
 

 

 
 
 
 
 
 
 
 

QuickBooks® for Not-for-Profit 
Organizations 

  
 
 

For QuickBooks Pro, Premier, and Premier: Nonprofit Edition 

Version 2008 

 
 

Christine L. Manor, CPA 

The Sleeter Group, Inc. 

 
 
 
 
 
 
 
 
 
 

 
Copyright © 2008 

The Sleeter Group, Inc. 
 
 
 

Website: www.sleeter.com 
Email: info@sleeter.com 

 
 



 

 

Trademarks EasyStep, Intuit, Quicken, TurboTax and QuickBooks are 
registered trademarks of Intuit Inc. QuickBooks Pro, QuickFill, 
QuickMath, and QuickReport are trademarks of Intuit Inc. 

Windows, Windows 95, Windows 98, Windows 2000, Windows 
ME, Windows XP and Windows Vista are registered trademarks of 
Microsoft Inc. 

Macintosh is a registered trademark of Apple Computer, Inc. 

All other brands or products are the trademarks or registered 
trademarks of their respective holders and should be treated as 
such. 

Copyright © 2008 The Sleeter Group, Inc. All rights reserved 
Printed 2/29/2008 10:43:00 AM 
NFPO-08-1.doc 
 

ISBN 978-1-932487-20-6
 

Disclaimer This material is intended as a learning aid for QuickBooks software users. Under no 
circumstances shall the author or publisher be liable for any damages, including any 
lost profits, lost data or other indirect damages arising out of anything written in this 
document or expressed directly or indirectly by the author or publisher. 

Author Christine L. Manor, CPA 

Contributing 
Authors Douglas Sleeter 

Edited by Deborah Pembrook   

Thanks To Sherrill Sleeter 
 

Jeanne Peters 
The Ford 
Foundation 

 
 
 

Dedicated to 
Margaret A. DeBoe, CPA 

Margaret was a leader in the not-for-profit accounting community, a colleague, and a 
treasured mentor. She was a fount of knowledge, integrity, wisdom, and grace, which she 
shared unstintingly. Her advice guided me through any number of sticky accounting 
situations over the years. Although she did not participate directly in the development of this 
book, her footprints can be found throughout it. 

– Christine L. Manor, CPA  
 



 

 i 

Table of Contents 
Chapter 1  Introducing QuickBooks ............................................................................. 1 
Objectives .................................................................................................................................... 1 
The QuickBooks Product Line ....................................................................................................... 1 
Accounting 101 ............................................................................................................................ 2 
Academy Charities ........................................................................................................................ 7 
About QuickBooks Files ................................................................................................................ 7 
Opening Portable Company Files................................................................................................ 12 
Backup Files ................................................................................................................................ 16 
Entering Transactions in QuickBooks ........................................................................................... 22 
QuickBooks User Interface Features ............................................................................................. 28 
QuickBooks Help ........................................................................................................................ 30 
Chapter Summary and Review .................................................................................................... 32 

Chapter 2  Company File Setup .................................................................................. 33 
Objectives .................................................................................................................................. 33 
Complete Company File Setup: A 12-Step Process ...................................................................... 33 
Choosing a Start Date – Step 1 ................................................................................................... 34 
The EasyStep Interview – Step 2 ................................................................................................. 35 
Setting Up the Chart of Accounts and Other Lists – Step 3 .......................................................... 45 
Best Practice: Solving Problems When Merging with UCOA Accounts ......................................... 61 
Enter Opening Balances – Step 4 ................................................................................................ 66 
Enter Open Items – Step 5 .......................................................................................................... 72 
Enter Year-to-Date Income and Expenses – Step 6 ...................................................................... 77 
Adjust the Opening Balance for Sales Taxes Due – Step 7 ........................................................... 78 
Adjust Inventory, Setting up Fixed Assets – Step 8 ...................................................................... 79 
Set Up Payroll Lists and Year-to-Date Payroll Information – Step 9 .............................................. 80 
Verifying your Trial Balance– Step 10 .......................................................................................... 80 
Closing Opening Bal Equity – Step 11 ......................................................................................... 81 
Setting the Closing Date and Backing up the File – Step 12 ........................................................ 83 
Users and Passwords ................................................................................................................... 84 
Summary ................................................................................................................................... 88 

Chapter 3  Customizing QuickBooks .......................................................................... 89 
Customizing QuickBooks Menus and Windows ........................................................................... 89 
QuickBooks Items and Other Lists ............................................................................................... 95 
Custom Fields ........................................................................................................................... 103 
Modifying Sales Form Templates .............................................................................................. 105 
QuickBooks Preferences ............................................................................................................ 119 
Chapter Review ........................................................................................................................ 140 

Chapter 4  Managing Expenses ................................................................................ 141 
Objectives ................................................................................................................................ 141 
Best Practice ............................................................................................................................. 144 
Setting Up Vendors .................................................................................................................. 145 
Activating Class Tracking .......................................................................................................... 150 
Correcting Unclassified and Improperly Classified Transactions ................................................. 153 
Tracking Funding Sources and Grants: a.k.a. Job Costing .......................................................... 157 
Paying Vendors ........................................................................................................................ 158 
Printer Setup for Checks ........................................................................................................... 171 
Printing Checks ........................................................................................................................ 172 
Voiding Checks ........................................................................................................................ 174 
Applying Vendor Credits ........................................................................................................... 177 
Handling Deposits and Refunds from Vendors .......................................................................... 180 
Tracking Petty Cash .................................................................................................................. 187 
Tracking Your Organization’s Credit Cards ................................................................................ 188 
Tracking In-kind Contributions ................................................................................................. 191 
Tracking Below Market Value Purchases .................................................................................... 194 



 

ii  

A/P Reports ............................................................................................................................... 195 
Chapter Review ......................................................................................................................... 196 

Chapter 5  Tracking Revenue ................................................................................... 197 
Objectives ................................................................................................................................. 197 
Best Practice: Restricted Revenue ............................................................................................... 198 
Tracking Revenues..................................................................................................................... 198 
Overview of Tracking Revenue .................................................................................................. 198 
Setting Up Customers ............................................................................................................... 201 
Best Practice - Which customers to track ................................................................................... 202 
Best Practice: Entering Job Information ...................................................................................... 209 
Best Practice: Grant Tracking ..................................................................................................... 209 
Recording Sales (Revenues) ....................................................................................................... 210 
Entering Sales Receipts .............................................................................................................. 210 
Best Practice: Class Tracking ...................................................................................................... 212 
Undeposited Funds ................................................................................................................... 215 
Creating Invoices ...................................................................................................................... 217 
Best Practice: Multiple Accounts Receivable Accounts ................................................................ 217 
Recording Grant and Contract Proposals as Estimates ................................................................ 222 
Best Practice: Posting to Retained Earnings (Unrestricted Net Assets) ......................................... 227 
Making Bank Deposits ............................................................................................................... 253 
Recording Customer Returns and Credits .................................................................................. 261 
Writing Off a Bad Debt .............................................................................................................. 277 
Creating Customer Statements .................................................................................................. 280 
Creating Estimate (Proposal Tracking) Reports ........................................................................... 281 
Creating Sales Reports ............................................................................................................... 287 
Chapter Review ......................................................................................................................... 290 

Chapter 6  Payroll Options ....................................................................................... 291 
Objectives ................................................................................................................................. 291 
Configuring QuickBooks for Using a Payroll Service ................................................................... 292 
Recording Payroll Bills and Payments ......................................................................................... 293 
Recording Payroll Service Charges ............................................................................................. 299 
Recording Other Payroll-Related Information ............................................................................. 300 
Allocating Payroll and Related Costs by Journal Entry ................................................................. 303 
Chapter Review ......................................................................................................................... 308 

Chapter 7  Bank Reconciliation ................................................................................ 309 
Objectives ................................................................................................................................. 309 
Reconciling Bank Accounts ........................................................................................................ 310 
Bank Reconciliation Reports ....................................................................................................... 316 
Finding Errors During Bank Reconciliation ................................................................................. 319 
When QuickBooks Automatically Adjusts your Balance............................................................... 324 
Handling Bounced Checks ......................................................................................................... 325 
Reconciling Credit Cards Accounts and Paying the Bill ............................................................... 330 
Setting the Beginning Balance field on a New Account .............................................................. 334 
Chapter Review ......................................................................................................................... 336 

Chapter 8  Adjustments and Year-End Procedures .................................................. 337 
Objectives ................................................................................................................................. 337 
Processing Form 1099-MISC for Vendors ................................................................................... 337 
Editing, Voiding, and Deleting Transactions .............................................................................. 347 
General Journal Entries .............................................................................................................. 351 
Tracking Fixed Assets ................................................................................................................. 359 
Memorizing and Scheduling Journal Entries ............................................................................... 368 
Deleting, Rescheduling, and Editing Memorized Transactions ................................................... 370 
Closing the Fiscal Year ............................................................................................................... 372 
Allocating Direct Expenses from Common Cost Pools ................................................................ 379 
Allocating Indirect Costs ............................................................................................................ 384 
Setting the Closing Date to “Lock” Transactions ........................................................................ 388 



  

 iii 

Importing and Exporting Data .................................................................................................. 389 
Chapter Review ........................................................................................................................ 400 

Chapter 9  Reports and Graphs ................................................................................ 401 
Objectives ................................................................................................................................ 401 
Types of Reports ....................................................................................................................... 402 
Cash versus Accrual Reports ...................................................................................................... 402 
Accounting Reports .................................................................................................................. 404 
Profit & Loss by Job Reports ...................................................................................................... 409 
Business Management Reports ................................................................................................. 426 
Accounts Receivable and Accounts Payable Reports .................................................................. 429 
QuickBooks Graphs .................................................................................................................. 434 
Building Custom Reports .......................................................................................................... 449 
Memorizing Reports ................................................................................................................. 455 
Processing Multiple Reports ...................................................................................................... 457 
Printing Reports ........................................................................................................................ 459 
Finding Transactions ................................................................................................................. 461 
Exporting Reports to Spreadsheets ........................................................................................... 470 
Creating Budgets and Budget Reports ...................................................................................... 477 
Relationships Between Reports .................................................................................................. 490 
Chapter Review ........................................................................................................................ 492 

Chapter 10  Appendix ................................................................................................ 493 
Backing Up Your Data .............................................................................................................. 493 
Multi-User QuickBooks ............................................................................................................. 494 
Keyboard Shortcuts .................................................................................................................. 494 
Glossary ................................................................................................................................... 495 

Index  ................................................................................................................ 507 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




