QuickBooks Set Up and Other Information

Download and Restore the District Council template 

Note:  We have set up a QuickBooks template for you and attached it to the ISTA website.  The template is a backup of a basic District Council company.  Download the link to your desktop and then restore that backup to your hard drive or network drive.  The following instructions will help you to do that:  

1. Download the link from the ISTA website and save it to your desktop.  

2. Do not double click on the link.  Instead, open your QuickBooks (you have to restore the back up while QuickBooks is open).  

3. Select File – Restore 

4. In the top portion of the pop up box, Browse for the QuickBooks file that you downloaded and select that file.  

5. In the bottom portion of the pop up box, select a location where you want to save this file on your hard drive or network drive.  

6. Then click Restore. 

7. The program will request you to enter your password.  That password is Admin.  

8. Now, you should be in QuickBooks and see an introduction screen.  Before you start entering your data, customize the program for your District Council. 

To customize the Template

1. You will need to change the name of the company.  To do this, select Company – Company Information.

2. Within the Company Information box, you will be able to change the name of your company, enter the address and other contact information, and enter the legal information.  Note that the legal information is optional and will almost always exactly agree to your normal address and contact information.

3. You also need to change the Administrator’s name and password.  Within QuickBooks, you have one Administrator who can do every function in the program.  In most cases, that is the person responsible for entering and processing data (i.e. the UA).  You should change this information to a username and password that corresponds with that person, most likely your username and password.  

4. To change the Administrator’s username and password, select Company – Set up Users.  A box will pop up that shows the Administrator as logged on.  Click on Edit User.  Enter the appropriate username and then type the password twice.  Click Next and then click Finish.  

5. In addition to those items, you will need to enter your cash balance information.  I have set up a General Checking account with a balance of $1,000.00 as of 9/1/2003 and a Petty Cash account with a balance of $25.00 as of 9/1/2003.  If you intend to enter data as of 9/1/2003, you will need the balance as of that date.  So get your bank statement and beginning balance.  

6. To change the beginning balance on the General Checking account, go to the Chart of Accounts.  Double-click on the General Checking account which will bring you to the check register.  

7. Highlight the deposit amount of $1,000.00 and change that amount to your beginning cash account balance as of 9/1/2003.  Then click on Record.  

8. QuickBooks will pop up a box that states that the transaction has cleared.  This is the only time that you should disregard that statement and click Yes to override the program.  Note that an offsetting entry to Opening Balance Equity is made.  Once again, do not change this account for any reason.  This ensures that your income statement will work properly.  
9. You will need to go through this same procedure for the Petty Cash account.  

10. At this point, you should have adequately customized the template to fit your District Council.  You are free to begin entering transactions.  

To Begin Entering Transactions

Note:  As we mentioned in the training session, we would suggest ideally that you go back and enter transactions as of 9/1/2003 through the present.  However if you choose to continue with your current processing model until 9/1/2004, it would be a good idea to get QuickBooks set up and start experimenting with it so that you are comfortable to begin using the program in September of this year.  

You may enter transactions a number of ways.  I would suggest you start with your check register.  You will be required to set up customers for deposits and vendors for checks/disbursements as you go.  For specific help on this, refer to the QuickBooks Quick Reference guide.  

You may also complete bank reconciliations using that module as soon as you have entered transactions into your register.  You will obviously need the bank statements for your last few months if you begin entering transactions as of 9/1/2003.  

Also, I would suggest you experiment with the reports that you have provided and compare those to the reports that you can generate in QuickBooks.  This will give you an idea of how things flow through the program.  If you find that discrepancies exist between your reports and QuickBooks reports, most likely the cause is that you have classified something differently in one place than the other.  

Other Tips

1. Once you have your company set up, immediately create a back up copy and save it to a disk.  This way, if you make mistakes while learning the program, you have that back up copy to return to as a clean slate.   

2. Tip courtesy of Jean Chambers:  To hide those annoying accounts that you never use but cannot delete (such as payroll liability), highlight the account and then click on the Account button at the bottom left hand side of the screen.  Select Make Inactive which will cause the account to disappear.  If you then want that account to reappear, click on the Account button and select Show All Accounts.  Note:  If you choose to make an account inactive, you will not be able to make entries to that account.  
3. For general/commonly used reports, go to the Reports menu and select Memorized Reports.  You will find a listing of commonly used financial reports.  This may be a place to start when customizing your own reports.  When you develop a report that you like, remember to Memorize that report (within the report, select Memorize).  

4. Don’t forget to reconcile your bank statement using the Bank Reconciliation module.  To get to this module, choose Banking from the menu bar and then select Reconcile.  

