 GREAT VALUE! "

y ¢ \
y i

Easy | Illustrated | How-To

QuickBooks 2007

FINANCE SOFTWARE FOR SMALL BUSINESS

FULL-COLOR | FAST REFERENCE

Cindy Fox ;w Oshorne



Contents

ACKNOWIEAGMENTS.... Vil

N OTUCTION oo Vi
Chapter 1 Stepping into QuickBooks 2007 .......................cc...ooov

Learn about the QuickBooks Family et
Start QuickBOOKS ..o,
Use the Start Menu to Open QuickBooks..
.. Open a Sample Company File .. .
&), Updating Older Company Files to Work with QuleBOOkb 2007
Tour the QuickBooks WIndow..........c..ccccceuecciae .
&), Registering QuickBooks
Use the Home Page ........c.cccvvvvviiicmniiiniininnns
Use the Icon Bar ............
Explore the Menu Bar.....
Customize QuickBooks....
_ Use the View Menu to Customlze Your Desktop
&J, Opening Other Company Files (QBW)......coueervrvceeenianrccsrvvieinnn
Edit the Icon Bar......occcuuiiiierecerccneenns
Delete, Edit, and Rearrange Icons
Delete an Icon.....cooovie.
Edit an Tcon...oovevvinnnnns
Rearrange the Order of Icons
Add a Separator Between Icon Buttons
Add an Icon to the Icon Bar
Find Help Within QuickBooks
Ask a Help Question ........
Use the How Do I? Drop-Down Menu
Use the Help Menu........
Use Keyboard Shortcuts
Exit QuickBookS .......cccuvue.
Close the Company File
How to Exit QuickBooks

Chapter 2 Creatinga Company File ......................cooooo,
Use a Company File.......ccccoonvrecnns

Use an Existing Company File .
Migrate to QuickBooks [T
Convert to QuickBooks.
Create a New Company File
Gather Information and Choose a Start Date .
#% Gathering Data for a New Company File .....
Understand the EasyStep Interview ..........
Create Your QuickBooks Company File...
Customize QuickBooks for Your Busmess .....................
# Receiving Payments ..
L) Using Accrual- vs. Cash Based Accountmg .........................
Review Income and Expense Accounts (Chart of Account:
Review the QuickBooks Learning Center ..o
Set Up Multiple Users.... .




Chapter 3 Working with Lists ... 45
UNderstand LisStS ... erinieeececreremenennessiscsee s ses s 46
Use Lists e .46
Examine List Similarities .. .48
Understand Accounts........cococecvrnnnnee .49
Understand Balance Sheet Accounts ................ .49
Understand Income and Expense Accounts.... .51
Review and Edit Your Chart of Accounts ............ .52

Use Menu Buttons for Activities and Reports.
#% Understanding Cost of Goods Sold Accounts.
Move and Sort Accounts and Subaccounts..
Customize COMIMNS ..c..vvevrvvrrreeeerreecceremennne
Add Accounts and Subaccount;

Delete Accounts and Subaccounts.. .57

_ Make an Account Inactive ........... .57
&2 Editing an Account ....c.......... .58
Rename and Merge Accounts ..... .58
Print Lists of Accounts ... .58
Use the Item List ............ .59
_Use the Other Names List........ .60
L] Setting Tax Forms and Tax LINES .......coccvermeriinesicenes 61

Chapter 4 Setting Up and Using Your Bank Accounts.................. 63
Use Banking Functions ... .63
#% Choosing a Bank ........ .65
Set Up Bank ACCOUNES ..ot 65
Create @ INEW ACCOUNL ..ottt s 65
Activate Online Banking.. .66
Order ChecKS ....coummeerneecccirerercnins .68
Manage Your Accounts on a Daily Basis..... .69
&4, Sending and Receiving Online Transactions...... .70
Write CheckS e .70
Edit, Void, or Delete Checks W72
Make Deposits....ccoovviiirierincineieniniine .72
View and Edit Bank Account Registers .75
_Manage Business Credit Cards......c...... .76
& Transferring Funds Between Accounts 77
Set Up a Credit Card Account............ W7
Enter Credit Card Transactions......c..oiiemvciiiinnniemenns 77
Receive and Enter Online Business Credit Card Transactions... 79
Manage Your Accounts on a Monthly Basis ... .81
Reconcile Credit Card Accounts.......coeimnnne .82
Reconcile Bank ACCOUNES ......o.coiivevireiee it ssesensnses 83
Chapter 5 Entering and Paying Bills ... 85

Manage Vendors ........cocoeucriinmreerinnnceenns ...85
Use the Vendor Center . .86
Add a Vendor ..o ...86
Merge, Delete, or Make Vendors Inactive ... .90
_SetUp and Print 10995 .....vvneeeisvicaniincninins .92
&) Adding Custom Fields to Your Name Lists ... 96
PaY BillS ..ot s 96

Enter and Pay Bills
Use Ttems on @ Bill ccc..cicicinii s 101




Memorize Transactions..........ccccccovevcenennee
Memorize Reminder Transactions ....
Memorize Automatic Transactions ...
Manage Memorized Transactions ...

Chapter 6

Manage Customers and Jobs............

Use the Customer Center...
#% Naming Customers......
Add and Edit Customers .......cccovurvcercviininns .
Merge, Delete, or Make Customers Inactive.. .. 113
Track Sales in QuickBooks ...........ccocccciviiinae 115
Set Up Service Items........... 115
Set Up Non-Inventory Items..... .. 116
Set Up Items with Purchase Information ... 117
_Set Up Sales Tax ems.......cconenrrrnevennees .18
€2 Changing Tax Preferences . .121
Create Invoices .....ovvvvne... 122
 Edit INVOICES .vvvovvrerrierinseriaene ..126
2, Adding an Invoice to Memorized Transactions ... ..128
Send Statements to CUSEOMETS ..vuvveverisriinnans ..128
Enter Sales Receipts............... ...129
Create Estimates... ..130
Receive Payments .......cccvveriininicininns ..133
Process Cash Payments and Checks..........ccoovuunnne. ..133
Process Credit Card Payments...........ccveeveiiannnns .. 134
#% Accepting Credit Cards from Customers.. ...135
Make Deposits.....ccoouivnrreieriineesinnnns ..135
Issue Credit Memos........... ..137
Review and Pay Sales TAXES ........mcriiiirsriisessisssessnnenes 138
Chapter 7 Managing Inventory Hems ..., 139
Create and Purchase Inventory Items.........ccoovucvierineicrnnncene ..139
Activate Inventory in Preferences ... ...140
Create InVentory Ilems.....c.....cvevimmmcccisnnsinssnsissnssssscons 141
Create and Build Inventory Assembly Items.......ccocccvverinnes ...143
_Create Groups..........coouvseenenceeeenns ...147
#% Understanding Item Types ...148
Use Purchase Orders....... ..148

Receive Items...........

SRIP TEEIMNS oot ..153
Use the QuickBooks Shipping Manager ...155
Monitor and Maintain Inventory Items ..o ...157
Take INVENtOIY .....ocevrrirmcrrimniiisrinnirans ...157
Manually Adjust INVENIOTY ......covvuiimirincicnniniisisscsicnnniseriasserecisecesernns 158

gt 8 &

v 88 2§

Maintajn and Access
Automate Your Backups.......
Restore Your Data .......
Verify Your Data....ccooeccvnnnnans
Work with an Accountant’s Copy ..

#% Storing Your Backups................
Close Your Books ...........cc......
Network Your QuickBooks FIle e, 167

Chapter 8




Edit Your QuickBoOoKS Preferences .........cccocoeieneiiniinnieesconinneseresseserserenns
Customize Company Preferences
Customize My Preferences........
View Reminders..........
Use the Find Feature...........

Communicate with Customers.............
Write Collection Letters to Customers
Create Mailing Labels........................
CUSTOTUZE FOTINS 11iveviiiiniiciitie ettt sn bt s sasieen ;

Chapter 9

Set Up Payroll Options
Activate Payroll in Preferences.
Select a Payroll Service...........

#» Comparing Payroll Options..
Set Up Company Information..................
Enter and Review Employee Information..

_ Set Up Payroll Taxes .......ou..e.e.
€3, Setting Year-to-Date Amounts ..

Run and Maintain Payroll..........
Create and Print Paychecks...

_Edit or Void Paychecks.......

&), Entering a Single Activity ..

Track Time......ccccooovviiinniiin,
Turn On Time Tracking ..
Enter Weekly Timesheets...

Paying Taxes......ccconvevvvvinireccnnnns
Review and Pay Payroll TAXeSs ..o s

Chapter 10 Creating Reports ................o.ooviv
Create Company and Financial Reports..........ccccccoovvnvcniinccinonncnn:
Use the Report Center ... e
Use the Report Menu ......... .
Navigate and Modify Reports...
Set Report Preferences........
Use the Button Bar-......
Customize Reports ..
Memorize Reports ......
Use Memorized Reports ...

_ Organize Memorized Reports
€3, Printing to a File ...
Print, E-Mail, and Export Reports...................

_ Print Reports
€2 E-Mailing Reports in PDF or Excel Format... .
EXpOrt REPOTtS......cvonivviiiiiiic s



