


 Know the various editions of QuickBooks available 

 Create a new company in QuickBooks

 Create and edit the Chart of Accounts

 Add new customers and vendors

 Edit preferences and company information

 Use the Multiple Currency feature 

 Create invoices for customers

 Receive payments from customers 

 Create bills from vendors

 Pay bills 

 Reconcile Bank Accounts

 Generate financial reports

 Set up security

 Creating Backup Files (QBB) & Restoring Backup Files (QBW)



➢ QuickBooks is a user friendly small business 

accounting software used by approximately 

85% of small businesses in the USA.  

➢ QuickBooks is used to track company 

finances and to generate reports required by 

stakeholders, banks, or regulatory bodies. 

➢ QuickBooks has various editions to satisfy the 

needs of different types and sizes of 

companies.

➢ QuickBooks also has online versions of the 

software so you can use it on the go.



Online Simple Start

Online Essentials

Online Plus

QuickBooks Pro

QuickBooks Premier (Industry Options such as 

Non profit, Contractor, Manufacturing, 

Retail, etc)

 Enterprise Solutions



 The first thing you must do is create a 

QuickBooks company file for your financial 

records.

We recommend that you use Express Start to 

create your QuickBooks company file quickly 

and easily.

 To use Express Start to set up your company 

file:

1. Choose File > New Company. The 

QuickBooks Setup window opens.

2. Click the express start button





3. The “Tell us about your business” screen 

appears, and you can start entering info.

4.



4. Click Continue and Enter your Business 

Contact Information.  



5. Preview your Settings, click on OK and Click 

on Create Company Fie.

**Please note that, you can click on the tabs to 

review what has been selected and you can 

adjust accordingly based on your preference 

or you can click on Restore Recommendations 

if you are okay with the selected Chart of 

Accounts.





6. Click on the Add button to Add Customers, 

Products and Bank Accounts. 



And that’s it! Click on “Start Working” to start 

using QuickBooks Accounting.















 Click on the Report Menu

 Select the Type of Report you want

 If there is a report you customized yourself 

you can memorize it.  You can organize and 

edit the Memorized Report List at any time 

by going to Reports: Memorized Reports: 

Memorized Report List and from that screen 

you can edit the reports you have 

memorized.



1. Click on Company

2. Click on Setup Users and Passwords

3. Click on Setup User

4. Click Add User

5. Enter User Name

6. Enter Password and Confirm Password

7. Click on Next

8. Select the applicable privilege for the user

9. Click on Next till you get to the end of the 

wizard

10. Click on Finish







1. Click on Company (or Lists or Control + A)

2. Click on Chart of Accounts

3. Click the Account button on the bottom of 

the screen and then select NEW to create a 

new account.  Specify the category of 

account (Income, Expense, etc.) and select 

Continue.

4. Or click the Account button on the bottom 

of the screen and select EDIT to edit an 

existing account.

*Tip: you may sort the chart of accounts by 

clicking at the top of the screen on Name 

to sort by Name or Type to sort by Type







1. Click on Customers (or Control +J)

2. Select Customer Center 

3. Click on the New Customers and Jobs tab (drop 

down menu)

4. Select New Customer

5. Enter the Customer Information



1. Select Customers from the Menu Bar

2. Select Create Invoices (or Cntrl + I )

3. Type the Customer Name

4. Select an Invoice Template

5. Type the Invoice Date

6. Select the Item (you can add new ones on 

this screen) this includes Inventory Items 

set up or other Items you can set up

7. Type the Quantity 

8. Select Save and Close at the bottom of 

invoice





1. Select Customers from the top menu bar

2. Select Receive Payments

3. Select the Customer 

4. Enter the amount that is being paid

5. Select payment date

6. Select payment method

7. Select the invoice it applies to (QB will 

automatically check off the oldest invoice 

first)

8. Select Save & Close





1. Select Banking from menu bar

2. Select Make Deposits

3. The Payments will pop up automatically –

select the payments you want to deposit 

4. Click OK

5. Ensure the bank account is correct under 

Deposit To box

6. Click Save and Close





1. Click on Vendors on the top menu bar

2. Click on New Vendor

3. Enter the Vendor information

4. Click OK



1. Select Vendors from the top menu bar

2. Select Enter Bills

3. Enter the Vendor Name

4. Fill in Date, Amount Due

5. Assign an account number 





1. Select Vendors from the top menu bar

2. Select pay bills

3. You can show all bills or Due on or before a 

certain date

4. You can sort the bills by Due Date

5. Click your mouse on which bills you would 

like to pay

6. Ensure the Checking account is correct

7. Set Credits / Discounts as necessary

8. Click Pay Selected Bills

9. Print Checks (or click Done to print checks 

later)





1. Choose Banking from top menu bar

2. Select Reconcile

3. Choose the bank account you want to reconcile

4. Enter Statement Date

5. Enter Ending Balance per Bank Statement

6. Enter any Service Charges or Interest Earned not 

yet entered in QB and assign accounts

7. Select Continue

8. Check off the deposits and checks that cleared the 

bank Check the difference and make sure it is zero.

9. Once properly reconciled, Click on Reconcile Now

10. Print or Display the Reconciliation Report (or Close)





1. Click on Company (or Edit:Preferences)

2. Click Set Closing Date

3. This brings up the Edit:Preferences screen 

on the correct tab where the set closing 

date button is

4. Click Set Date/Password

5. Enter the Closing Date

6. Enter a Password and Confirm Password





Go to File menu

 Select Backup Company

 Create Local Backup

 Choose Local Backup

 Click Options to choose where the backup 

will be saved (flash drive or hard drive)

 Click OK

 This creates a .qbb file for QuickBooks 

Backup



 Click File 

 Select Open or Restore Company

 Select Restore a backup file

 Choose Local Backup

 Choose the location of your backup (flash 

drive or hard drive) you are looking for a 

.qbb file

***Once restored your QB file is a .qbw file or a 

QuickBooks Working file***



THANK YOU FOR YOUR ATTENTION!!!


