MC QuickBooks File Setup

Once QB is installed, select Advanced Set up

Let's get your business set up quickly!

Answer some basic questions and we'll do
the rest. You can always make changes later.
(Recommended for new users)

Start

Give us more details and we'l guide you step by step through the available options.

Advanced Setup (Recommended if you want to fine-tune your setup)

Open or convert existing files from other software including QuickBooks.

Other Options ¥ Set this file up on behalf of someone else.

(E Need help? Give us a call

Enter appropriate office information, then click Next

¥ Getanswers

Enter your company information

EasyStep’ Interview
QuickBooks uses this information on your tax forms and forms you use to communicate with your

customers and vendors
)
Interview Progress * Company name Sample County MC

Legal name

Commonwealth of KY-Sample County MC

Th you 5.

T2k £1-0600439

Your Federsl Employer I
Forms,

Street address 123 Anysireet

City AHYIOWH— State o L Zip (0000 |
Country us. =
Phone [T ———— Fax
Use the for woul like displayed on your forms, e.g. (555) 555-1212
E-mail address [mc@semercnm|
Web site
Heed help setting up? E ot * required field What if | have more than one business?
FindALocal
¢ QuickBooks Expert
(fees may apply) Leave... < Back Next>




Do not select business type from list — just click Next

EasyStep’Interview

L —— |
Interview Progress

Need help setting up?

nfurt

Find ALocal
£ QuickBooks Expert

(fees may apply)

¥ Getanswers

Select your industry

Tell us your industry and we'll customize QuickBooks to work best for you.

You will be able to review our recommendations and change them in this interview. And, you can always
change each of these settings later. Explain

Dont see yourindustry? Choose an industry thatis similar to yours. Examples

Select an industry from the list

INDUSTRY

Accounting or Bookkeeping

Advertising or Public Relations

Agriculture, Ranching, or Farming

Art, Writing, or Photography

Automotive Sales or Repair

Church or Religious Organization

Construction General Contractor

Construction Trades (Plumber, Electrician, HVAC, etc.)

Design, Architecture, or Engineering

How does QuickBooks use my industry selection?

Leave... < Back |

Select Other/None then Next

EasyStep’Interview

L — |
Interview Progress

Need help setting up?

infurt

Find AlLocal
7 QuickBooks Expert
(fees may apply)

¥ Getanswers

How is your company organized?

Your selection will help QuickBooks create the correct accounts for your business entity
and assign tax form lines to those accounts

An unincorporated business with one owner (FORM 1040)

" Partnership or LLP
An unincorporated business owned by two or more partners (FORM 1065)

e
A formal business entity that provides limited liability to its owners

' Corporation (also known as Regular or C Corporation)
A formal business entity with one or more shareholders. (FORM 1120)

' 8 Corporation

A corporation that has elected to pass tax liability to its shareholder{s)
{FORM 1120-5)

' Non-Profit
A not-for-profit organization exempt from paying taxes (FORM 990)

® OtherMone

Which business entity should | choose?

Leave... < Back |




Select January for start of fiscal year, then Next

¥ Getanswers
Select the first month of your fiscal year
EasyStep’Interview
— Your fiscal year is typically the same as your income tax year. Explain
Interview Progress
My fiscal year starts in ~
Need help setting up? —
nrTuir
Find ALocal
< QuickBooks Expert
(fees may apply) Leave... < Back | Hext>

Set password if desired, otherwise leave blank. Then click Next

¥ Getanswers

Set up your administrator password
EasyStep’Interview

We recommend you set up a password to protect your company file. You will be prompted for this
password whenever you open this file. It is optional to set up a password.
lo— 0000

Interview Progress

Administrator password “

Retype password

Your password is case-sensitive,

What is an "administrator"? Entering a password here sets up the administrator user, who has full
access to all activities and infarmation in QuickBooks. When you are ready, you can set up other users
with more limited privileges.

You can also setup or change your administrator password later.

Need help setting up?

nfuii

Find ALocal
< QuickBooks Expert
(fees may apply)

Leave... < Back | Next> |




Click Next

tep Interview

¥ Getanswers

Create your company file
EasyStep’Interview
Your QuickBooks information is stored in a file called the company file.

—_— Click Next to choose afile name and location to save your company file.
Interview Progress

Where should | save my company file?

Need help setting up?

FindALocal =
< QuickBooks Expert el

(fees may apply) e Leave... < Back

infuit

Navigate to location where you want to store the QB data file (hard drive of computer, server location,
etc.) and click Save.

Filename for New Company

O ¥ fE-

]

Savein: | jMd Computer

Hard Disk Drives (1)

Local Disk (C:)

Recent Flaces -— B il i
143 GB free of 232 GB

I=
ke B

! Devices with Removable Storage (1)

= &

— @ DVD RW Drive (D)

Libraries Metwork Location (4)

: _ sys (\s200fsl) (F)
A <

="
“eg@ . 0683 GBfree of 549 GB
wp51 (\s021a2) (M)

Computer

A

Y

A

N
@ —m . v
File name: Sample County MC| x

Save as type: QuickBoaks Files {*.QEW.*.O B&) . Cancel




Wait while the file is created and saved. The default desktop view will appear. Select Next

Search Company o yStep Inteniew

My Shortcuts ¥ Getanswers
C izing Quick ks for your

A Home EasyStepInterview

Next, we'll customize QuickBooks by turning on features that best meet your business needs. To do
this, we'll ask you questions about
Yourindustry and what you sell

How and when your customers pay you

How you pay your bills

The features that appear in your
custom Home page will be based on

- . your answers
@l Vendors L

@ My shortcuts

iew Balances

M Run Favorite Reports

B Open windows

Do More With QuickBooks Not sure what you'll need for your business? Answer the interview questions based on your current
Need help setting up? — needs. You can easily enable additional features later.
w; Tum on Payroll ) nfurt
FindALocal
Accept Credit Cay 7 QuickBooks Expert

Order Checl TaxForms

¥ Getanswers
EasyStep'Interview
Such as consulting, rentals, gym memberships, hair styling services, event senvices,
—_ construction and labor.
Interview Progress
" Products only
Such as lamps, fertilizer, books, hardware, tickets, insurance policies. Manufacturers and
distributors should also select this option.
) Both services and products
Such as a bicycle repair shop that sells bikes, a carpet installation company that sells carpet.
Need help setting up? —
nTuT
Find ALocal
+ QuickBooks Expert
(fees may apply) Leave... = Back




Select No to sales tax, then Next

¥ Getanswers
Do you charge sales tax?
EasyStep’Interview
O Yes
|— 000
Interview Progress
Heed help setting up?
n
FindALocal -
+ QuickBooks Expert
s
(fees may apply) = Leave... = Back

Select No to estimates, then Next

¥ Getanswers
Do you want to create estimates in QuickBooks?
EasyStep’Interview
Some businesses refer to estimates as quotes, bids, or proposals
—
Interview Progress i Yes
Why should | use QuickBooks to create my estimates?
Need help setting up? .
mnTur
FindALocal -
< QuickBooks Expert P
(fees may apply) . Leave... < Back |




Select No to billing statements, then Next

EasyStep Interview
|—
Interview Progress
Need help setting up? -~
nruT
FindALocal
+ QuickBooks Expert
(fees may apply)

¥ Getanswers

Using statements in QuickBooks

Billing statements are sent to customers to list charges accumulated over a period of time. Statements
may be sent at regular intervals, as in a monthly statement, or when a customer payment is past due.
Some examples:

An attorney invoices a client for multiple senices provided. If the invoice isnt paid, the attorney can
then send the client a reminder statement.

A gym sends each member a monthly statement that includes fees and any overdue payments or
finance charges.

Do you want to use billing statements in QuickBooks?

1 Yes

Leave... < Back |

Select No to Invoicing, then Next

EasyStep’Interview

—

Interview Progress

Need help setting up?

FindALocal
+ QuickBooks Expert
(fees may apply)

¥ Getanswers

Using invoices in QuickBooks

Use an invoice when you do not receive full payment at the time you provide your product or service.
Using invoices will help you keep track of what your customers owe you

Some examples
A consultant sends an invoice to receive payment when a project is complete.
A general contractor invoices the customer at each stage of a construction project

A caterer receives a down payment and later invoices the customer for the remaining balance.

Do you want to use invoices in QuickBooks?

O Yes

Ifyou use an estimate or a sales order you must use an invoice in QuickBooks to bill a customer.

Leave... < Back ‘ Next> |




Select No to tracking bills, then Next

¥ Gelanswers
Managing bills you owe
EasyStepInterview
Knowing what money you owe—your "accounts payable™—is an important part of managing your cash
flow. QuickBooks can help you manage your cash flow by
|—
Interview Progress Knowing which vendors you owe money to
Tracking how much maoney you owe
Reminding you when bills are due
Do you want to keep track of bills you owe?
1 Yes
When should | track my bills in QuickBooks?
Need help setting up? ™~
nTuir
FindAlLocal
+ QuickBooks Expert
(fees may apply) Leave... < Back

Select No to Time Tracking, then Next

¥ Getanswers

Tracking time in QuickBooks

EasyStep’Interview
QuickBooks can help you track time spent by you, your pariners, your employees, or your contractors, so
you can:

| — |

Interview Progress Bill customers for time spent on a project

Analyze time spent on the project for planning and job costing.

Pay hourly employees and contractors

Do you want to track time in QuickBooks?

1 Yes

Need help setting up?

infur

Find ALocal
< QuickBooks Expert
(fees may apply)

Leave... < Back




Select No to employees, then Next. The payroll subscription necessary to process payroll through
QuickBooks is not an authorized expense to be paid with judicial sales fees; unless the commissioner
chooses to pay personally for this option, the Employee/Payroll functions will not be used in QB.

¥ Getanswers
Do you have employees?
EasyStep’Interview
@ Yes
| ——] ‘We have W-2 employees
Interview Progress
We have 1099 confractors.
Mo
- .: QuickBooks Payroll makes your payroll hassle-free. Quickly generate
! paychecks and download the latest tax tables. Do payroll calculations and
fill out forms automatically. (Subscription required.)
Meed help setting up? —
mnruT
FindALocal
< QuickBooks Expert .
(fees may apply) Leave... < Back i HNext> I
Click Next

tep Interview

¥ Getanzwers
Using accounts in QuickBooks
EasyStep’Interview
Mext, we'll help you set up your Chart of Accounts, which are categories ofincome, expenses and more

that you'll use to track your business.
| —

Interview Progress
Why is the chart of accounts important?

To set up your chart of accounts, you'll need to:

Decide on a date to use as the starting point to track your business finances in QuickBooks (8.0,
beginning of fiscal year, first ofthis month, etc.)

Understand how you want to categorize your business’ income and expenses. (You may want to
discuss this with your accountant, if you have one.)

Need help setting up? —
nTuir

FindALocal
< QuickBooks Expert

(fees may apply) - Leave... < Back




Select starting date for QB file. If new MC, this will be appointment date. If existing MC and new QB file,
suggest first day of year. Click Next.

¢ Getanswers

Select a date to start tracking your finances

EasyStep’Interview
The date you select will be your start date in QuickBooks

) Beginning of this fiscal year: 01/01/2015

In order to complete this years tax returns, you'll need to enter transactions
from the beginning of this fiscal year to today.

® lse today's date or the first day of the quarter or month.
You'll need to enter transactions from this date forward

01/30/2018 B

What date should | choose?

Need help setting up?

Find ALocal
< QuickBooks Expert

(fees may apply) Leave... < Back

Scroll through account list and UNCHECK each item. You will create your own chart of accounts later.

Click Next.

¥ Getanswers

Review income and expense accounts

EasyStep’Interview
Income and expense accounts categorize money your business earns from, or spends on, normal

business operations.

r far your industry are typically all you need
for income tax purposes. Explain

s TYFE
|gales \Income -
ESaIes Discounts ;Income l
|MerchantAccount Fees Cost of Goods Sold
?Subcontraded Senvices ;Cost of Goods Sold
|Adverising and Promotion Expense
éAutomobiIe Expense :Expense
iEanK Senvice Charges Expense
|Business Licenses and Permits ‘Expense
;Charitable Contributions Expense

v

Restore Recommendations

You can modify your chart of accounts anytime after completing this intenview.

Need help setting up? oo
infurt

FindALocal E
- QuickBooks Expert

(fees may apply)

Leave... < Back | Next> |




Select Go to Setup

Step Interview

¢ Getanswers

EasyStep’Interview

You've completed the EasyStep Interview.

You now have a company file with customized settings for your business.

Next we'll help you enter your critical business info using QuickBooks Setup.

Heed help setting up? .~
infuif

FindALocal
+ QuickBooks Expert
(fees may apply) < Back

Select Start Working

You've got a company file! Now add your info. 2 mﬁct ﬁ_'
Get your critical info into QuickBooks so you can start working. " fnfo nfo
Add the people you do business with
Add

Why do this? Import or enter your contacts so you can bill your customers, pay
your vendors, and track your employees. & See how it warks

Add the products and services you sell

Why do this? So your customers know what they're getting billed for when you
send invoices or receipts. &4See how i works

Add your bank accounts

Why do this? So you can track deposits, payments and how much money you
have. Don't worry we won't connect to your bank. &ises how it works

Start Working

No data to enter right now? No problem. You can always add it later.



Close any dialog boxes or screens that open, until you are left with a bare desktop and left menu bar.

® My Shortcuts
/iew Balances
m

M Run Favorite

B Open Windows
Do More With QuickBooks
@ Tum on Payroll

Accept Credit Car

=]
&5 Order Checks & Tax Forms
4 Edile 10995 by Feb 2

Finance with Confidence

| suggest using the top icon bar instead of the left menu bar, as it is more functional and easier to
customize.

Select View = Top Icon Bar

Search com  OPen Window List

B Leftlcon Bar E!

Hide Icon Bar

S h Box
Customize Icon Bar.
Add Window to Icon Bar...

v Favorites Menu

DOne Window
w Multiple Windows

View Balances
M Run Favorite

B Open Windows

Do More With QuickBooks

@§ Turn on Payroll

@ Accept Credit Car

25 Order Checks & Tax Forms

& E-file 109! yFeb2

s Finance with Confidence




Select View = Customize Icon Bar

File Edit Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

Open Window List

C v Top lcon Bar
Left lcon Bar
Hide Icon Bar

v Search Box

v Favorites Menu

DOne Window
w Multiple Windows

Delete all items on the list

Customize lcon Bar

ICON BAR CONTENT

+ App Center & Add...

+ Add Payroll _
Edit...

+ Credit Cards

+ Senices Delete

+ UserLicenses

+ (space)

Add Separator

v

t To reorder the icons, drag an icon's diamond up or
down to the position you want.

ICON BAR DISPLAY OPTIONS

® Show icons and text

1 Show icons only

SEARCH BOX DISPLAY OPTIONS

Show Search Box in lcon Bar




Uncheck Show Search Box then click Add

Customize lcon Bar

ICON BAR CONTENT

Edit...

Delete

Add Separator

t To reorder the icons, drag an icon's diamond up or
down to the position you want.

ICON BAR DISPLAY OPTIONS
® Show icons and text

7 Show icons only

SEARCH BOX DISPLAY OPTIONS

EShow Search Boxin lcon Elaré

E Cancel Help

Scroll down list and select desired icon, click OK. (Must be repeated for each item to add to bar.)

Authorize and Capture Payments
Back Up Data '
Bank Feeds

Batch Transactions

Calculator

Cards & eChecks

Chart of Accounts

Create Invoices

e & ®E EHS A

Create Portable Company File

L Label Accnt

' Description Chart of Accounts

You may add most QuickBooks windows to the lcon Bar using
"Add to lcon Bar” in the View menu. This window lets you add
some additional commands.

Cancel

Help

| suggest adding icons for

® Find Transactions
e Chart of Accounts
® Use Register
e  Write Checks

e Print Checks (if checks are to be printed from QB)



Other icons should be added, but will need to be done individually after the file is established.
Create necessary accounts.

Click Accnt on the Icon Bar to open the chart of accounts

Chart of Accounts
MAME o ! BALAMCE TOTAL i ATTACH
- Accumulated Depreciation ixedAsse m
< Furniture and Equipment Fixed Asset

+ Opening Balance Equity Equity

+ Retained Earmnings Equity

Account ¥ | Activities ¥ | Reports ¥ | Attach Include inactive

Right click on Accumulated Depreciation and select “Make Account Inactive.” Repeat for Furniture and
Equipment.

Accumalabed Cepracialon Fizad Assel
« Furniture and Equipement
+ Cipening Balance Egquity
+ Retained Earmings Hew
Edit Account
Delebe Accoisnt

biake Aocourd Inacthae
Custamale Columans

Wit Checks

kiake Depogits

Enter Cregit Card Charges
Transles Funds

klake Gemneral Jourmnal Entnes
Reconcle

Lisi Regisher
Altach

CuickReport Actumulaled Deprecialicn




Click the Account button at bottom left of box, and select New

*  Show Ingotive Accounts
& v Hprarchecal View

Flat view

Customige Columns

Import fram Excel

Eind Transations In

Prirg List Ciri+F
Re-sorList

Accoumlt ¥ Acfvities v Repofls v Altach include ingcthve

Select Bank, then Continue

= Add Mew Account: Cho Account Type - O

% Choose one account type and click Continue.

Categorize money your business earns or spends

" Income Bank Account
-~
- Expense Create one for each cash account,
such as:
Or, track the value of your assets and liabilities
+ Petty cash
" Fixed Asset (major purchases) + Checking
+ Savings
+ Money market
' Loan
0 Credit Card More...
' Equity
' Other Account Types <selects -

Help me choose the right account type. Cancel




Name the Escrow account (Escrow Checking or Escrow “Bank” where “Bank” = bank name), then Save
and New. —Do not enter opening balances on any account at creation.

Add New Account

H"m Account Type Bank -

Account Name | Escrow Checking| Select from Examples
Subaccount of -
OPTIONAL
Description
BankAcct No. |

Routing Mumber

Enter Opening Balance... Should | enter an opening balance?

Remind me to order checks when | reach check number

Order checks | can print from QuickBooks Learn mare

| Save & Close ‘ Save & New Cancel

Add another Bank Account for the Operating Account if necessary, then click Save & New. (You may
choose to track the operating account activity in this QB file, or set up as a separate QB file. Whichever
you feel will work best for you.)

If there is no Operating Account in this QB File, switch Account Type at top of screen to Other Current
Liability, then create accounts for check printing charges/orders and interest. | recommend adding zz at
the beginning to keep these accounts at the bottom of the list on reports, and not intermingled with the
case funds. This just makes it easier to see case funds at a glance. Enter zzCheck Orders.

Add New Account

[TTT|  AccountIype  Other Current Liability -

Account Name [zzCHECK DRDERS| Select from Examples

Subaccount of -

OPTIONAL
Description

Account No.

Routing Number

Enter Opening Balance... Should | enter an opening balance?

| Save & Close | Save & New Cancel




Click Save & New to create zzEscrow Interest. If you have a list of cases with funds, it’s easier to add
them now rather than one at a time later. | suggest naming the case account Defendant YY-####
(example: Case is 14-Cl-01432 Bank vs. John Doe --- account name would be Doe 14-1432).

If you are tracking operating account activity in this QuickBooks file, also add the following accounts:

e QOperating Interest (Other Current Liability)
e Payroll deductions (Other Current Liability)
® Fee Revenue (Income)

e MC Salary (Expense)

e Staff Salary (Expense)

e Check Printing (Expense)

If you use a separate QuickBooks file to track operating account activity, set these accounts up in the
separate file.

If you choose to personally pay for the payroll subscription service or add the MC QB file to an existing
service, you may do so. However, the typical QB Payroll setup will not apply to MC or MC staff for
FICA/Med withholding. There will be no employer match paid by the MC office, and payroll tax returns —
other than any necessary local returns — are not filed by the MC office. Employees should be set up
WITHOUT being subject to the standard SS/Medicare taxes. This will require a deliberate override in the
employee setup screen. Instead of the pre-defined SS/Med taxes, create custom deductions for SS-
withholding (6.2% of gross) and Med-withholding (1.45% of gross), selecting “Other” as tax tracking
type. W2s will not be issued from the MC office, and therefore, this selection has no reporting effect.
Federal and state income tax withholding, as well as SS/Medicare are to be calculated on gross less
retirement contributions. When setting up the retirement deduction (if necessary), ensure that all four
tax deductions are checked on the “taxes affected” screen.



Add more icons to Icon Bar:
Click on Banking, then select Make Deposits

Select View = Add “Make Deposits” to Icon Bar

Open Window List

v Top lcon Bar

Left lcon Bar
Hide Icon Bar

Search Box

Customize lcon Bar.

Date 01/30/2015 B WMemo Deposit

» Favorites Menu 'ments to select customer payments that you have received. List any other amounts to deposit below.

Show List . . . .
i FROMACCOUNT : : i PMTMETH. | AMOUNT

One Window
v Multiple Windows

Deposit Subtotal

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

Deposit Total

Save & Close Clear

Select OK

Add Windo

A& Label Deposit

Description Make Deposits Cancel

Help




Add Reconcile by selecting Banking = Reconcile

dit View Lists Favorites Company Customers Vendars Employees

Write Checks Ctri+wW
Order Checks & Envelopes
Enter Credit Card Charges
Use Register Ctrl+R.

Make Deposits
Transfer Funds

Bank Feeds
Loan Manager
Other Names List

Get Financing

If you have a statement to reconcile, enter the actual statement ending balance. Otherwise, enter S1 to
proceed to next screen. Click Continue.

Begin Reconciliation

Select an account to reconcile, and then enter the ending balance from your account statement.

Account E=zcrow Checking -
Statement Date 121312014 H
Beginning Balance 0.00 What if my beginning balance doesnt match my statement?
Ending Balance 1|]

Enter any service charge or interest earned.

Semnvice Charge Date Account

0.00 121312014 HE -
Interest Earned Date Account

0.00 121312014 HE -

Locate Discrepancies Undo Last Reconciliation Cancel Help




Select View = Add “Reconcile” to Icon Bar

File Edit BIETH Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

Open Window List

W .« Top lcon Bar
Left lcon Bar
Hide Icon Bar

Search Box
Customize lcon Bar.

v Favorites Menu

For period: 12/21/2014 [ Hide i after the statement's end date;

One Window
w Multiple Windows Checks and Payments Deposits and Other Credits
o | DATE | cHicE : : J i DATE = ! cHk# : : i AMOUNT

(¥ Highlight Marked Mark All Unmark All Go To Columns to Display...

Beginning Balance 0.00 Modify Service Charge
Items you have marked cleared — Interest Earned
0 Deposits and Other Credits Ending Balance
0 Checks and Payments Cleared Balance
Difference

Reconcil

Click OK

Add Windo 1 Bar

& | abel Reconcile

Drescription Reconcile Cancel

Help

Any action that you use often can be added to the Icon Bar using View = Add *** To Icon Bar with the
window and/or report open.



