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	Project

1
	Sharon Watson, MD


You can complete this project using either an installed version of QuickBooks or the 30-Day free trial version of QuickBooks Pro 2005. Once you install the trial version, you have 30 days to use it from the date of installation. For example, if you install the trial version on March 1, you can use it until March 30. 
To obtain a copy of the free trial version by going online, follow the steps below. Or, call 888-729-1996 to order the trial version of QuickBooks Pro 2005. To receive the trial version on a CD-ROM, allow four to six weeks for delivery. If you have a high-speed Internet connection, you can download the trial version. The steps that follow explain how to obtain the trial version.
1. Go online to http://quickbooks.intuit.com/.Type Trials in the Search field; click [image: image1.png]" Search



.  
2. In the Best Bets area, click on the link to QuickBooks Trial products
[image: image92.wmf]
3. Observe that there is a Not currently using QuickBooks, New to QuickBooks Trial area. 
[image: image2.png]Not currently Hew to QuickBooks: Simple Start, Online [ sciect
using QuickBooks  QuickBaaks Edition, Pro, and Premier Editions,
Trial including the industry-specific
editians




4. Click [image: image3.png]


.

5. In the Select Media Type field, select CD-ROM. (Or, you can select Download. A high-speed Internet connection is recommended to download the trial version.)

6. Click [image: image4.png]~ Add to Cart



. The Shopping Cart page appears. 

[image: image5.png]Shopping Cart

The products listed below have been added ta your shapping cart
To change your order you may adjust the quantity.

To delete an item, click Remove!

To proceed with your order, click the Checkout button,
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7. Click [image: image6.png]"~ Checkout



.
8. The Checkout page appears. In the Proceed Straight to Checkout area, click [image: image7.png]" Checkout |



.
9. The Customer Information page appears. Complete the Customer Information and Shipping Info. The asterisk (*) indicates a required field. (Press <Tab> to move between fields.)
10. After completing the required information, click [image: image8.png]" Continue



.
11. The Review Your Order page appears. Click [image: image9.png]Place Order



 to process your order. Your Trial Version CD should arrive within four to six weeks. 
You should be able to complete Project 1 in about six hours. You do not need to order the trial version of QuickBooks if you already have an installed version of QuickBooks on your computer. Remember, after installing the trial version, you have 30 days, starting the day you installed the trial version, to use QuickBooks.
	Comment
The trial version of QuickBooks Pro 2005 was used to write the instructions that follow. You can use other versions of QuickBooks to complete Project 1. If you use a different version of QuickBooks, you may need to make changes the steps that follow.


In Project 1, you will complete the computer accounting cycle for Sharon Watson, MD.  Dr. Watson started her medical practice on December 1, 2005 in Tempe, AZ.  Dr. Watson employs one lab technicians and one administrative assistant.  Dr. Watson’s employees are independent contractors.  

In this project you will complete the accounting cycle for the month of December 2005. Sharon Watson's balance sheet, checkbook register, and bank statement are provided as source documents.  

At the end of this project, a checklist is shown listing the printed reports you should have. The step-by-step instructions also remind you to print reports at certain intervals. Your instructor may require these printouts for grading purposes.  Remember to make backups at periodic intervals.  

Before you start using QuickBooks, let’s check default settings in Windows. The Read Me box below explains what to do. Follow steps a. through c. below.
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Read Me

In the project that follows, extensions are shown for filenames. For example, when you set up a company in QuickBooks, the filename ends in the extension .QBW. Depending on how your Windows defaults are set up, your window may or may not show these extensions. In order to see file extensions, do the following (these steps are consistent with Windows XP).

a. Go to Windows Explorer. (Hint: Click Start; All Programs; Accessories; Windows Explorer.)

b. From the Windows Explorer menu bar, select Tools; Folder Options, View tab. If necessary, scroll down the window. Uncheck Hide extensions for known file types. [image: image10.jpg][[] Hide extensions for known file types



.

c. Click [image: image11.jpg]


. Close Windows Explorer. 



Follow these steps to complete Project 1.
Step 1:
Put the QuickBooks 2005 Free Trial CD into your CD drive.
Step 2:
From the QuickBooks Free Trial startup window, select Install Trial. 
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Step 3:
The Install a Free 30-Day Trial window appears. Select QuickBooks: Pro Edition.
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Step 4:
Click [image: image12.png]


 in the QuickBooks: Pro Edition area. The trial version starts to install.

Step 5:
At the Welcome to QuickBooks Installation Wizard window, click [image: image13.png]Mext >



.  Accept the license agreement.

Step 
6:
When the Source Code and Offer Code window appears, refer to the illustration to locate your source code. Type your source code in the “C” field; type your code in the “P” field. (The source code may be located bellow the UPC label.) After entering your Source Code in the “C” and “P” fields, click [image: image14.png]Mext >



.
Step 
7:
The Select Installation Folder window appears. Click [image: image15.png]Mext >



. 

Step 
8:
The Ready to Install QuickBooks window appears. Click [image: image16.png]


.  
Step 
9:
When the QuickBooks Installation Complete window appears, click [image: image17.png]| Finish
Finish



.  Remove CD.
Step
10:
To start QuickBooks Pro 2005, click on the QB icon on your desktop. Observe that the window says that “Your free trial expires in 30 days.” For example, if you installed the trial version on March 1, you have until March 30 to use the software.

Step 
11:
To start Project 1, select Create Your Own Company File.
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Step 
12:
The EasyStep Interview window appears. Click on the company Info tab. Compare your window to the one shown. Remember to click on the Company Info tab.
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Step 13:
Read the General: Company Information; click [image: image19.png]


.

Step 14:
Complete the following fields:

Company Name:

Sharon Watson, MD (use your first and last name so that reports will include your name). Press the <Tab> key.  

Legal Name:

Sharon Watson, MD (automatically completed)
Step 15:
Click [image: image20.png]


. Complete the following fields:

Address:


1215 E. Vista Drive

City, State, Zip

Tempe, AZ 85290


Country:


U.S.

Phone #:


480-555-3351

Fax #:


480-555-3352

E-mail:


sharon@watson.com


Web Site:


www.watson.com
Step16:
Click [image: image21.png]


. Leave the Other company information field blank. Complete the following fields:

Enter the first month of your income tax year:
January 


Enter the first month of your fiscal year:

December
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Step 17:
Click [image: image22.png]


. In the What income tax form does your company use? field, select Form 1040 (Sole Proprietor).
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Step 18:
Click [image: image23.png]


. In the Industry list, select Healthcare:  General.
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Step 19:

Click [image: image25.png]


. The Setup Tips for your business window appears. Read the information on this window, click [image: image26.png]


.

Step 20:

Read the We’re ready to create your company file now window. Click [image: image27.png]


.

Step 21:

The Filename for New Company window appears. This is an important window. It saves your company in the QuickBooks Pro program directory. Observe that when a new company is set up in QuickBooks, the extension .QBW is automatically added to the file name. Compare your window to the one shown on the next page.
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Step 22:
If you used your own first and last name, your File name will differ. Click [image: image28.png]


. After a few moments, the title bar for your company appears: Sharon Watson, MD – QuickBooks Pro 2005. The EasyStep Interview window is also shown. Compare your window to the one shown below. Read the information on this window.
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Step 23:
Accept the default for Your income and expense accounts (Yes) by clicking [image: image29.png]


.
Step 24:
Accept the default for Accessing your company (0), by clicking [image: image30.png]


.

Step 25:
Accept the default for Accessing your company: users and passwords (Admin) by clicking [image: image31.png]


. When the No Password Entered window appears, click [image: image32.png]


. Notice that a checkmark is placed next to the Company Info tab. This means you have completed the company information.
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Step 26:
Click on the Preferences tab. Read the information on the What are preferences? window.

Step 27:

Click [image: image33.png]


. The Inventory window appears.

Step 28:

Accept the default for Inventory (No) by clicking [image: image34.png]


.

Step 29:

Accept the default for Sales tax (No) by clicking [image: image35.png]


.

Step 30:

Accept the default Your invoice format (Service) by clicking [image: image36.png]


.

Step 31:

The Using QuickBooks for Payroll window appears. In answer to the question “Do you want to use QuickBooks to manage your payroll activities?,” select No.
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Step 32:
After selecting No, click [image: image37.png]


.

Step 33:
Accept the default for estimates (Yes), by clicking [image: image38.png]


.

Step 34:
Accept the default for Progress Invoicing (No), by clicking [image: image39.png]


.

Step 35:
Accept the default for Time tracking (Yes), by clicking [image: image40.png]


.

Step 36:
Accept the default for tracking segments (No), by clicking [image: image41.png]


.

Step 37:
The Two ways to handle bills and payments window appears. Select Enter the checks directly. 
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Step 38:
After selecting Enter the checks directly, click [image: image42.png]


.

Step 39:
Accept the default Reminders list (When I ask for it) by clicking [image: image43.png]


.

Step 40:
Accept the default for Accrual-based reports by clicking [image: image44.png]


. Notice that Preferences is now checked. This means you have completed the Preferences.
Step 41:
Click on the Start Date tab. Click on the I want to start entering detailed transactions as of field. Type 12/01/2005, or click the Calendar icon and select 12/01/2005. 

[image: image104.png]Welcome CompanyInfo | Preferences | start Date

Two ways to handle bills and payments

Choos ane o th o flowing vavs o trck s bl o pyrerts,
©ier th chad drety
O Enter the bils first and then enter the payments later.

Th vt cpioni single sl v ot

The second option s a two-step process. QuickBooks reminds you when your bils are dus, so
that you can pay a the last possible moment or in time to get early payment discounts,




Step 42:
After selecting 12/01/2005, click [image: image45.png]


. Notice that the Start Date tab has a check mark in it. 

Step 43:
When you are through, click [image: image46.png]


 
Step 44:
The QuickBooks Learning Center window appears. Read the information. Click [image: image47.png]‘Begin Using QuickBooks



.
CHART OF ACCOUNTS
In the section that follows you will add and change accounts. Follow these steps to display account numbers.
1. On the left side of your window there is a Navigators list. Click on Company. The Company Navigator appears. Click [image: image48.png]chartor
fnartel,



 . The chart of accounts list appears. Let’s add account numbers.
2. From the QuickBooks menu bar, select Edit; Preferences. On the left side of the Preferences window, select Accounting. Click on the Company Preferences tab.
3. In the Account Numbers area, click on the box next to Use account numbers.
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4. After making sure that Use account numbers is checked, click [image: image49.png]


.  The chart of accounts window shows account numbers. A partial Chart of Accounts window is shown below.

[image: image106.png]Name:

Payrol Lisbit
21110 Retained Earrings
21130 - Owner's Capital

1140
L1150

Investments
Dras

23000 * Opering Bal Equity
24010  Fee Refunds.
24030  Foes

4050
4070
4030
w4110
4130
4150
4170
5130

Consultation
Lab Fees

Medica Studies

Medial surveys

Office (or home) Vit Charges
Patient Fees

Procedures.

KRay

Balance Total

3

om0
om0
om0
0w



Add accounts. Follow these steps to add accounts.
[image: image107.png]Sharon Watson, MD

Balance Sheet
As of December 1, 2005

oDect,05 ¢
ASSETS
Current Assets
Checking/Savings.
1020 - Tempe Bank » 2700000 ¢
Total Checking/Savings. 2700000

Other Current Assets
1100+ Accounts Receivable  11,350.00

1400 - Prepaid Rent 400000
1450 - Supplies.Office. 330000
Total Other Current Assets 1885000
Total Current Assets 4585000
Fixed Assets
1500 - Computer Equipment 1280000
1510 Furniture & Fixtures 1500000
1520 Automobile 2150000
Total Fixed Assets 4310000
TOTAL ASSETS 9475000
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Other Current Liabilities
2000- Accounts Payable 1120000
2300 Notes Payable 840000

Total Other Current Liabilities  18.500.00

1950000
Total Li 1950000
Equity

3000- Sharon Watson, Capital  75,150.00
Total Equity 7515000

TOTAL LIABILITIES & EQUITY 2475000




1. At the bottom of the Chart of Accounts window (left side), click on the down arrow on the [image: image50.png]| Account |



 button; then select New. 
2. The Type filed shows Bank. This is correct for the Tempe Bank account. Press <Tab> to move between fields, or click on the field with your mouse. Complete the following fields:
Number:
1020

Name:
Tempe Bank
Description:
Tempe Bank
Opening Balance:
27,000.00
as of:
12/1/2005
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3. Click [image: image52.png]


. Add the following accounts.

	Type
	Number
	Name/Description
	Balance
	As of

	Other Current Asset
	1100
	Accounts Receivable
	$11,350.00
	12/1/05

	Other Current Asset
	1400
	Prepaid Rent
	$4,000.00
	12/1/05

	Other Current Asset
	1450
	Supplies-Office
	$3,300.00
	12/1/05

	Fixed Asset
	1500
	Computer Equipment
	$12,600.00
	12/1/05

	Fixed Asset
	1505
	Accum. Depr.-Computer Equipment
	0.00
	12/1/05

	Fixed Asset
	1510
	Furniture & Fixtures
	$15,000.00
	12/1/05

	Fixed Asset
	1515
	Accum. Depr.-Furniture & Fixtures
	0.00
	12/1/05

	Fixed Asset
	1520
	Automobile
	$21,500.00
	12/1/05

	Fixed Asset
	1525
	Accum. Depr.-Automobile
	0.00
	12/1/05

	Other Current Liability
	2000
	Accounts Payable
	11,200.00
	12/1/05

	Other Current Liability
	2300
	Notes Payable
	8,400.00
	12/1/05

	Equity
	3050
	Sharon Watson, Withdrawals (use your name)
	0.00
	12/1/05


Add these additional expense accounts:
	Type
	Number
	Name

	Expense
	6152
	Dep Exp-Furn & Fix

	Expense
	6154
	Dep Exp-Automobile

	Expense
	6325
	Internet Service Provider

	Expense
	6600
	Wages Exp-Adm Asst

	Expense
	6610
	Wages Exp-Lab Tech


Change account names:

1. Click on 3000 Opening Bal Equity to highlight it.

2. Select Account; Edit Account.

3. In the Name field, highlight Opening Bal Equity. Type Sharon Watson, Capital (or use your name, Capital) in the Name field. 

4. Type Sharon Watson, Capital (or your name, Capital) in the Description field.

5. Click [image: image53.png]


. 
6. Change Account No. 1110, Retained Earnings to Account No. 3300, Retained Earnings. Change the following accounts.

	Number
	Name/Description
	Change to

	4030
	Fees
	Medical Fees

	6150
	Depreciation Expense
	Dep Exp-Computer Equipment

	6180
	Insurance
	Insurance Expense

	6560
	Payroll Expenses
	Payroll Tax Expenses


Delete Accounts: To delete an account, select the account (for example, 1150 Draws), then click Account; Delete, OK. Delete account numbers 1140 and 1130. (Hint: Delete subaccounts first.) 
DECEMBER 1, 2005 BALANCE SHEET
Follow these steps to make sure that you recorded the appropriate beginning balances.

1. In the Navigators list, select Reports. 

2. Make sure Company & Financial is selected. If necessary, scroll down to the Balance Sheet & Net Worth area. Select Standard Balance Sheet.
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3. Type 12/1/05 in the As Of field.

4. Click [image: image55.png]Refresh



. Compare your balance sheet with the one shown.
The balance sheet shown below represents the starting balances for Sharon Watson, MD as of December 1, 2005.
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BACKING UP DATA
Follow these steps to back up Dr. Watson’s beginning data.  The suggested file name is Sharon Watson Begin.

1. From QuickBooks’s menu bar, select File, Back Up.
2. The Back Up Company File window appears.
3. Type Sharon Watson BEGIN.QBB in the Filename field. Compare your window to the one shown. The filename field should show Sharon Watson BEGIN.QBB (if you used your name it will show instead of Sharon Watson.) Observe QuickBooks automatically adds the extension .QBB to back up filenames.
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4. Click [image: image56.png]


. When the Backup window appears, read it, then click[image: image57.png]


.

5. When the Memorize Report window appear, read it; then click [image: image58.png]


.

6. A window appears showing that the report is named Balance Sheet. Click [image: image59.png]


.

7. The Your data has been backed up successfully window appears, click [image: image60.png]- OK |



. 

BANKING 
The checkbook register on pages 20−21 provides you with the information necessary for December's transactions.  Detailed steps are shown for the first two transactions; then you should record the remaining transactions.

Before you write a check or record a deposit, let’s set default accounts for recording transactions from the check register.
1. From the menu bar, click Edit; Preferences. Make sure the My Preferences tab is selected.

2. On the left side of the window, select Checking.

3. Click on the box next to Open the Write checks; in the form with field, select account 1020 Tempe Bank.

4. Click on the box next to Open the Make Deposits. In the form with field, select 1020 Tempe Bank as the account.  
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5. Click [image: image61.png]


. 
Write Checks

A partial check register is shown below.
	Check

Number
	Date
	Description of Transaction
	Payment/Dr.

(-)
	Deposit/Cr.

(+)
	Balance

	
	
	Balance Brought Forward
	
	
	27,000.00

	9001
	12/1 
	Bank Corp. (Notes Payable)
	2,700.00
	
	24,300.00


Follow these steps to issue Check No. 9001.

1. From the Navigators list, select Banking; [image: image62.png]sk

Checks



. The Write Checks-Tempe Bank window appears. Observe that the Bank account field shows 1020 Tempe Bank. The Ending Balance shows 27,000.00 which agrees with the balance brought forward on the partial check register above.
2. Uncheck the To be printed box. Then, type 9001 in the No. field. Press the <Tab> key.

3. If necessary, type 12/1/05 in the Date field. Press <Tab>.
4. [image: image112.png]Select Name Type
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Type Bank Corp. in the Pay to the Order of field. Press <Tab>. When Name Not Found window pops up, click [image: image63.png]Quick Add



. When the Select Name Type window appears, select Other; then click [image: image64.png]


.

5. Observe that the Expenses tab is selected. 

6. Click on the Account field. A down-arrow appears. Select Account No. 2300 Notes Payable.

7. Click on the Amount field. Type 2700 in the Amount field. Press <Tab>. Observe that the check is completed.

8. Click [image: image65.png]Save & Close



. 

Deposits
A partial check register is shown below. 

	Check

Number
	Date
	Description of Transaction
	Payment/Dr.

(-)
	Deposit/Cr.

(+)
	Balance

	9001
	12/1
	Bank Corp. (Notes Payable)
	
	
	24.300.00

	
	12/1
	Deposit (medical fees)
	
	3,900.00
	28,200.00


Follow these steps to record the 12/1/05 deposit for $3,900.

1. From the Navigators list, select Banking; [image: image66.png]Deposit



. Observe that the Deposit To field shows 1020 Tempe Bank. If necessary, type 12/1/05 in the Date field.

2. Click on the From Account field. Select Account No. 4030 Medical Fees.

3. Click on the Amount field. Type 3900 in the amount field. Press <Tab>.
4. Click [image: image67.png]Save & Close



.

5. Starting with Check No. 9002 below, record the checks and deposits from the check register shown on this page and page 21. Remember to type the correct date. When you are finished recording the check, click [image: image68.png]


 to go to the next Write Checks window. (Hint: Since Check No. 9002 is for computer equipment, a Tracking Fixed Assets window will pop up. Click on the box next to “Do not display this message in the future,” then click [image: image69.png]


.)

	Check

Number
	Date
	Description of Transaction
	Payment/Dr.

(-)
	Deposit/Cr.

(+)
	Balance

	9002
	12/1
	Office Place - laser printer (computer equipment)
	625.87
	
	27,574.13

	9003
	12/6
	Jessica Wood; Wages-- Administrative Asst. 
	1,250.00
	
	26,324.13

	9004
	12/6
	Matt Lowe; Wages—Lab Technician 
	690.00
	
	25,634.13

	9005
	12/11
	Mesa Office Supplies 
(Account No. 1450, Supplies-Office)
	105.65
	
	25,528.48

	9006
	12/13
	Jessica Wood; Wages-- Administrative Asst.
	1,250.00
	
	24,278.48

	9007
	12/13
	Matt Lowe; Wages--Lab Technician
	690.00
	
	23,588.48

	
	12/15
	Deposit (medical fees)
	
	4,000.00
	27,588.48

	9008
	12/17
	Western Telephone Service (telephone bill)
	71.09
	
	27,517,39

	9009
	12/19
	U.S. Post Office (stamps)
	37.00
	
	27,480.39

	9010
	12/19
	Journal of Medicine (dues and subscriptions)
	545.00
	
	26,935.39


	9011
	12/20
	Jessica Wood; Wages-- Administrative Asst.
	1,250.00
	
	25,685.39

	9012
	12/20
	Matt Lowe; Wages--Lab Technician
	620.00
	
	25,685.39

	
	12/23
	Deposit (medical fees)
	
	3,950.00
	29,015.39

	9013
	12/24
	Pima Electric Co. (utilities bill)
	145.20
	
	28,870.19

	
	12/26
	Deposit (medical fees) 
	
	3,500.00
	32,370.19

	9014
	12/27
	Jessica Wood; Wages-- Administrative Asst.
	1,250.00
	
	31,120.19

	9015
	12/27
	Matt Lowe; Wages--Lab Technician
	750.00
	
	30,370.19

	 
	12/29
	Deposit (payment received from client on account –accounts receivable)
	      
	1,500.00
	31,870.19

	9016
	12/29
	Internet Service Provider
	70.39
	
	31,799.80


RECONCILE THE BANK STATEMENT
Sharon Watson' bank statement is shown on the next page. (Hint: Remember to record the bank service charge.) 
1. From the Banking navigator, select Reconcile.
2. Observe that the Account field shows 1020 Tempe Bank. Type or select 12/31/2005 in the Statement Date field.
3. Type 31677.19 in the Ending Balance field.
4. Type 25 in the Service Charge field for 12/31/2005. Select Account No. 6120 Bank Service Charge. 
5. Click [image: image70.png]Continue



. The Reconcile – Tempe Bank window appears. The bank statement on the next page shows the checks and deposits that have cleared. Click on the Checks or Deposits column to place a check mark next to the appropriate checks and deposits that have cleared.

	Statement of Account



Sharon Watson, MD
Tempe Bank




1215 E. Vista Drive
December 1 to December 31, 2005          Account #4753-05-234
Tempe, AZ 85290

	REGULAR CHECKING

	Previous Balance
	11/30/05
	27,000.00
	
	

	4 deposits(+)
	
	15,350.00
	
	

	12 Checks (-)
	
	10,647.81
	
	

	Service Charges (-)
	12/31/05
	25.00
	
	

	Ending Balance
	12/31/05
	31,677.19
	
	

	DEPOSITS

	
	12/3/05 
	3,900.00
	12/26/05
	3,950.00

	
	12/17/05
	4,000.00
	12/30/05
	3,500.00

	CHECKS (Asterisk * indicates break in check number sequence)

	
	12/10/05
	9001
	2,700.00
	

	
	12/11/05
	9002
	625.87
	

	
	12/15/05
	9003
	1,250.00
	

	
	12/15/05
	9004
	690.00
	

	
	12/15/05
	9005
	105.65
	

	
	12/15/05
	9006
	1,250.00
	

	
	12/15/05
	9007
	690.00
	

	
	12/21/05
	9008
	71.09
	

	
	12/21/05
	9011*
	1,250.00
	

	
	12/19/05
	9012
	620.00
	

	
	12/29/05
	9013
	145.20
	

	
	12/30/05
	9014
	1,250.00
	


6. When you complete reconciliation, the “Difference” field on the Reconcile window shows 0.00. This is important. Check this field before you continue.
7. Click [image: image71.png]Reconcile Now



 when you are through. To see your report, click [image: image72.png]


, then [image: image73.png]


. Your ending balance shows $31,677.19.
8. Display the check register and compare it to the entries that you have made. (Hint: Select Banking; [image: image74.png]


. The 1020 – Tempe Bank check register displays. Compare your window to the one shown.
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5. Close the 1020 – Tempe Bank window by clicking [image: image75.png]


 on its title bar. Your window returns to the Banking Navigator. 
	Comment
Observe that the check register shown above lists all the deposits and checks entered using the “Write Checks – Tempe Bank” and “Make Deposits” windows. QuickBooks posted these entries to the check register. As mentioned earlier, you can also use the Banking Navigator’s Check Register selection to record checks and deposits.


PRINT THE TRIAL BALANCE

Follow these steps to print the trial balance.

1. From the menu bar, select Reports; Accountant & Taxes, Trial Balance.
2. In the As of field, type or select 12/31/05. Click [image: image76.png]


.
3. Click [image: image77.png]


; if the pop-up window appears, click [image: image78.png]


. Then, make the selections to print the unadjusted trial balance.
USING THE GENERAL JOURNAL FOR ADJUSTING ENTRIES
Follow these steps to record general journal entries.

1. From the menu bar, select Company; Make General Journal Entries. 
2. When the Assigning Numbers to Journal Entries window appears, click [image: image79.png]



3. Make sure the Date field shows 12/31/2005. Type 1 in the Entry No. field.  Select the appropriate accounts to debit and credit from the a. through e. adjusting entries shown below.

a. Supplies-Office on hand: $3,030.00. (Hint: Debit Account No. 6790, Supplies-Office expense.) 
b. Depreciation for Computer Equipment: $353.50
c. Depreciation for Furniture and Fixtures: $166.67.
d. Depreciation for the Automobile: $358.33.
e. Rent was paid for two months on November 30, 2005.  Adjust one month's rent.

4. To see the 12/31/05 journal entries (bank service charge and adjusting entries), from the menu bar click Reports; Accountant & Taxes, Journal; From and To 12/31/2005.
5. Print the 12/31/2005 Trial Balance. This is the adjusted trial balance.
6. Print the 12/1/2005 through 12/31/2005 Profit & Loss Standard report. (Hint: From the Navigators list, select Reports; then Profit & Loss Standard.)
7. Print the 12/1/2005 to 12/31/05 Balance Sheet Standard.
8. Display or print the 12/1/2005 through 12/31/2005 Statement of Cash Flows. (Hint: Scroll down the Select a report list.)
9. Back up December data. The suggested file name is Sharon Watson DECEMBER. When the Memorize Report window appears, you may click Yes or No to save the reports’ settings. If you do not want to type the date each time you display the report, click [image: image80.png]


.
10. Click File; Back to QuickBooks Trial Home Page; then click [image: image81.bmp] to return to your desktop. 
OPEN COMPANY; RESTORE FILE

1. When you start QuickBooks, there are two ways to open a company file. 
2. Open company, then restore from the QuickBooks menu bar.
3. Open a company, then restore from the No Company Open window.
4. In the steps that follow, both ways are shown.

Open Company from QuickBooks’ Menu Bar
1. From QuickBooks menu bar, select File; Open Company. The Open Company window appears. 
2. Click on Sharon Watson, MD (or your name, MD) to highlight it.

[image: image114.png]Open a Company.
0B

{22 Components
D Gomem
MyRecent | (2202t
Documents |3 QuickBooks Letter Templates
2ial
Blsane productbasedbusnss b

@

rice-based business.cbi

My Docurents

@

My Conputr
Qg Fie name [sharon watson, MD.0BW v [Coen |
My Network  Fiesoype: | QuickBaoks Fies [ 06W,"054) v oo |

Places

] Open file in mukiuser mods





4. Click [image: image82.png]


. The title bar shows Sharon Watson, MD – QuickBooks Pro 2005. Click [image: image83.png]3



 on the Assigning Numbers to Journal Entries window. 
5. At the QuickBooks Learning Center window, click [image: image84.png]Begin Using QuickBooks.



.

6. From the menu bar, click File; Restore. 
7. The Restore Company Backup window appears. In the Get Company Backup From area, click [image: image85.png]Browse



.
8. The Restore From window appears. Skip ahead to step 6 below
Open Company from No Company Open window
1. If you have turned off your computer then started QuickBooks, the QuickBooks trial version screen appears. Select Open an Existing Company File. The Open a Company window appears. If necessary, select Sharon Watson, MD.QBW. Click [image: image86.png]| Open |



.

2. The QuickBooks Learning Center window appears. Click [image: image87.png]Begin Using QuickBooks.



.  

3. From the menu bar, click File; Restore.

4. The Restore Company Backup window appears. 

5. Click [image: image88.png]Browse



.

6. The Restore From window appears. Select the appropriate backup file. The last file backed up was Sharon Watson DECEMBER.QBB.

7. Click [image: image89.png]| Open |



; then make sure the Filename field shows Sharon Watson DECEMBER.QBB. Compare your window with the one shown on the next page.



8. Click [image: image90.png]


; Yes to overwrite the existing company file. Your file is restored.
9. When the “Your data has been restored successfully window appears, click [image: image91.png]


. The title bar shows Sharon Watson, MD – QuickBooks Pro 2005, and the Company Navigator window appears.
Your instructor may want to collect this project.  A Checklist of Printouts is shown below.  

	


Checklist of Printouts, Project 1:  Sharon Watson, MD

	
	General Ledger Trial Balance (unadjusted)

	
	Journal Report

	
	General Ledger Trial Balance (adjusted)

	
	General Ledger

	
	Balance Sheet

	
	Profit & Loss

	
	Statement of Cash Flows


Student Name______________________________
Date____________

CHECK YOUR PROGRESS:  PROJECT 1, Sharon Watson, MD
1. 
What are the total debit and credit balances on your 


unadjusted trial balance?




_________

2. What are the total debit and credit balances on your


adjusted trial balance?




_________

3. According to your account reconciliation report,


what is the Ending GL Balance?



_________

4. What is the depreciation expense for furniture

and fixtures on December 31?



_________

5. What is the depreciation expense for computer


equipment on December 31?



_________

6.
What is the amount of total income as of


December 31?




_________

7. How much net income <or net loss> is reported 


on December 31?




_________

8. What is the account balance in the Supplies


account on December 31?




_________

9. What is the account balance in the Accounts Payable


account on December 31?




_________

10. What is the account balance in the Capital account 


on December 31?




_________

11. Is there an Increase or Decrease in cash for the 


the month of December?




_________

12. Were any Accounts Payable incurred during the 


month of December?  (Circle your answer).

YES
   NO 

�QuickBooks has more than one way to record checks and make deposts. In the steps that follow you use the Write Checks – Tempe Bank window to record checks, and the make deposits.  Another way to do these entries is to use QuickBooks’s check register. After completing the detailed steps on pages XX-XX, you will display the 1020 – Tempe Bank check register.


�For purposes of this project, payees are added to the “Other” list. 


	�Refer to the December 1, 2005, Balance Sheet for the account balance in the Prepaid Rent account.
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