cLass

Select an account to tell QuickBooks
what you bought. If you bought
inventory, use the Items tab instead.

Clear

Enter the amount

of the check. Save the check.



Everyday tasks

Enter bills
To track how much you owe, use the Enter Bills window. Entering and
paying a bill is a two-step process:

(D Enter the bill using Vendors > Enter Bills
@ Pay the bill using Vendors > Pay Bills

Start by entering a bill.

() Select the vendor ) Enter the
you need to pay. amount of the bill.

Main  Reporis
¢» § B Xl = § B OB B B
Find New Save Deleie @Bemorize Print | Aftach | Select Enter | | Clear Recakuiste = Pay
- " File PO Time Spits Bill
@al O credt () Bill Received
Bill
SENDIE | Anystate Gss & Electic @ ~| oA (U (]
R Amystate Gas & Electric i (s |
it chckie2 PP T
e @etis < oosmwe ||
M0 | Acct #560-82645-99C |
Expense: $122.68  ltems @® som
ACCOUN| { AMOUNT ! prEno ! CUSTOMER JOB PBILL. ! CLASS
fps100 - Jiiliies6511C@) 12268 - - \‘
v
Save f Close clear
~ () Enter the terms or due () Select an account to tell ) Save the bill.
date, and QuickBooks will QuickBooks what you bought.
remind you when the bill If you bought inventory, use
is due. the Items tab instead.



Pay bills

When you’re ready to pay a bill, use the Pay Bills window.

To start, go here: Vendors > Pay Bills.

(D Select the bills
you want to pay.

$E| ECT BILLS T BE PAID
@) Dueonorbefore 2052021 @

Shipw bills
@ Show all bills Filter By -
SortBY vendor -
K i ATEDUE | VENDOR P REF.NO. DISC. DATE | AMT DUE i DISC USED 1 CREDITS USED  : AMT. TO PAY
[ 1243002021  Anystate Gas & Electric 12/03 122 68 o.no o.no 122 EE|:
I~ 123072022 C U Electric 500.00 ono ono o.oo '
[T 0141142023  C U Electric 250.00 o.no o.no ong
[T 123072022  Cal Gas & Electric 12003 122.62 0.00 0.00 0.00
Totals 23,300.40 0.00 0.00 12268

Clear Selections

DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL

vendor Angstate Gas & Elechic Tetms Net 15 Humber of Credits 0
Bill Ref. Mo. 12/03 Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
FAVMENT
Date Method Account
121182021 Check .7 @ To be printey 10100 - Checking -

) Assign check number Ending Balance 52.400.42

Pay Selected Bills Cancel

() Change the () Select the payment
date if needed. method and account.

2 QuickBooks shows you how
much you have left in your account () Click here to
if you pay the selected bills. pay the bills.



Everyday tasks

See how your business is doing
Home Page Insights

Use Home page Insights to see exactly how your business is doing.
To start, click the Insights tab at the top of the Home page.

Place your cursor over any colored area Click the arrows to move between panes.

for a quick look at the numbers, or click to

see a detailed report.
Click the gear icon to choose what

shows up on this page

Click here to add your company logo.

My Company
Wednesday, December 16 2021 a- 48
Profit & Loss | This Fisca Year-to-cate ~1 Accrual Basis B
@
©
2
Y I: I I :i I
116,552.01 %
NETINCOME
|&ar0 A%
INCOME
336,595.09 Fen var ™ ey an w ™ s o o 1508
EXPENSES Ao
a0 .
Income +Createlnvoice  EXpenses +Create Bil

This Monin - Accrual Basis

16,677.45
sic00- JoB EXPENSES

15,117.85
62100 PAYROLL EXPENSES
UNPAID

il 3,048.45
2475 Gosr o cocos sotn
_ _ Feord
S iekccouns

93,007.93 0.00 0.00
OPEN INVOICES OVERDUE PAID LAST 30 DAYS

Instantly see your open and Track where your money is going and
overdue receivables. Click where you might need to trim expenses.
any colored bar to open the Click a colored section to see more.

Income Tracker for more
detail.



Using the Reports Center

All of your QuickBooks information can be found, organized, and
presented as a report. QuickBooks has more than 100 reports, and the
Report Center makes it easy to find the right one.

To start, go here: Report > Reports Center.

Choose a type of report. Click these icons to change
how QuickBooks displays
View your memorized and favorite the list of reports.

reports, along with reports contributed
by other QuickBooks users.

Repart Center

— Q

Standard Memorized Favorites Recent Contributed

s & Financial i i
Company & Financal

Customers & Receivables
- Profit & Loss (income statement)
ales

Jobs, Time & Mieage
Profit & Loss Detail

comoury 8w

Vendors & Payables
Purchases
Inventory

Employees & Payroll

Sekke gk

E Bebkbc bkE: ok

Banking
Ascountant & Taves

Budgets & Forecasts

List

Dates:  This Montf-to-date « Dates:  This Fiscal Year-to-date +
1200021 127150021 12021 121502021
QR 9@ O q ¢ p——

This Fiscal Year-to-

1nzoz 121152021

Profit & Loss YTD Comparison

Frome Lese 70 Comparien Conpury 8 rwrc

Run the report. = Read the question Mark the report Get more
this report answers as a favorite. information
about your business. about the report.

®



Company Snapshot

Use the Company Snapshot to get real-time company information
and perform tasks from a single place.

Everyday tasks

To start, go here: Company > Company Snapshot.

This is a snapshot of the money going Click here to learn how to

in and out of your business over time. customize the Company Snapshot.
Use this section to compare monthly

income and expenses.

See what your customers owe you.

Compary | payments || Customer = )
Add Content > | Restors Default Y | & pint -
ncorme and Expense Trend ~ X Prov¥ear ncome Comparison ~ X Customers Who Owe Money v x
$in 1000 Thisyearto-cate (Al B early = [customen [ov oare = | pue. (&
n $in 000 e, Robat o Tes0m
® %0 Wackeys Nursery and Garden Supply 1110412022 1390000
@ Pretel Real Estate 1z 5025
% . ook, Brian 11142022 930733
- 0 Hendio Riadi o022 a0
viton, Dy 02022 000
» x0
. Tascner Arton 123022 soss
b - Robson, Darci 120152022 1242098
O e e ke M uw o m et 0x b o o - Weton oty 12002022 e
N w16 207 8 2019 20 2021 Bureh, Jason 1205022 100500 |y
S Income W Expense. . priorYearis) NN Curent Year Recene Payments
Account Balances @) v X TopCustomerstySaies (@) s [ EXSEYE EaiGhes LGS0 [ ] E
Tomme~ & s yoarioe = 1 E [ & 8
- $in 10008
hecounts Racevan CEE
* Checking 5252310 30
© Accounts Payable. 26,75060 = bt
* Savings. 1781019 i 250
» Payroll Liabilties. 540445 e -~
* Federal Witnholdlhy 136400 e e 15
* FICAPayable 211882 e b
* AEIC Payable 000 Meswon, dreite = -
EERE (UL ————————— 2
a6 207 21 219 200 | 2001
 stte Witnnoigng 20019 Rabmdemir
Belect Accounts. Goto Chart of Accounts Eeeeee—e—— M CronVeas) M Cureps Year
Tercronbie sty
Exponso Broakiown| o%
Theyearocat v 0 5 ool v 0w s w  om
$in 10005

- Sales Volume

-0 JooErpe.

= 52700 - Payrol €

2100 Insurance
0100 oot
[Et——"

Tota: §336,505.09

Account balances include: all bank, Compare how much you spent this

accounts receivable, accounts year to the same period last year.
payable, credit card, asset, liability,
and equity accounts.

This section shows your top
five customers based on sales
for a given period of time.



This report is also known as an income statement. It summarizes your
income and expenses for a particular period, so you can tell whether
you’re operating at a profit or a loss.

To start, go here: Reports > Company & Financial > Profit &
Loss Standard.

Click here to customize If you’ve customized the report and want to
your report. use it again, click here to memorize the report.

I—.Cuslnmlmkepnn Comment onReport | Share Template | Memorige | | Print |v | Email |v| Excel |v| | Hide Header | Collapse | Refresh

Dates | This Morit-to-date ~ From 12012021 B To 12152021 @ Show Columps Total only ~ sortBy Defaut

Report Basis: @ Accuial ()Cash  Show Filters

e My Company
AELETA] Profit & Loss
Accrual Basis. December 1 - 15, 2021
bec 145,24
Total 4008 -Job Expenses e
Toutcocs e
~ Expense
H ¥ 60100 - Automobile
This report shows totals for —
each income or expense _ ol tomble o6z
account in your chart of 62130 Viork Comp
) Toal 2110 nsurance T
accounts. Double-click 62000 Interest Expenss
Geieve &
the subtotal to see the G w3
transactions that make up O R Kot o
that amount. 62720 - Payroll Taxes. 1,059.01
2130 - FUTA Expence om
3100 - Postage wan
Total 3610 -Profesciona Fecs 20m
D
DT 5
Total 4200 Repairs em
DT
510 - Gas. and Elecre usm
et Orinary ncome =
¥ Other Income/Expense
~ omerincome
10108 - Othe ncome s
See your net income e —
(or loss) for the report ———e tetimome e

period.



This report provides a financial snapshot of your company as of

a specific date.

To start, go here:
Sheet Standard.

Reports > Company & Financial > Balance

Customize Report

Comment on Report

Share Template | Memorize Print v E-mail v Excel v | Hide Header

Collapse

Dates  This Fiscal Year-o-date

v Asof 12152021 B

Show Calumps  Total only ~ SortBy Default

Report Basis: ® Accrual () Cash
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Accrual Basis
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Assets are everything
your business owns,
including money owed
to you.

Liabilities are
everything your
business owes.

—o

Equity is similar to an
individual's net worth.
It’s what your
company owns

minus what it owes.
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My Company
Balance Sheet
As of December 15, 2021

Dec 15,21
7 ASSETS
 Current Assets
» Checking/Savings 7083329
» Accounts Receivable a3,007.33
¥ Other Current Assets
12100 - Inventory Asset 3088338
12800 - Employee Advances 832.00
13100 * Pre-paid Insurance 4,050.00
13400 - Retainage Receivable 3,703.02
Total Other Current Assets 39,268 .40
Total Current Assets 203 ,208.62
 Fixed Assets
15000 - Furniture and Equipment » 3332600 4
15100 - Vehicles T8 A3
15200 - Buildings and Improvements 325,000.00
15300 - Construction Equipment 15,300.00
16900 * Land 50,000.00
17000 - Accumulated Depreciation 11034450
Total Fixed Assets 43321831
¥ Other Assets
18700 - Security Deposits 1,720.00

Total Other Assets

TOTAL ASSETS 638.447.93
~LIABILITIES & EQUITY
~ Liabilitios
~ Current Liabilities
b Accounts Payable 2675380
b Credit Cards 47682
} Other Current Liabilities 6,362.08
Total Current Liabilities 33598.50
» Long Term Liabilities 386,966,091
Total Liabilities 420 565.41
~ Equity
30000 - Opening Bal Equity BFTITE
30100 - Capital Stock 500.00
32000 - Retained Earnings 61756.76
Het Income 118,552.01
Total Equity 217 56252
TOTAL LIABILITIES & EQUITY 638,147.93
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To start QuickBooks Create invoice Ctrl+1
Ctrl (while opening)

Keyboard shortcuts

without a company file Delete check, invoice, Ctrl+D
To suppress the desktop transaction, or item from list n
windows (at Open Company Alt (while opening) Find transaction Ctrl+ F
G History of A/R or A/P Ctrl+ H
Display product transaction trl+
information about your F2 Memorize transaction or
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QuickBooks version report
Close active window Esc or Ctrl+F4 New invoice, bill, check or list Ctrl+ N
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Open Customer Center |
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Today T Open split transaction _—
First day of the Week w window in register
Last day of the weeK K Open transaction journal Ctrl+VY
First day of the Month M Print CulHP
QuickReport on transaction
Last day of the montH H or list item Ctrl+Q
First day of the Year Y QuickZoom on report J
Last day of the yeaR R Show list Ctrl +S
Date calendar Alt + | (down arrow) Write new check Ctrl + W
Moving around Editing Key
a window } : )
Edit transaction selected in Crl
Next field Tab the list or register trl +E
Previous field Shift + Tab Delete character to right of Del
Beginning of current field Home insertion point e
End of current field End Delete character to left of B
Line below in detail area Dammaian () insertion point CESpecE
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Delete line from detail area | Ctrl + Del
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Up one screen Page Up c I . :
t ct
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characters Ctrl +V
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