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Advice and information 
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Introduction 
 

� This guide will be of use for anybody just starting to use the 
QuickBooks package; WYCAS also offer individual support and 
training.  The guide is based on Version 8, but the capabilities and 
functions of each version are very similar.  (QuickBooks Pro enables 
reports to be exported to Excel).  You can also purchase networked 
and payroll facilities at extra cost. 

 
� QuickBooks is a very flexible, user-friendly system, which should save 

you time and trouble; it will warn you about possible errors and prevent 
you from performing certain mistakes (e.g. when amounts on a cheque 
don’t match).  Transactions are easy to alter and reports/invoices can 
be customised or adapted to suit the user.   

 
� There is no limit to the number of companies that you can set up.  

However, you normally will require only one company for your 
organisation, although it is useful to set up a trial company to practice –
you need to ensure that it is clearly identified as such. 

 
� It is usually best to start on the first date of your financial year.  Don’t 

worry about inputting transactions or opening balances immediately, 
these can always be entered retrospectively. 

 
� The impetus for moving your accounting to a computerised package is 

often due to the difficulties of satisfying funders reporting requirements 
on a manual system.  Quick Books allows separation of funds, these 
are identified as classes.  The system allows for flexibility of reporting 
dates, and funds can be shown separately or combined.  

 
� Just a word of warning, if your manual systems are in a mess then 

converting to a computerised package is not going to solve your 
problems – and it can make them worse.  It takes time to familiarise 
yourself with the package and it doesn’t look anything like your old 
ledger!  It is best if you have a clear idea of your budget headings and 
funders requirements.   

 

Getting started 
 
It is important that you have a clear idea of what type of accounts you need to 
set up.  This is called your Chart of Accounts in Quick Books. 
Most organisations have a bank account (if you have more than one these 
need to be set up separately) and a petty cash account.  These need to be set 
up under the bank section of your Chart of Accounts.  These can be set up on 
the Initial Easy Step Interview (see the following section) or can be set up at a 
later date.  If you are setting up your bank account you will need your closing 
cash book balance.  Good Practice Guide No 3 gives details of how to do 
bank reconciliation.  It is important that any out of date unpresented cheques 
are not included in your opening balance.  Contact WYCAS if you need further 
information on setting up your bank balance.  
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The income and expenditure section of your Chart of Accounts needs careful 
thought. The income section is the different sources of money that come into 
your organisation.  The expenditure section is the different sort of things you 
spend your money on.  Common examples of income are: - 

� Grants 
� Donations 
� Bank interest 

 
Common examples of expenditure are: - 

� Salaries 
� Rent  
� Insurance 
� Volunteer’s expenses 

 
These headings need to mean something to your organisation; they might be 
referred to as budget headings.  It is important that these headings fit in with 
funders reporting requirements.  You can also set up sub-accounts which 
allows for a more detailed level of reporting.  For instance, you can set up a 
main account of running costs with sub-accounts of a more detailed nature 
such as telephones, postage and stationery.  One word of warning, it might be 
best to keep the list fairly compact; you don’t want to frighten the committee 
with reams of reports!  
 

Setting up company details 
 
Probably the easiest way to set up your company details and preferences is to 
follow the EasyStep Interview.  This will take you step by step through all the 
necessary procedures, and offers additional information and help at all 
stages.  Many details can be added or altered at a later date; where it is 
important to get the details correct from the start a warning sign will be 
displayed.  If unsure of the correct answer, accept the default, except for: 

� Company; when QuickBooks offers  pre-set Income & Expense 
accounts, click “No, I’d like to create my own”  

� Preferences; when asked do you have a need for classes as 
described below, click yes if you need fund accounting 

� For bills and payments choose enter the cheques directly.  Most 
smaller voluntary organisations are best with a one step process, 
rather then entering bills and then paying them. 

 
The interview will ask for the type of organisation, where you can tick not for 
profit. Tips on not for profit organisations will be displayed by a green arrow.  
A couple of blips on the package are: - 
If you state in your requirements that you are not registered for VAT it will still 
set you up a VAT account – it is best to ignore this! 
When putting on your opening bank balance it will ask for your statement 
closing balance but you are better putting in your cash book balance if this is 
different.   

 
After completing the interview you are ready to get started.  The later versions 
of QuickBooks can be a little confusing initially with a variety of ways to get 
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into the section you require.  The next section will give you a flavour of some 
of the things available using the top task bar.  This is by no means a 
comprehensive list and ignores areas such as customers (you can produce 
customised invoices and statements), vendors (if you have a purchase ledger) 
and payroll.  Some of the key functions for voluntary organisations are 
outlined overleaf. 

 
File 

� Open Company 
� Back Up; Back-up your work disk after each session and ensure 

your back-up is labelled clearly 
� Restore; if a session goes disastrously wrong you can “restore” the 

previous session’s work (but remember - doing this will delete all 
transactions since the previous back-up) 

� Print Forms; use when printing a large number of similar 
transactions 

� Exit 

� Easy Step Interview; amend your initial preferences 
 

Edit  
� Use Register; A fast way to move through or find transactions  is to 

use the register which lists all transactions – 1 to a line – in date 
order.  Double-click on the relevant line to open the transaction and 
amend if required.  The register looks like a bank statement and you 
will have a separate register for each bank and cash account you 
set up.  A running balance on the account is shown  

� Preferences; change/add  
� Use Calculator  

 
Lists  

� Chart Of Accounts; Take the account headings from your budget 
headings; it is possible to add sub-accounts (even into sub-sub 
accounts) but try to keep the list fairly simple.  You can add, delete 
or merge accounts.  Print out the Chart of Accounts for reference 
purposes (n.b. Income & Expenditure Accounts usually come out in 
alphabetical order, but can be re-arranged).  You can get Quick 
Reports for any account heading you choose 

� Class List; As well as analysing your income and expenditure into 
“accounts” you can have another level of analysis using classes.  
This will help you identify which pot of money you are spending 
from, which grant or source of funding you are using.  You use 
classes to keep track of your income and spending for different 
funds.  You can create as many classes as you need (again it can 
be broken down into sub classes) but try to keep it simple and only 
use classes for things you definitely need to keep track of 
separately.  It is a very useful tool for grants where a funder requires 
a report on how the money has been spent.  If you have multiple 
funds that need tracking you could create classes for your funders, 
for example: - Community Fund, SRB, Social Services.  It is best to 
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create a further class to cover unrestricted income and expenditure, 
which you could call “Core”, “Unrestricted” or “General”.  You can 

add, delete, merge or amend classes.  You can get Quick Reports 
for any class you choose. 

� Memorised Transaction List; You can memorise regular 
transactions such as direct debits 

 
Company  

� Change Your Password  
� Planning & Budgeting - Set Up Budgets; Budgets can be set up 

for each account and each class. 
� Reminders 
� Chart Of Accounts 

 

Banking  
 
This is the section that you will use the most for your day-to-day transactions.  
For paying money out you need to go into write cheques.  If you have more 
than one account make sure that you are in the correct account.  Initially the 
cheque number will appear as to print.  Once you have taken the tick away (in 
the middle of the screen) you can put in the cheque number for your first 
cheque (subsequent numbers will then appear automatically).  You can use  
write cheques for your petty cash account.  In this case the cheque number 
would be your petty cash voucher number. 

� Write Cheques 
Bank Account – choose from drop-down list or type in name; as you 
fill in the name QuickBooks will complete the name for you. 
Pay to the Order – choose from drop-down list or type in name. The 
cheque number appears automatically (Simply over-write with DD 
or SO for direct debits or standing orders). 
Date – will automatically appear as today’s date, change as 
necessary (e.g. date from cheque book stub). 
£ - Can be filled in manually (as a double check), or automatically 
from Net Amt.  
Account – choose from expenses section of chart of accounts.  
Net Amt - Must be filled in manually if £ isn’t; or automatically from £ 
(can save having to calculate). 
Class  – choose from list.  This is not a mandatory field so you won’t 
be reminded if you miss it.  
 Memo – if needed. 
Save & New to write another cheque, or Save & Close. 

� Use Register 
� Make Deposits 

Deposit to  – choose from drop-down list or type in name. Again 
make sure that you are in the correct bank account.  
Date – will automatically appear as today’s date; change if 
necessary.  
Received From – type name or choose from list. 
From Account – choose from income section of chart of accounts. 
Memo – useful to add a description if necessary.  
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Chq no. – from cheque. 
Pmt. Meth. – choose.  
Class – choose from class list.   
Amount – from cheque.  
Click Save & New to make another deposit on a separate page, or 
Save & Close.  
Note QuickBooks can produce your deposit slip - record the sort 
code in the memo box. 

 
� Reconcile; Do a reconciliation after each bank statement arrives. 

Account to Reconcile – choose from list. 
Beginning Balance – automatically appears and should be the 
same as the closing balance from last bank statement.  The only 
time this should not be the case is when starting out – please see 
the notes from earlier  
Ending Balance – take from current bank statement closing 
balance.  
Service Charge/Interest Earned – add any bank charges or interest, 
with correct dates.  However, if you need to assign a class to them 
it is better to input through “write cheques” or “make deposits”  
Go through the bank statement (b/s) item by item; when a 
transaction on screen matches a b/s item, tick the b/s item and also 
“tick” the left-hand screen column by clicking; (to remove a tick, 
click again). 
Any payments or deposits that have been accidentally missed, such 
as DD/SOs, can be entered now through Write Cheques or Make 
Deposits, without closing the window. Tick the new items. 
If, for example, a cheque has had the wrong amount entered, 
double-click on the transaction to get to & amend the source 
document. When all items have been ticked, the difference between 
the Ending and Cleared Balances should be zero. 
Click Reconcile Now; (On no account do this if the balance is not 
nought!). If you need to leave QuickBooks before finishing the 
reconciliation, the system will retain everything except the Ending 
Balance and interest/bank charges. 
Print the report; n.b. change date to that on b/s. 
NB. Although all items on bank statement must be ticked, not all 
items on screen need be. 

 

Reports 
 
The variety of reports that can be produced is excellent, but this can also be 
offputting.  Some of the key reports are: - 

� Company & Financial 
- Profit & Loss Standard    - This gives a picture of the income & 

expenditure for the organisation.  Any surplus is shown as net 
income.  The heading can be changed to Income & Expenditure 
and is a useful committee report 

- Profit & Loss Detail  - This gives a detail breakdown of your 
income & expenditure which might be of use to the treasurer 
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- Balance Sheet Standard  - This shows your bank balances and 
level of reserves 

- Profit & Loss by class - Depicts your income and expenditure by 
fund 

� Accountant & Taxes 
- Trial Balance 
- Transaction List by Date 

� Budgets 
- Budget Vs. Actual   - As standard this has columns for budget, 

actual, difference and % difference.  This report can be 
customised to give you a budget compared to actual by class 

- Budget Overview 

Regular reports can be memorised to save all the work of customising each 
time they are used.  Another useful tool is the expand/collapse toolbar, which 
increases or reduces the detail as required.  Graphs of income & expenditure 
are easily produced, both in bar and pie chart format. 
 

Window 

You can open/minimise/work between as many windows as you want; a quick 
way to close all of them is Window/Close all 
 

Help 
 
The Help system is very comprehensive and can be accessed either from the 
main toolbar, or from the How Do I boxes, which are context-sensitive.   

  

 

WYCAS Advice Line: 0113 270 6269 
Website: www.wycas.org.uk 


