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QuickBooks® Training Checklist for (Simple Start, Pro, Premier, Enterprise & Online editions) 
QuickBooks allows you to track as much detail or as little detail as is important to you. The software has a particular way of tracking each type of detail that saves you time and gives you meaningful reports but only if you create the structure to hold the detail and input it. However, the software is flexible enough to allow you to start using it as a checkbook and at a later time implement job costing, for example. A main advantage to using QuickBooks is that as you write invoices and checks, create purchase orders and pay employees, QuickBooks is helping you do your bookkeeping. 

Company Name:    

Address:

City/State/Zip: 

Please circle the structure of your company: 

Sole Prop. 

Partnership

C Corp

S Corp.


LLC


LLP

Phone: 

Fax:

Email: 

Website (if applicable): 

Last month of the tax year (e.g., Dec)? 

Owner(s) Names/% Ownership: 

Accounting/Bookkeeping contact at company:
1. I am currently interested in using QuickBooks for : (check one)

Basic, streamlined use. QuickBooks will be a tool for tracking certain financial information for my company (e.g., keeping cash current and tracking what customers owe me.) My accountant will gather most of the financial information necessary to prepare my tax return at the end of the year using financial information other than QuickBooks reports.

Involved, thorough use. As a complete bookkeeping solution so that I have all, or almost all, of the information in QuickBooks that my accountant will need to prepare financial statements and my tax return. However, I don’t intend to use the financial information in QuickBooks to make significant decisions regarding the management of my company without the direct assistance of my accountant.

Maximum use that includes both data entry and business-specific data entry/reporting. As a complete bookkeeping solution including customized reports that show information necessary for me to make management decisions about my company. 

2. What is your industry?

5. Do you have employees?                                        (If “no” proceed to Question 6.)

a. How many employees do you have?

b. Are you currently using QuickBooks to process your payroll? 

1. If so, are you subscribed to the QuickBooks payroll service?

2. If not are you interested in using QuickBooks to process your payroll? 

c. How do you currently process payroll?

1. Do you collect sales tax?

2. Do you intend to use QuickBooks to track inventory?

3. Do you have a cash register, Point of Sale System or separate customer billing software? 

4. Do you accept payment by credit card? 

5. Do you pay sales-based commissions?

6. Do you need multi-user access? 

7. Do you pay 1099 vendors (contractors)?

8. Do you need a departmental Profit & Loss?             If yes, how many departments?

9. Do you need budget reports? 

10. Do you need job cost reports?

11. On a scale of 1 to 10, 1 being no bookkeeping experience and 10 being a bookkeeping expert, rate the skill level of your bookkeeping staff. 

a. Name/level:

b. Name/level:

c. Name/level:

12. On a scale of 1 to 10, 1 being no Quickbooks experience and 10 being a QuickBooks expert, rate the skill level of your bookkeeping staff.

a. Name/level:

b. Name/level:

c. Name/level:

13. What accounting solution are you currently using? (e.g., QuickBooks or another accounting software solution, compilation or bookkeeping services, a manual ledger system, etc.)

14. Do you have access to accurate, monthly profit and loss reports or year-to-date general ledger balances from your previous system?

15. Do you have any unmet needs in your systems process? Are you interested in research on                    add-on software products to QuickBooks, QuickBooks Point of Sale or QuickBooks Customer Management software? 

In order to make the most of your training time, please complete the following questions in as much detail as possible.
1. Which version of QuickBooks do you use or want to use?                         Mac?     Windows?     Online? 

2. Will you use QuickBooks for invoices or statements or sales receipts? 

3. Will you use QuickBooks to track what you sell? 

4. Do you sell products or services or both?

5. Do you charge sales tax?        If so, how many different sales taxes do you pay?
6. Do you want to see sales reports that show detailed information about income, hours, units sold, for example?

7. Do you want to use QuickBooks to track your payroll?         If not, do you want to integrate transactions from an outside payroll service like Paychex into your QuickBooks file?

8. Do you want to track parent and subaccount relationships---for example utilities as the parent account and telephone, internet, electric as the subaccounts?

9. Do you need to track expenses by customer or job?         If so, do you need to track multiple jobs for the same customer?

10. Do you need to track income and expenses by fund, location, department or business segment?
11. Do you want to see reports for a particular group of customers, jobs or vendors, e.g., commercial vs residential customers? 

12. Will you use preprinted invoices and purchase orders or would you like to design your own? 

13. Do you intend to print your checks? 

14. Do you use credit cards for purchasing for your business?

15. Does your business accept credit cards for payment? 

16. Would you like to use online banking in QuickBooks?    For both account access and payment? 

17. Do you want to reconcile your bank account in QuickBooks?
18. Do you have more than one bank account? 

19. Do you want to implement QuickBooks Merchant Account service to accept credit cards? 

20. Do you want to input bills and then pay them out of the system?     If so, do your vendors extend a discount to you for paying your bills early?
21. Does your business purchase services or products for specific customers or jobs?      If so, do you want to invoice your customer for the items (with or without a markup)?

22. Do you use outside subcontractors? 

23. Do you want to pay owners for time worked? 

24. Do you want to track discounts given to your customers? 

25. Do you take partial payments or deposits against invoices? 

26. Do you want to assign price levels for items or services? 

27. Do your customers pay in full at the time of sale? 

28. Do you want to record estimates or proposals? 

29. Do you need to track reimbursed expenses as income? 

30. Do you need to record returns and refunds? 
31. Do you want to use QuickBooks to track inventory? 
32. Do you have a point-of-sale system?      If not, do you want to implement a point-of-sale system?

33. Do you want to track time with QuickBooks Pro or Premier?             If so, do you want to use the external timer (25 users) or input directly into QuickBooks Pro or Premier?  

34. Do you want to pay nonemployees (subcontractors) for time? 

35. Are you using any other programs that you would like to import or export to or from QuickBooks---such as Outlook, Word, Excel, Act and industry specific and task specific programs?

36. Do you need more than one QuickBooks company file? 

37. What do you want QuickBooks to do for you? 

Thank you for taking your time to complete this. I’ll be in touch shortly to give you an estimate of the training time and cost based on your needs as determined by your answers above. One-on-one or training for a small group on the basics of the software is typically two-three hours or $150.00-$225.00. If you have any questions or concerns, please call 215-243-7782 or email ginger@computerizedaccounting.com. I hope to assist you in making the most of your software investment!                                

                                                                                                            Ginger Sacha, MBA







        Certified QuickBooks Pro Advisor

 





                       Certified QuickBooks Point of Sale Advisor
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