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Welcome to QuickBooks

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

Upgrading your version of QuickBooks? Turn to page 2 to see what’s
new in QuickBooks®.

New to QuickBooks? Start in the New to QuickBooks? section on page 3.

All kinds of help

Help from Intuit and the QuickBooks Community of users is built into
QuickBooks. You can also access the Learning Centre for video tutorials
and articles via the Help menu.

Visit the QuickBooks Support Website at quickbooks.ca/support to
browse support topics, FAQs or contact an agent (fees may apply).
You can find a local QuickBooks Expert by going to the Help menu
and clicking Find a Local QuickBooks Expert.

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 Licence.
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We’ve put a fresh coat of paint on QuickBooks 2013, and we’ve
made key tasks even easier to find.

Upgrading your version of QuickBooks?

And you don’t need to guess what's changed. As you work in
QuickBooks, we’ll point out exactly what’s new and different.

The product tour opens up
automatically when you
upgrade to QuickBooks 2013.

Check out the new Icon Bar.

4 wanttochange its location?
See the View menu.

Welcome! We've got a new look.

The yellow boxes show you what's new as you work.

Try apps and services
1o get more out of QuickBooks.

Fees may apply for services accessible via QuickBooks.



Getting started

Begin by creating your company file

New to QuickBooks?

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.

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

Let's get your business set up quickly! @

Answer some basic questions and we'll do

the rest. You can aiways make changes later. & Click here to get started.

(Recommended for new users)

AdNanced SetUp  (Recommended f you want to ine-tne you seup)

(9 Nest helg? Greue ol

Next, add your business info

After you create your company file, add your business info: the people
you do business with, your bank accounts, and your products or services.
No data to enter or import right now? No problem! You can add it as
you work in QuickBooks.

t a company file! Now add your info.
Into QuickBooks 50 you can start working.

To come back to this
window later, go the
Help menu and choose

.
b Soomoromns . MEZE | Quick Start Centre,
w3 ]

Add the people you do business with

‘Why do this? Import o efer your cotact 50 you canbil your customers, 3y
Vendors, and rack your empioyoss. Shses bt o

T s then click Return to
Add Info.

Add your bank accounts

O
Have. Dot wory we Wit comnect o your Bark. Besee ho & ot

Start Working

No data to enter right now? No prblem. You can always add t later.



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.

= File Edit View Lists Favoures Complany SalesTax Customers Ver orts_Window _Help

[ y - O aoks Pra - [Home ] — ==

VENDORS CouPANY
@, fitesd
Enterits Payails anee
s
T
ems &
Somvess
cusrouers
& vendors Catentar
Crote Sales
Raceis
] &
Coimaes  Croste Recote R Recandle
o Famams Deperts
W Run Favourite Reports E @ ‘ﬁ
(B open Windows. Staternent Statements. Refunds. Write Cheque
Charges & Credis Chedues Repister
e &
é Eﬁ - @ ‘a Print
Payroll Enter Pay Pay Process Cheques
e e Emptogoes Ltes fston
Farms,
The Icon Bar includes shortcuts To customize the Home page,
to many parts of QuickBooks. choose Edit > Preferences >
To create your own shortcuts, Desktop View, and then click
click Customize Shortcuts. the Company Preferences tab.

You go directly to the centres
by clicking on these icons.



Getting around

Using centres

There are three main QuickBooks Centres, one each for customers,
vendors, and employees. Use the centres to manage and view all

of your customer, vendor, and employee information and transactions,
without having to sift through multiple windows.

All of these centres work the same way. We’ll use the Customer Centre
to show you how they work.

All of your customers Click here to see all of your
show up here. customer transactions.

™Collections Centre

Customer Information

Active Customers
o Cormpany Name  Franz Corp. fain Phone. 204-2040 GQuickRenort
e SALANGE T § NOTES Full Mame  Wr, Adwin ke Alt Phone B13-6131 Open Balance
ry - Show Estimates
+ Ciorandasan - Custormer Type From adverlissment Fax 6532677
Terms  Due on feceipt Customer Snapshot
© Cash Sales oo @ Bil To Adwin Kn
1015 - 13 Ave W
+ Moise, Daniel 1.762.31 Vancouver, B -
- Transactpns  Contacts ToDo's Notes.
o Downs, Matthew 1,877.72
swow [l Trans.. ~  surerey Al ~  ome ThisFiscal .~ | gup1/2012- 1213172012
» EuretigRachel 61325
e Mok Date - accotir AouNT
. i
Kitchen Blades 404320 Invaice: 288 12/15/2012 Accourls Receivable 2250359
+Ho, German S0 Inwsice 264 101512012 Aceourts Reteivable 7875
»Draper, Adriene 268.98 Payme 1011512012 Undepsited Funds 472.50
Walker, Garol 1.146.95 Invaice 245 0911572012 Accourts Receivable 78.75
»Barata, Luis 108021 Inwsice 226 0811512012 Accourts Receivable 7875
“Waoderof, Deh 1148 Invaice 207 0711512012 Accourts Receivable 7875
+Burgess, Jord 269.96 >
o Kimball Sports 6,063.38 Manag Transactions ¥ Run Reports v
v

Click on a customer in the
Customers & Jobs tab, and Click here to edit your
their details show up here. customer information.



Using forms

All of your everyday QuickBooks tasks, like invoicing, paying bills,
and writing cheques, 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 the arrows to
move through a list
of transactions.

lain Formatting Send Reports

e > B H R Borrcacn

Find Mew Save Delste oMemorize Mark As
2 - Pending

RJOB  KitchenerBlad.. ~

Click the tabs on this ribbon to
find everything you need to do
on a form.

®oa

=5 [ PrintLater [ Add Time/Costs BB Bhcratezbacn
Email Email Later & Apply Credits Receive B Refund/Credit
- Payments

TEMPLATE  Intl

If you see an arrow, click it to
select from a list. If you don’t see
what you need, select Add New.

| 1 Date Inygice Ta
nVOICe 120042012 B Woodcroft, Deh
J— £40 Lake Heights Road
Regina, 8K
281 S0KE0Y
P.0. No Terms
1% 10 Net30 -
ITEM ary DESCRJFTION RATE AMOUNT T
ProWorkout 2] SpecialOrder 125.00 76000 8 i
Caonsulting 2 o 75.00 150.00 G
v
65T On Sales 5.0% 5.0% 50| Edit
PST On Sales 5.0% 8.0% E0.00
Customer bessage Total 1 005.00
‘e appreciate your prormpt | PAYMENTS APPLIED 0.00
payment BALANCE DUE 1,005.00
B0 Save & Close m Revert

If you don’t see an arrow, enter
the appropriate information.

Click here to save your
work on a form.




Everyday tasks
Get paid:
Create sales receipts
Use a sales receipt if customers pay you at the time of sale.

To start, go here: Customers > Sales Receipts.

@ Select a customer. @ Tell QuickBooks
what you’re selling.

Main  Formating  Send  Rports ¥ oA
& B s E xR greate a Copy E =5 | PrintLater B 2dd timeicosts
Find New Save Delele @b emonize Mark As Print  Email Email Later
e e Perfiing o &

C . J0B Tea N TEMPLATE  Custol
Sales Receipt TR [ [ ey

Sale Mo 15 Spencer Ave.

North Bay, ON

62 PBA O3

—— [——

122 *r—P ~
ew sescRPTION arv i rate awounT 1ax
Cansulting N ) ® o 22500 |5 i

v
557 on sohs 503 505 A
psT on shs 00w 20% T
Customartiessage Tl 64 28
MEMO Save & Close Revert
rocess credit or debit card payment fuhen saving
|
@ 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
it here.

@ Print or email the sales receipt.



Create invoices

Use an invoice when customers pay you after a sale.

To start, go here: Customers > Create Invoices.

@ Select a customer.

Main Formatting Send Reporis
&P a E 8@ Bl Create 2 Copy
Find Mew Save Delete @ Memorize

1JOB  Kitchener Blad

@ Tell QuickBooks
™ what you're selling.

®oa
Q = Print Later [ Add TimeiCosts B Bicrsteabann
lark As Print  Email Email Later & Apply Credits Receive B Refund/Credit
Pending —éb Pavment

TEMPLATE

Intuit Si

| 1 Date Inwoice To
nVOICe 12042012 B Waoderoft, Deb
[ G40 Lake Heights Road
Regina, SK
281 80K 6OJ
P.0. No Terms
1% 10 Net30 -
ITEM ary DESCRIFTION RATE AMDUNT TR
ProWorkout @  Special Order @ 12500 T50.000 5 i
Consulting 2z 7a.00 140,00 G
v
GST On Salfs 5.0% 5.0% wol Edit
PST On Salfs 8.0 .04 B0.00
Customer Wezzage Total 1,005.00
‘WWe appreciate your prompt . PATMENTS #PPLIED 0.00
payment adance DUE 1,005.00
B0 Save & Close m Revert
@ Select the quantity. @ QuickBooks fills in @ Print or email

the price you entered
when you set up the
item. You can change
it here.

the invoice.




Everyday tasks

Receive payments
When a customer pays you, use the Receive Payments form to apply it
to the right invoice.

To start, go here: Customers > Receive Payments.

@ Enter the amount
the customer paid you.

@ Select a customer.

Main =~ Reports WA
«» B X & R B
Find New Delete Print Look up Un-Apply Discounts And
- Gustomer/Invoice Payment Credits
Customer Payment
RECEIVED FROM Kimball Sports:Folso. @~ = CUSTOMER BALANCE 269.96
AMDUNT 269.95 @t DATE 1203172012 B
BT, METHOD q - REFERENCE# DEFOSITTO  Undeposited Funds =
( DATE HUMBER ORIG. AMT AMT. DUE PAYMENT
« 08118720 285 269.98 2B9.96 260,06 [*
v
Total 269.95 269.96 269.96
AMDUNTS FOR SELECTED INVOICES
AVOUNT DUE 269.96
APPLIED 269.96
DISCOUNT AND CREDITS
APPLIED 0.00
b Save & Close
© Enter your customer’s @ Select the unpaid © Save the payment.
payment information. invoices to apply the
payment to.




Make deposits

Once you’ve received a customer payment, you need to tell QuickBooks
what bank account to deposit the money into. You do this on the Make
Deposits form.

To start, go here: Banking > Make Deposits.

QuickBooks lists any payments you’ve received in the Payments to Deposit
window. If this window doesn’t open automatically, you don’t currently have
any payments to deposit. Continue with step 2.

SELECT WIEW
wigw payment method trpe

‘Wihat are payment method views?
Wiew payments for currency  Canadian Dallar -

Sart payments by Payment vethod -

SELECT PAYMENTS TO DEFOSIT

+ L DATE TIME TYFE NO. PATMENT METH NAME AMOUNT (CADY
| 12/05/2016 RCPT a2 Cash Sales 976.32
121122018 RCPT 53 Cash Sales 976.32
T 1211812016 PMT Road Runners 221000
@ Select the payments @ Select the bank account you
to deposit and click OK. want the money to go into.

@ Prvious @ Next [ Sove ) Print ~ | @8 Payments (@] History [B) Journal |

LJ
Deposit o [Ghequirky - ate 121312016 B Memo Deposit
Curency  Canadian Dollar -

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

Cash Sales Undeposited Funds School:Grou 97632 *

Cash Sales Undeposited Funds School:Grou 976.32

Kimball Sports Undeposited Funds 2,210.00
© Enter any additional @ Print a deposit slip or @ save the
payments to deposit. summary for your records. deposit.



Everyday tasks

Pay others:

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

o If you use your debit card or cash to buy something, use the
Write Cheques window to record the purchase.

e 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 Cheques window).

Write cheques

Use the Write Cheques window if you handwrite or print a cheque.
Don’t use the Write Cheques window to pay bills you entered, or create
pay cheques.

To start, go here: Banking > Write Cheques.

@ Select the bank account @ Select the payee.
you’re writing the cheque from.

& Cheques - Chenuing

Main | Reporls F

“r B B X Bfweon @i | B O B

Find New Save Delcte & Nemorize Print Select  Enter Clear Recalculate
- M Time Splits

BN ACCOUNT  Chequing < EnOmE PALANCE 114.196.40

oL TO PRINT
OATE 42312012 @
PAT TO THE DROER OF | Dinay's Properties ¢ 763850 @

One thousand six hundred thirty-eight and 501 00 Dallars,

Dinay's Properties

4202 England Road
ADORESS  Qttawa, ON

K3k 2K3

WEMD

Expenses $1,450.00  Iterns $0.00
ACCOUNT TAX | AMOUNT MEMD CUSTOMERJDE | BILLABLE?
Rent 5 1,450.00 Monthly Rent i
v
65T o Purchaza 6.0% 5% 7250 Edit
PST On Purchase £.0% 6.0% 116.00
Save & Close Clear
I E

@ Enter the amount @ Tell QuickBooks what

of the cheque. oy @ Save the cheque.

®



Enter bills

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

o Enter the bill using Vendors > Enter Bills
e 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.

Enter Bills - Accounts Payahle
Main  Reports I
> B B R Qoweeow | F & o | &
Find New Save Delete @bmemorize Print Select  Enter Clear Recalculat] Pay
= = Time | spits Bil
@Bl OCREDT APACCOUNT  Accounts Paybble - @ sfu recenzD
SENDDR  Utilty Corp caD| ~ BATE 1236
v b
s et
Toronts, ON AUDUNT DUE  CAD
2R 4R2
@ siiove  MADZOT B
TERME ettt M

015 COUNT DATE
MEMO Electricity

Expenses CAD 464.21  llems CAD 0.00
ACCOUNT Tax | AMOUNT . MEMD CUSTOMERJ. { BILL. | CLAss
Utilities:Electrifity S 34471 Electricity Manthly Plan Office Ad... *
Insurance:LiaHii.. 120.00 SchoolG...
¥
GET(TCIS0% 1721 Eant
27 54

A

oo [T oo

| @© Enter the due date, and @ Tell QuickBooks ® save the bill.
QuickBooks will remind you what you bought.
when the bill is due.



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

To start, go here: Vendors > Pay Bills.

@ Select the bills
you want to pay.

Pay Bills
P p—
€ Due on or before AP Account Accounts Payable -
Show bills
@ Show all bills Filter By Allvendors -
SartBY  Due Date -
& | DATEDUE | VENDOR REF. NO DISC. DATE AMT. DUE DISC. USED CREDITS USED AMT. TO PAT
[~ 010412016  Blitz Marketing 892.50 0.00 0.00 000 *
[~ 091412016  Blitz Marketing 346.18 0.00 0.00
[ 12072016 Blitz Marketing 89250 0.00 0.00 0.00
™ 1200712016 The Phone Co 164.87 0.oo 0.00 0.00
[ 1211412016  Rogers and Company C. 450.00 0.00 0.00 0.00
- 0zo17 Utility Corp 508.96 0.oo 0.00 0.00
o
Totals CAD 3,705.01 0.oo 0.00 cap 4a0.00
Clear Selections
CREDI INFORMATION FGR HIGHLIGHTED BILL
vendor Roger's and Company CA's Terms Net 30 Number of Credits 0
Bill Ref. Mo, Sugg. Discount CAD 0.00 Total Credits Available CAD 0.00
Go to Bill Set Discount Set Credits
-
Date Method . Account
1203102016 B Cheque + © Tobeprinted Chequing -
&ssign cheque ne. Ending Balance  CAD  113.746.40
——9
@ Change the @ Select the payment
date if needed. method and account.

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



See how your business is doing:
Using the Reports Centre

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

To start, go here: Report > Reports Centre.

Choose a type of report. Click these icons to change
how QuickBooks displays

View your memorized and favourite thelist of reports.

reports, along with reports contributed
by other QuickBooks users.

Report Centre

Standard Memorize Favourites Recent S=arh) Q
CIHE
= |oa
Company & Financial . .
_ Company & Financial
Sales Tax -
Profit & Loss (income statement)
‘Customers & Receivables
Sales
Profit & Loss Standard Profit & Loss Detail
Jabs, Time & Mileage ot Lt Stanaare Conain & P ot Lose Detsn [r—
‘endors & Paysbles Oty income,Experse [
Pr——
Purchases b J e =
e Tarunden
Cote one sou N R RE LR 4E am
Inventory B Shvossa g [, ]
Total COGS mnn —— e femet GTE Sen s i am
Employees & Payroll Gmm bk s (O ol
i e i E3 G ma
Banking | oo G ="
Sty rcome ] st s n s st -
Accountant &T. o e el _am Tham
ceoumant & faxes DS e e a5 el i aa
Jo e rcone Az e e Dol lam Cam
Budgets & Forecasts el e ] B o
List
Contractor Dates:  This Month-to-date « Dates.  This Fiscal Year-to-datt
Mfg & Wholesale 12472016 1213112016 1ME013 12M5R013
Professional Services O H 9 e
Retail
Nonprofi
0ss YTD Comparison
/ I
Run the report.  Read the question Mark the report Get more
this report answers as a favourite. information
about your business. about the report.



Everyday tasks

Company Snapshot

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

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.

Company Payments Customer Search Q)
N
Add Content 3 | Restore Default How do 1 customize this page? | &) Print v
Income and Expense Trend Expense Breakdown Customers Who Owe Money
CAD in 1000s This year-to-date ¥ Customer | bue pate » | amt Due ... |
™ Team Green 11/30/2012 6,077.00
Euretig,Rachel 12[15/2012 613.25
%0 Kitchen Blades 12/15f2012 4,043.20
- ent Moise, Dariel 081542012 1,762.31
) W Supplies Kimball Sports 06/21j2017 6,063.38
Profession. Downs, Matthem 08/29/2012 1,977.72
“ Cast of Go. Bain, Chris 09/15§2012 662,41
I Utiities Lanski,Anna 10/032012 2,596.00
o Bank Fess Larkins, Greg lojosiztz 2,596.00
. Vehicles Lasee, Joseph 10/03/2012 2,596.00
m Fa M b May hn A g S Om Nev Dae Insurance Lez, Alvin 10ja3i2012 2,9%.00
- Cther Acc Lesp,Thomas 10j03iz012 2,59.00
B Income I Expense T T N
Totak CADG3,453.06 Recaive Pavmen!
P ¥ E C i
Ton Customers by Sales @ Account Balances rev Tear bupense tomparison ;
i =] all -
This year-to-date ¥ Account ? | Bstance (cap) ~ | X
* Chequing 114,196.40 CADin 1000s
+ Accounts Receivable 23,578.30 20
¢ Credit Cards 17,620.20
‘Special © MasterCard 9,654.15 5
o tisa 7,966.05
— © ficcounts Receivable -[JPY 12,560.00 0
Kimball Sports + Payroll Lisbiities 8,009.71
@ Accounts Receivable -JU0D 5,192.00 5
E—— . i
Kitchen Blades Accounts Receivable -EUR 5,192.00
« GSTHST Payable 396240
— il ficcoLn s BaY shie 370501 ’ Carwt anerz Qune? | camers
Team Green + PST Payable 2,658.31 5
- B T [ Prior Year(s) [l Current Year,
I Select Accounts G0 to Chart of Accaurts
Cash Sales v
>
This section shows your top Compare how much you spent this
five customers based on sales year to the same period last year.
for a given period of time.

Account balances include: all bank,
accounts receivable, accounts
payable, credit card, asset, liability,
and equity accounts.



Profit and Loss

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
your report.

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

\—. Customize Report

Memorize

Print  E-mail ¥ Excel v

Hide Header

Collapse Refresh

Dates  This Month-to-date

~ From 120012012 B To 12/212012 B Columns  Total only

Profit & Loss
Accrual Basis December 2012
- Dec 12 @
. ~ Income
This report shows subtotals Sales »o zgTees 4
. Total I 24 07TE 68
for each income or expense T neeme °
account in your chart of ¥ Costof Goods Seld
. Cost of Goods Sold 334985
accounts. Double-click Total COGS 334958
the subtotal to see the
. Gross Profit 2072853
transactions that make up
that amount. ¥ Expense
g Payroll Expenses 10000
¥ Professional Fees
Accounting 42857
Total Professional Fees 42857
Rent 1.,45000
Sales Discounts 1500
~ Supplies
Marketing 25000
Total Supplies 85000
¥ ttilities
Electricity 3M7e
Total Utilities 3775
Vehicles
Fuel 84 61
See your net income Total Vehicles 5481
(or IOSS) for the perIOd Total Expense 330993
the report covers.
— ) €€ INCOME ﬁ




Balance Sheet

Everyday tasks

This report provides a financial snapshot of your company as of

a specific date.

To start, go here: Reports > Company & Financial > Balance

Sheet Standard.

Customize Report Memorize | Prilt | E-mail ¥ Excel v Hide Header | Collapse Refresh
Dates  This Fiscal Year-to-date > Asof 120312012 @& Columns  Total only * 5
Balance Sheet
Accrual Basis As of December 31, 2012
o+ Dec, 12 -
T ASSETS
¥ Current Assets
} Chequing/Savings 114,196.40
. . b Accounts Receivable 2373580
This shows everything your ¥ Other Current Assets
business owns, including Inventory Asset Bas2
Undeposited Funds 4162.64
money owed to you. Total Other Current Assets 3.077.85
Total Current Assets 176 ,010.06
¥ Fixed Assets
¥ Property Plant & Equipment
» Computer Equipment 5,940.00
} Computer Software 832.00
b Vehicles £,450.00
Total Property Plant & Equipment 13,252.00
Total Fixed Assets 13,252.00
TOTAL ASSETS 189,262.06
. . T LIABILITIES & EQUITY
This shows everything ———e~ Liiities
your business owes. ¥ Current Liabilities
» Accounts Payable 3 B53.07
b Credit Cards 17 620,20
b Other Current Li ities 11,247 63
Total Current Lial 60,520.90
F Long Term Liabilities 96,150.00
Equity is similar to an Total Liabilities 156 570,90
|nyd|V|dua| snetworth. o
It’s what your company Retained Earnings 328 267 4T
owns minus WhClt it Het Income 36085864
Total Equity 3259116
owes.
TOTAL LIABILITIES & EQUITY 189,262.06



The software contained herein is subject to a “single user” license agreement & is provided under

a limited warranty. See details at installation. Terms & conditions, features, functionality & service,
pricing & services availability subject to change at any time. Technical support & other pricing &
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