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This manual introduces you to QuickBooks—Intuit’s easy-to-use, powerful accounting systems for small businesses. 

Many of the sections in this manual can be performed with any QuickBooks Financial Software 2003 Edition. When a section requires QuickBooks Pro or QuickBooks Premier, that requirement is stated at the beginning of the section.

Most of the step-by-step instructions and screen captures in this manual were created with QuickBooks Financial Software: Pro Edition 2003. Your screens may differ, and some instructions may vary slightly, if you are using QuickBooks Basic or Premier Editions instead of QuickBooks Pro. Screen captures for features available only in QuickBooks Premier Editions were created with QuickBooks Financial Software: Premier Edition 2003.

Section Objectives

After completing this course, you should be able to:

· Create a new QuickBooks company.

· Modify the preset chart of accounts to suit your needs.

· Add information to company lists, or edit information in company lists.

· Open and use registers for any QuickBooks balance sheet accounts.

· Reconcile a QuickBooks checking account.

· Track credit card transactions.

· Invoice customers.

· Create sales orders.

· Generate customer statements.

· Receive payments from customers and make bank deposits.

· Write QuickBooks checks and assign amounts to specific expense accounts.

· Work with asset and liability accounts in QuickBooks.

· Enter bills into QuickBooks accounts payable.

· Pay bills.

Hardware and software requirements for all QuickBooks 2003 products

To use the 2003 version of any QuickBooks product, you need the following equipment and software:

· 200 MHz IBM compatible Pentium computer (350 MHz or higher recommended).

· A minimum of 64 MB (megabytes) of RAM (random access memory); 95 MB is recommended.

· Hard disk with the following amounts of free disk space:

	Installation component
	QuickBooks Basic
	QuickBooks Pro
	QuickBooks Premier and Premier: Accountant Edition

	QuickBooks Financial Software
	170 MB
	175 MB
	250MB

280 MB

	Microsoft Internet Explorer 6.0
	70 MB
	70 MB
	70 MB

	Additional for Timer
	N/A
	9 MB
	9 MB


· 2x CD-ROM drive (double speed) or higher.

· 8-bit or 16-bit sound card if you want to use the sound features.

· 256-color VGA monitor, SVGA monitor, or better is recommended (minimum resolution of 800 x 600 using Small Fonts in your Windows Control Display settings).

· Either Windows 98, Me, 2000, XP, or NT 4.0 (with Service Pack 3, 4, or 6a).

· Internet access (with a connection speed of 28.8 or higher) is required for Payroll and all online features/services.

· QuickBooks for Windows installation CD-ROM.

· Printer supported by Windows 98, Me, 2000, NT 4.0, or XP.

For QuickBooks Pro, Premier, and Premier: Accountant Edition only

· Microsoft Word 97, 2000, or 2002 if you plan to use the QuickBooks Letters feature. (More RAM enhances the use of this feature.)

· Microsoft Excel 97, 2000, or 2002 if you plan to use the features in QuickBooks Pro and Premier that integrate with Microsoft Excel. (More RAM enhances the use of these features.)

· Either Microsoft Outlook (version 97, 98, 2000, or 2002), Symantec ACT! version 3.0.8, 4.0.2, OR Interact 2000 if you want to synchronize with contact management software.

Network requirements

QuickBooks 2003 network requirements are the same whether you are sharing a company file or printing to a network printer:

· Windows 2000 Server, Windows XP Server, Windows NT 4.0 Server (with Service Pack 3, 4, or 6a), or NetWare Network File Server 3.12.

OR

· Peer-to-peer network, using either Windows NT 4.0 (with Service Pack 3, 4, or 6a), or Windows 98, 2000, Me, or XP.

Important:
Intuit recommends you have the latest Service Pack or update for your operating system or network software. If you are uncertain whether you have the latest Service Pack or update, contact Microsoft, Novell, or your network administrator.
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