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· Using the menu bar

· Using the icon bar

· Using the navigation bar

· Making the Home page your starting point

· Using the workflow diagram

· Making the Home page work for you

All the Accounting in Miami you need to know
· Your chart of accounts

· About assets, liabilities, and equity

· Assets

· Liabilities

· Equity

Accountants in Miami – Topics
· Cash versus accrual bookkeeping

· Cash basis

· Accrual basis

· How your bookkeeping method affects QuickBooks

· Measuring business profitability

· The balance sheet
The profit and loss statement

· The statement of cash flows

· Looking at the journal entries for transactions

· Exiting QuickBooks
Moving between company files

Accounting in Miami Lesson objectives 
· To gain an overview of the course and the topics to be covered

· To know how QuickBooks works and how you can get around in QuickBooks

· To learn common business terms used by QuickBooks

· To see how to exit QuickBooks

Accounting Miami Course introduction 
This course by Accounting Miami CPA is an introduction to QuickBooks. Its main objective is to introduce you to the basic features in QuickBooks and give you an opportunity for hands-on practice. You’ll learn about the types of information you need to track in your business, and you’ll see how to enter that information and track it in QuickBooks. By the time you complete the course, you’ll have a good idea of all that QuickBooks offers, you’ll be familiar with the most common tasks, and you’ll know where to find information about more advanced features.

Accountant in Miami Introduces QuickBooks 
Although most small business owners are worried about revenue, running a business involves a lot of other tasks. Depending on the type of business, you need to invoice customers, record payments from customers, pay your own bills to outside vendors, manage inventory, and analyze your financial data to see where you need to focus your next efforts. QuickBooks is a tool you can use to automate the tasks you’re already performing as a business owner or to set up a new business.

When you’re working in QuickBooks, you’ll spend most of your time using a form, a list, or a register. Since these are so basic to QuickBooks, we’re going to spend a few minutes introducing them.

Using forms 
You record most of your daily business transactions on a QuickBooks form, which looks just like a paper form. Here’s an example of the form you use when you want to record a bill from and write a check to one of your vendors.

The form is intuitive—you already know how to fill out a form. But after you provide the information on a QuickBooks form, QuickBooks does the accounting for you in the background. For example, when you record a bill and then write a check (using the Pay Bills window) to pay for the business expense, QuickBooks enters transactions in your accounts payable register to show the expense you incurred and the payment you made. (Accounts payable is the money owed by your business to vendors.) It also records the check in your checking account, keeping your records up to date, and providing a running balance of what you owe at any time.

Using lists 
The list is another basic QuickBooks feature. You fill out most QuickBooks forms by selecting entries from a list.

QuickBooks has lists where you can store information about customers, vendors, employees, items or services you sell, and so on. Lists save you time and help you enter information consistently and correctly.

When you’re filling out an invoice form and you select a customer name from the Customer:Job list, QuickBooks not only fills in the name but also fills in the address, the payment terms, and the customer’s sales tax, based on the information previously entered about that customer.

Here’s an example of the Customers & Jobs list in the Customer Center.

QuickBooks lets you complete a variety of activities from lists, using the menu buttons located at the top of each list. For example, to fill out an invoice for a customer, first select the customer from the Customers & Jobs list, and then choose Invoices from the New Transactions menu buttons.

Using registers 
In addition to forms and lists, you’ll also work with registers in QuickBooks. Just as you use your paper checkbook register to see a record of all the transactions in your checking account—checks you’ve written, other withdrawals you’ve made from your account, and deposits—a QuickBooks register contains a record of all the activity in one account. Almost every QuickBooks account has its own register.

Accountants in Miami example of the register for an accounts receivable account.

The register shows information about invoices written to customers—the date of the invoice, the date it’s due, the name of the customer, and the amount. It also shows payments you’ve received against your invoices. The right column of the register gives you a running balance of all your accounts receivable, so you always know how much you’re owed.

Accounting in Miami Getting around in QuickBooks 
QuickBooks maximizes your work space and gives you quick access to the features and reports that you use most. In this section you’ll learn how to do the following:

· Find information to help you get started using QuickBooks

· Manage your open windows

· Compare windows side by side

· Customize navigation features

