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Get Started

If you’re new to QuickBooks, there are a few things you
need to know to get started in the right direction. In
this module, we’ll walk through accessing QuickBooks
and explore the interface. We'll also focus on a few set-
up tasks, including setting up a Company and updating
your Account Settings.

You'll be introduced to the very important Chart of
Accounts and learn how to run a Chart of Accounts
Report. We'll also work on creating new Accounts,
Service Products, and Non-Inventory Products. Finally,
we’ll touch on how to report on an Item in QuickBooks.

Objectives
QuickBooks Online Login
QuickBooks Interface
QuickBooks Online Help
Company Set Up
Account Settings

Chart of Accounts
Create an Account
Create a Service Product
Create a Non-Inventory Product
Edit and Inactive an Item

Report on an Item

© 2022 CustomGuide, Inc.
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QuickBooks Online Login

]QuickBooks Online Login\ Commented [1G1]:
1. Go to the QuickBooks Online Login page.
Since QuickBooks Online is an online, web-based application, you’ll need to sign in to start using it.

2. Enter your User ID.

0 Go to the QuickBooks Online

3. Enter your Password.

Login page. ..
INTUIT o
o Enter your User ID. @ auickbooks @ turbotax 4. Click Sign In.
If you’re using your Google Signn

account to sign into e RO

QuickBooks, you can click the G SigninwithGoogla

Sign in with Google button.
o Enter your Password. -

kayla@customguide.com

OR

If you want to automatically
enter this information next
time, you can check the
Remember me box. R ot e

@ cicksinin.

Pa:

8 [Your Company Name]



\QuickBooks Logout
o Click your profile image.
e Click Sign Out.

QuickBooks logs you out of the system.

 Gliickbooks

( + New

Deshboard
Banking
Seles

Cash Flow

Payroll
Reports

b

Accounting

My Accountant

@ Gickbooks

4+ new )

Doshboard

Banking

Payroll

Reports

Mileage

Accounting

= Lony's Londscoping & Gorde.

Get things done

SHORTCUTS

Businass overview

8 e @rr Q0

Larry's Landscaping & Garden Supply #rvacy ()

BANK ACCOUNTS

Bater Account

Commented [IG2]:
1. Click your profile image.

2. Click Sign Out.

= Lony's Landscaping & Garde.

woeo | Larry's Landscaping & Garden Supply EL

Got things done

sHORTCUTS

Business overviow

8 MyExpens

© 2022 CustomGuide, Inc.
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QuickBooks Interface

There is a lot going on with the QuickBooks screen, so let's kick it off by taking a tour to get comfortable with
the interface!

We're looking at the QuickBooks Home screen, it’s what appears when you first log into QuickBooks.

@uee Q0

8 My Experts

@ giiickbooks

Larry's Landscaping & Garde...

Customers

Dashboard

Banking

S \ =
SRR S
a5 R

S Sy

Sales

10 UNBILLED ACTIVIT

Cash Flow

Expenses

Projects

I (" Batch actions v Q

PHONE

Payroll

[] CUSTOMER/PROUJECT 4 / COMPANY OPEN BALANCE ACTION

Reports

— — Adam's Candy Sh
Taxes O am's Landy Shop $40.00 Raceive payment w
Mileage
I:I Andres, Cristina 415.555.2174 $0.00 Create invoice ¥
Accounting
My Accountant [] ealak, Mike 4155556453 £180.00 Receive paymant w
O 330 Main 5t 415.555-6453 $180.00 Receive payment ¥
|:| Residential 415-555-6453 $0.00 Create invoice v
] BIack_wsH.Er_iWﬁfd 415-555-3221 £1,125.00 Receive payment ¥
[ ] Chepman, Natalie 415-555-3232 $0.00 Create invoice v -

Home (QuickBooks logo): You can always
navigate back to the home screen by
clicking the QuickBooks logo.

New Button: Right below the QuickBooks
logo is the New button, which you use to
create new invoices, checks, and other
transactions.

Navigation Bar: Below the New button is
the Navigation bar, which you use to get to
other areas of QuickBooks.

Search (Magnifying glass): The magnifying
glass is used to search transactions in
QuickBooks.

Setting (Gear): Click the gear icon to
display QuickBooks settings, view lists—
including your company’s Chart of
Account—and manage other users.

10 [Your Company Name]



QuickBooks Online Help

If you don’t know how to do something in QuickBooks, help is generally just a few clicks away.

\Search for Help

Click Help.

@ Gliickbooks

Larry's Landscaping & Gorde...

If necessary, click the Search
tab.

Get things done Business overview

Enter the keywords related to
your question.

SHORTCUTS

A list of help topics related to
the selected keyword will
appear.

Projects

Payroll

ing

My Accountant

-

oco Larry's Landscaping & Garden Supply

@ Help

BANK ACCOUNTS

Commented [IG3]:
1. Click Help.

Q08 e

2. If necessary, click the Search tab.
3. Enter the keywords related to your question.

4. Click on the desired help topic.

5. Click Close when you're finished.

Larry's Landscaping & Garde...

Buies Owe QA O & ©

+, New

Dashboard

o Larry's Landscaping & Garden Supply

Get things dons Businass overview

sHoRTCUTS

Mileage

Accounting

My Accountant

@ Assistant
\q Deposit Funds|
e B deposit funds
deposits
bank deposits
direct deposits
owner's deposits
deposit payment

deposit receipt

refund a deposit

Q search

© 2022 CustomGuide, Inc.
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o Click on the desired help topic. |REL Tl = e

. RN (. Qe Q0 @ 0
o Click Close when you're oo B

finished. Detboerd e Larry's Landscaping & Garden Supply,

Got things done Businoss overview

The Help panel closes.

sHoRTCUTS

[y —

( contactus

12 [Your Company Name]



Company Set Up

No matter if your business has years’ worth of transactions, clients, and vendors, or you're just getting
started with nothing at all, it’s fairly easy to set up a new company with QuickBooks.

\Set Up a New Company\

Go to the QuickBooks website.

Find and click Buy now.

Review the QuickBooks plans
and select the one that best
fits your needs.

Chrcing

= @§lliickbooks

LIVE BOOKKEEPING

your business.

Books done for you

Feel confident with a QuickBooks-certified
bookkeeper dedicated to you, who understands

Explore Live Bookkeeping

Small Business ©

Simple Start

S5
$12%m,
«<» o

¥ Track income & expenses

Pricing

MOST POPULAR

Essentials

-
$250m,
«»

Plus

$80
$40m
«»

v Track income & expenses

1.800.342.8097

Advanced

$180
$90m.
«=»

v Treck income & expenses

v Invsice &

v Maimiz
v Run gereralrepors

v Copture & organize receipts
v Trecemies
 Mansge cssh o

¥ Track sles & sles ax

7 Send esimetes

Feedback

# Manage 1099 contractors

¥ Meiimize

¥ Run enhanced reports

v Maximze

v Run comprahensive reports

v Run mos: powerful reports

 Mensge csen o

v Treck seles salestox

v Send estmeres
 Mansge 1099 contractors
 Includes 3 users

~ Manage & pay bills
 Tracktime

v Trckmiles

v Wensge cash faw

V¥ Trackseles & sees tx
v Send esimares

V¥ Mensge 1099 contactars
~ Includes 5 users

v Mansge & ey 5ils

v Trcktme

~ Track inventory

v Track

v Trackmiles

© Menage cash fw

Vv Trackseles &sees tex

v Send esimares

V Mensge 1099 contractars
~ Includes 25 users

Vv Mansge &pey 51l

v Trcktme

v Teckinveriory

v

v Business analytics & insights

v Batch invoices & expenses

Need nelg?
We're here for you.

3 See all plans
Live Manage Accounting for Payroll Payments
Bookkeeping expenses for business
freelancers
it Pl 'y "
@8tickbooks.  products v & Why «  Support Talkto Sales: Sign
QuickBooks in

Commented [IG4]:
1. Go to the QuickBooks website.

2. Find and click Buy now.

3. Review the QuickBooks plans and select the one that
best fits your needs.

4. Either create a new Intuit account, or sign in if you
already have one.

5. Follow the online instructions and provide QuickBooks
with the requested information, such as:

e Business name

o Legal Structure

* Feature you want to use

© 2022 CustomGuide, Inc.
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Either create a new Intuit
account, or sign in if you
already have one.

Follow the online instructions
and provide QuickBooks with
the requested information,
such as:

e Business name
e Legal Structure

e Feature you want to use

INTuIt For sales: (888) 566-4770

@ quickbooks @ turbotax

Create an Intuit account
Use for QuickBooks and all Inuit products
Email address (User D

kayla@customguide.com @

o Mobile number
== (612)555-1212

Password

@ giickbooks GETSTARTED

Welcome! We're glad you're here.

Here's what we'll do together right now.

G <

Tell us what you need We'll ask a few We'llbring in your
help with questionsto get to transactions and
know your business organize your money

-

14
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Account Settings

You can change QuickBooks settings so it matches the unique accounting needs of your company.

\Change Account Settings

Click the Gear icon.
Select Account and Settings.

The Account and Settings
screen appears. There are a lot
of settings, organized into
categories.

Click the desired settings
category:

e Company to change your

company name and address.

o Billing & Subscription to
change your QuickBooks
subscription.

e Sales to change features
related to your products,
services, and sales forms.

e Expenses if you track and
bill your customers for
them.

e Advanced to change
accounting settings and
enable/disable features,
such as if you bill your
clients for projects.

Change the settings you want
and click Save.

Click Close when you're
finished.

= Lony's Landscoping & Gorde.

YOUR COMPANY usTs.

. re viewing QuickBooks in Accountant view.

Le

Commented [IG5]:
1. Click the Gear icon.

2. Select Account and Settings.

3. Click the desired settings category:
¢ Company to change your company name and
address.
¢ Billing & Subscription to change your QuickBooks
subscription.
¢ Sales to change features related to your products,
services, and sales forms.
* Expenses if you track and bill your customers for
them.
¢ Advanced to change accounting settings and
enable/disable features, such as if you bill your clients
for projects.

4. Change the settings you want and click Save.

5. Click Close when you're finished.

|Account and Settings

Company type

Advenced Chart of accounts

Categories

Automation

Projects

Shipping Income

Markup Income

@ reo X

© 2022 CustomGuide, Inc.
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Chart of Accounts

One of the most important items in QuickBooks—and accounting in general—is your company's Chart of

Accounts.
IOpen the Chart of Accounts Commented [1G6]:
1. Click the €3 Gear icon.
o Click the Gear icon. @ Gickbooks S ropreren 8 e @Qier Q3 & ©
_ \ 2. Select Chart of Accounts.

YOUR COMPANY usTs. TooLs PROFILE

eF > T

o Select Chart of Accounts.

16 [Your Company Name]



Common Account Types

The chart of accounts is a list of your company's accounts and their balances. You use these accounts to
categorize your transactions, such as expenses and sales.

Bank: Checking & savings
accounts.

Credit Cards: Visa, Mastercard.

;
Income: Sales of products,
services or other revenue.

Expense: Money you spend on

Lorry's Londscaping & Gardo.

Chart of Accounts

Chart of Accounts

things like advertising, rent,
and office supplies.

Liability: Money you owe, like
aloan.
Asset: Things you own that

have value, such as equipment,
vehicles, or a building.

DETALTYPE

QUICKBOOKS BALAN BANK BALANCE Action

‘Run a Chart of Accounts Report

When you're first setting up QuickBooks, it's a good idea to print a copy of your chart of accounts, so it's

easy to reference.

Open the chart of accounts. 4

Click Run Report. (

+ New

Dashboard

Lerry's Landscaping & Garde.

Chart of Accounts

Chart of Accounts
< AllList

DETALTVPE QUICKBOOKS BALAN. BANK BALANCE Action

Commented [IG7]:
1. Open the chart of accounts.

2. Click Run Report.

3. (Optional) To share or export the report, click:
* Email to send the report as a PDF attachment.
e Print to print the report.
e Export to download the report as an Excel
spreadsheet or PDF.

© 2022 CustomGuide, Inc.
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(Optional) To share or export ® gickbooks = Lary's Londscaping & Gardo O Qo &

the report, click: QETTIDY -ccout st Report

e Email to send the report as coon ) (R
a PDF attachment. - e

* Print to print the report. Larry's Landscaping & Garden Supply

e Export to download the Aessuntiie
report as an Excel

spreadsheet or PDF.

ACCOUNT Tvee DETALTYPE DESCRIPTION
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Create an Account

QuickBooks creates basic accounts when you create a company, but it's unlikely these initial accounts will be
suitable for your business.

\Create an Account\ Commented [IG8]:
1. Click the €3 Gear icon.
o Click the &3 Gear icon. P Bweos Qe Q 0 & ©
2. Select Chart of Accounts.
o Select Chart of Accounts. YOUR CoMPANY usts To01s ProFiLE
o Click New 3. Click New.
o Select the Account Type you r 4. Select the Account Type you want to create.
Custom fields Reconcile F
want to create. sudgeing L 5. Select a Detail Type.

Select a Detail Type.

6. Enter an account Name.

The Detail Type field helps you
select and name accounts
more appropriately.

7. (Optional) Enter a Description.

You'rs viewing QuickBooks in Accountant view. Learn more

8. (Optional) Specify an optional sub-account.

9. Click Save and Close.

@ Giickbooks = Lany's andscaping & Garde B Mybper: @ Help 1 Q

Account
Account Type “Neme m
N

‘ ~ | R rising Promesions
o -G

Use Advartising/promotional o trsck.
ting your compeny. 1s sub-sccount

money spentpro

Ifthe promation effortis 8 meal, use
Promotional moals nstead ow rogistor v
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000

® Glickbooks

Enter an account Name.

+ New

(Optional) Enter a Description.

(Optional) Specify an optional
sub-account.

Sub-accounts are used to break
down transactions in an
account. For example, maybe
you want to track email
marketing under marketing.

Click Save and Close.

= Leny's Landscaping & Garde...

& My Erpers

® rew

Qo @ e

Account

Account Type

Use Advartising/promotional o rack
money spent prom ur compen s sub-sccount

You me

o]

fiyers, events, and 50 o)

Ifthe promori e a mesl, use
Promotional moals instesd.

Cancal

Description

Run report v

jow rogister. v

View rogister v

View rogister v
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Create a Service Product

In QuickBooks, services are intangible things that you sell, such as landscaping services, hourly rates, and

accounting fees.

\Create a Service\

Click the Gear icon.

Commented [IG9]:
1. Click the €3 Gear icon.

2. Select Products and Services.
3. Click New.

4. Select Service.

5. Enter a Name for the service.

6. If it's applicable, check the | sell this product/service to
my customers box, and enter a:

* Description on sales forms

e Sales price/rate

* Income account & sales tax category

7. If it's applicable, check the | purchase this
product/service from a vendor box, and enter a:
e Description
e Cost
e Expense Account
¢ Preferred Vendor

8. Click Save and Close.

0 O A & @ o
o Select Products and Services. profe 6
o Click New. P
@ Gliickbooks = fany's Landscaping & Gerde. 2 . @ Q ¢ & o
Products and Services
Banking o
dll e suesencr|  acnon
o emv
can v
o e
o] e
o v
o e
can -
O o Edit v
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@® Glickbooks

Select Service.

+ New

You can also enter a SKU if it's
required, or upload a picture of
the service as well.

Enter a Name for the service.

If it's applicable, check the |
sell this product/service to my
customers box, and enter a:

e Description on sales forms
e Sales price/rate

e Income account & sales tax
category

If it's applicable, check the |
purchase this product/service
from a vendor box, and enter a:

e Description ® giickbooks
e Cost

e Expense Account
e Preferred Vendor

Click Save and Close.

= Lony's Landscaping & Gardo...

Products and Services
P

Product/Service information

Payment Lin @ Nominvartory

£ you provide to customers, for example, lsndscaping or

Bundle
A collection of products snd/or services that yod sell ogether, for
exemple, 8 gif basker of frui, cheese, and wine.

Inventory

Products you buy and/or sell and the

inventory tracking

NAME »

Product/Service information

sk
Al
Dorerption
7)1 el his productienic o my cstomers
4
Saespricarate Income sccount
ssod| [sves
Seles tax catagory @
Taxable - standird rate v

Purchasing
o [t purch
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Create a Non-Inventory Product

A non-inventory product is something you buy and/or sell but don’t need to (or can’t) track quantities of.

Examples of non-inventory parts might include nails used during a construction project, or a special product

a customer asks you to buy that you don’t normally sell.

\Create a Non-inventory product\

Commented [IG10]:
1. Select the {3 Gear icon.

2. Select Products and Services.
3. Click New.

4. Select Non-inventory.

5. Enter a Name for the product.

6. If it's applicable, check the | sell this Product/Service to
My Customers box, and enter a:

¢ Description on sales forms

o Sales price/rate

* Income account & sales tax category

7. If it's applicable, check the | purchase this
product/service from a vendor box, and enter a:
¢ Description
e Cost
¢ Expense account
¢ Preferred vendor

8. Click Save and Close.

a Select the Gear icon. Berr: @ QA B B0
o Select Products and Services. usts To0ts 0
e Click New.
1 4
L.
@ Guickbooks = Lony's Landscaping & Garde. B WEpes @ub QA £ & @
C Pnew Products ond Seices
Products and Services (£ itchameimenor ) (e~ ) (D
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o006

Select Non-inventory.
Enter a Name for the product.

If it's applicable, check the |
sell this Product/Service to My
Customers box, and enter a:

e Description on sales forms
e Sales price/rate

e Income account & sales tax
category

If it's applicable, check the |
purchase this product/service
from a vendor box, and enter
a:

e Description

e Cost

e Expense account
e Preferred vendor

Click Save and Close.

® Glickbooks

C + New D)

@ Guiickbooks

T+ New

= Lony's Lendscaping & Gardo...

Products and Services
<Al Liss

NAME +

Product/Service information

£ you provide to customers,for example, lsndscaping or

e Bundle
Acolection of products and/or services that yod sell ogether,for
example, » if basket of fui, cheese, and wine.

Inventory

Products you buy and/or sell and the

inventory tracking

Product/Service information

Non-inventory change ype

Selos prica/rate Income account

Sales tax catogory ©
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Edit and Inactive an Item

Sometimes you'll find you need to edit an item in QuickBooks, such as a product or an account. Editing an
item is similar to creating one.

‘Edit an Item\ Commented [IG11]:

1. Click the €3 Gear icon.
0 Click the Gear icon. ® Guickbooks S —— B i @ QA 0 & ©

. . . 6 2. Open the list where the item is saved.
o Open the list where the item is e To01s
saved.

3. Find the item and select Edit from its Action menu.

o Find the item and select Edit
from its Action menu.

r 4. Make your changes.

5. Click Save and Close.

You're viewing QuickBeoks in Accountant view Learn more

Banking

Salos
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o Make your changes. Bgickbocks AR Product/Sarvice Information

T New Service Changespe
o Click Save and Close. ot ) 0

Products and Services (e

Oalvery
Banking y
Solos scu

v g |

Jis sub-product/senice

o

Description
is product/service 10 my customers

rua for ordars

Salos pricalrato Income account

20 | | sanice -

Salos tax category ©

Taxable - standard rate v

Purchasing information
]1 purchsse this product/service from s vendor.
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\Make an Item Inactive

You can't delete existing items in QuickBooks Online, but you can hide them by making them inactive.

Click the Gear icon.

Open the list where the item is
saved.

QuickBooks makes the item inactive
and hides it.

@ Giickbooks = Lony's Landscaping & Garde... B MyEpets @QHp Q (3

YOUR COMPANY usTs

PROFILE

Find the item and select Make
Inactive from its Action menu.

You're viewing QuickBooks in Accountant view. Learn more

o

O

o

Commented [IG12]:

1. Click the €3 Gear icon.
2. Open the list where the item is saved.

3. Find the item and select Make Inactive from its Action
menu.

@ Glickbooks = Loy’ Londscaping & Garde, 8 Mybxpets @ Help

Qe

emsoverview Al Seles oices  Paymentlinks  Customers  Products and Services

& Multi-channel inventory

+ New

Products and Services
<A

NAME »

o

o
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Report on an ltem

QuickBooks can run detailed reports on any item, account, or product.

]Run a Report on an Iltem Commented [IG13]:
1. Click the £} Gear icon.

0 Click the Gear icon. ® Gickbooks R —— B woees @ Q0 & ©
2. Open the list where the item is saved.
O Open the list where the item is : YOUR COMPANY usts To0LS PROFILE
saved. Dashboard 3. Find the item and select Run Report from its Action
. . Banking i menu.
e Find the item and select Run " ' b
Report from its Action menu.
QuickBosks b
WCard "
e
@ Gliickbooks = Lony's Londscaping & Gardo. B mEer: @rr QA [ & ©

Chert of Accounts ~ Reconcile

Chart of Accounts wnrero ) (DD

Banking

NAME Tvee + DETAILTYPE QUICKBOOKS BALAN BANKE  Con

Viow rogistor v

View rogistor v

10000 View rogistor v
Accounting

e — 693708 View rogister v

000 Viow rogistor v

50000 View register v

000 View register v

Undeposited Fun 20000 Viow rogistor v

Truck Fored Aasats Otrerfxed sssers 1202500 Viow rogistor v
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\Sort a Report
o Click the Sort arrow.

e Select a sort option. e D)

Dashbosrd

Banking

Mileage

Accounting

My Accountant

Larry's Landscaping & Garde.

B wepers @Hee QA [ B

Account QuickReport

o

o330
T
Larry's Landscaping & Garden Supply
Account QuickRoport
L racriontee wan wawe e pESCRFTION

Commented [IG14]:
1. Click the Sort arrow.

2. Select a sort option.

© 2022 CustomGuide, Inc.
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]Change the Reporting Period or Grouping

Specify the reporting period by .
clicking the Report Period
arrow and selecting a reporting
period.

@ gliickbooks = Lany'sLas

C + New )

Account

OR

Enter a start date and end date
for the reporting period.

indscaping & Garde.

QuickReport

TRANSACTION TYPE

NUM

B wepe: @Hr Q (3 & ©

Larry's Landscaping & Garden Supply

Account QuickRoport

NAME 'MEMO/DESCRIPTION

Click the Group arrow and
select the item to group by.

Click Run Report.

Commented [IG15]:
1. Specify the reporting period by clicking the Report
Period arrow and selecting a reporting period.

OR
1. Enter a start date and end date for the reporting period.

2. Click the Group arrow and select the item to group by.

3. Click Run Report.

® Gickbooks = oy

C +new )

Accounting

[

Account QuickReport

8 e Qe QA 08 & ©

Larry's Landscaping & Garden Supply

Account QuickReport
Since 21

iVION TYPE

[

NAME MEMO/DESCRIPTION
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\Share a Report
o Click a button in the top right

of the screen to share a report:

e Email to send the report as
PDF attachment.

e Print to print the report.

e Export to download the
report as Excel spreadsheet
or PDF.

@ guiickbooks = Leny's Landscaping & Garde.

+ New

oaTE TRANSACTIONTYPE  NUM NAME

8 Wiwee @Hr Q (3

Total for Residential
Totalfor Balek, Mike

Totalfor Bayshore CalOIl Service

Commented [IG16]:
1. Click a button in the top right of the scren to share a
report:
¢ Email to send the report as PDF attachment.
* Print to print the report.
e Export to download the report as Excel spreadsheet
or PDF.

© 2022 CustomGuide, Inc.
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]Change Report Settings

a Click the report’s gear icon. Owcvoo:

o Click Show More to view all " e
the settings.

o Check the desired report
settings. Cosh Flow

Dashboard

Banking

Expe

oATE TRANSACTION TYPE

Depo
Payroll
Reports -
Total for Residantiel
Total for Balak. Mike

ch

ch

ch

ch

Total for Bank of Anycity

ch
Total for Bayshore CalOl Service

= Lony's Landsceping & Garde.

Fiters:  Distribution Accoun

Banking

[

oaTE TRANSACTION TYPE.

Expenses

1 5 Payment
Totalfor Residentiel
Totalfor Balek. Mike

Totalfor Bayshore CalOll Service

& wyexpere

Display density
B compace
Chango courms

[ Create e

B wyeueees

Display density

7JComeser

Apraid

=

® e

® e

Qg @ o

Commented [IG17]:
1. Click the report’s gear icon.

2. Click Show More to view all the settings.

3. Check the desired report settings.
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