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How To Open A Company File

1. Click on the QB icon

2. Select Open or Restore An Existing Company icon
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3. Select Open a Company file

4. Click Next
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5. Browse to the folder that the file is located in your 
account. (NEVER OPEN A COMPANY FILE FROM THE 
DESKTOP). 

6. Select the Quickbooks Company File Type and then 
click on Open.
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How To Edit Company Information

1. Go to Company menu, scroll do to My Company
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2. Click on the pencil icon in upper right corner of the 
dialog box. It will allow the user to edit/update the 
company information
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3. Enter the Contact Information and then click on OK to 
confirm the information.

4. On confirm, a Legal Address message appears, Click on 
NO.
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CHART OF ACCOUNTS

1/24/2020 8
Property of: San Pedro Junior College -

(Martin Santos)



What is Chart of Accounts (COA)?

Chart of Accounts is the complete list of all the
company’s accounts and balances. In QuickBooks, it
represents and organizes the company's assets,
liabilities, income, and expense.
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How To Enable Account Numbers in COA

1. Go to Edit - Preferences

2. Select Accounting – Company Preferences. Click on 
Use account numbers. Click OK
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Chart of Accounts (Account Number Ranges)

• Other Current Asset 10000 – 14999

• Fixed Asset 15000 – 19999

• Other Current Liability 20000 – 26999

• Long Term Liability 27000 - 29999

• Equity 30000 – 39999

• Income 40000 – 49999

• COGS 50000 – 59999

• Expense 60000 – 69999
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How to Update Chart Of Accounts

1. Go to Lists menu, scroll to Chart of Accounts
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2. From the bottom of the Chart of Accounts screen, 
select Account - New
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3. Choose the type of account you want to enter 

4. Click on Continue
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5. Enter the information for the new account. Note 
that if it is a subaccount then you must select the 
subaccount of option. 

6. Select Save & Close if you will only enter one chart of account OR 

7. select Save & New if you want to enter another chart of account.
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How to Open Bank Accounts

1. Go to Lists menu, scroll to Chart of Accounts
2. From the bottom of the Chart of Accounts screen, select 

Account - New
3. Select Bank for the type of account you want to enter 

then click on Continue
4. Type out the Account Number, Account Name, 

Description, Bank Acct. No.
5. Click on Enter Opening Balance…
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How to Open Bank Accounts

6. Enter the opening balance in Statement Ending 
Balance

7. In Statement Ending Date, enter December 31st of 
the previous year.

8. Click OK to confirm the bank balance

9. Click Save & Close to open the bank account
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ITEMS
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What are Items in QuickBooks?

Item is anything that your company sells or resells in
the course of business, such as products/services,
shipping and handling charges, discounts and sales tax.
It shows up as a line on an invoice or credit memo.
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Types of Items

1. Service

2. Inventory Part

3. Non-Inventory Part

4. Subtotal

5. Group

6. Discount

7. Sales Tax Item

1/24/2020
Property of: San Pedro High School -

(Martin Santos)
22



Types Of Items

Service: A service you provide to a customer. You can
create services that are charged by the job or by the
hour.

Inventory Part: A product you buy for the purpose of
reselling. This item type isn't available if you haven't
enabled the inventory during the Easy Step Interview or
activated inventory on the Items & Inventory section in
the Preferences.
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Types Of Items

Non-Inventory Part : A product you

• Purchase but do not resell.

• Sell but do not purchase.

• Purchase and resell but do not stock in inventory or track
as inventory.

Subtotal: An item type that adds up everything that comes
before it. It provides a subtotal before you add shipping
charges, sales tax or discounts.
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Types Of Items

Group: This item type can be used to enter a group of
item (all of which must exist in the Item List) all at once.

Discount: Allows discount to be given on invoices and
sales receipt. When entering a discount item, you can
indicate a flat rate or percentage.

Sales Tax Item: Create one of these item types for each
sales tax authority for which you collect.
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How to Enter\Update Items

1. Go to Lists menu, scroll to Items List

1/24/2020
Property of: San Pedro High School -

(Martin Santos)
26



2. From the bottom of the Item List screen, select Item 
- New
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Course Outline Week 2 – 7 (Jan. 13 – Feb. 21)
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Class Scheduled Topics (Jan. 17 – 31)
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3. Enter the information for the new item:
Type: Select the type of item you want to create
Item Name/Number: Enter a short name/code for the item 
that you want to create
Description: Enter a brief description of the item.
Rate: Retail Price of the item or service % .
Tax Code: Tax
Account: The INCOME account to which the item is 
categorized. (All other fields are left BLANK)

4. Click OK to confirm the item
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How to Enter A Discount Item

Type: Discount

Item Name/Number: Discount x%

Description: Discount x% on Rooms / F&B

Rate: x% (x = discount percentage)

Tax Code: Tax (To apply the discount before calculating sales tax)

Account: Discounts Given (Income Account)

1. Click OK to confirm the item
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How to Enter A Group Item

Type: Group

Group Name/Number: Name (Example: Easter Special)

Description: Brief Description

Print Items In Group: 

4. Click OK to confirm the item
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ITEM DESCRIPTION QTY

Select from drop down list (Auto) Quantity offered



How to Add Sales Tax Items

1. Go to Lists menu, scroll to Items List
2. From the bottom of the Item List screen, select Item – New
3. Enter the information for the Tax item:
Type: Sales Tax Item
Sales Tax Name: GST Hotel Tax None
Description: General Sales Tax Hotel Tax None
Tax Rate (%): 12.5% 9% 0%
Tax Agency: GOB BTB

Government of Belize Belize Tourism Board

4. Click OK to confirm the item
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ACCOUNTS RECEIVABLE
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ACCOUNTS RECEIVABLE

• In this section, You will learn to create:

– Customers

– Invoices

– Sales Receipts

– Receive Payments
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ACCOUNTS RECEIVABLE

• Accounts Receivable is the record of money owed to
your business for goods or services; that is, invoices
for which your business hasn't received payment yet.

• Accounts Receivable is abbreviated A/R
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Invoice vs. Sales Receipt

• In QuickBooks, Invoices are issued when a customer
receives a product/service and issues payment at a
later date (credit).

• Sales Receipt are issued when a customer receives a
product/service and needs to make payment
immediately. (C.O.D.)
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How To Enter Customer
• Go to customer center

• Select New Customer & Job
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How To Enter An Invoice With BTB / GST Taxes

1. Create an Invoice.

2. At bottom, set TAX to NONE

3. Add the rooms as line item(s) along with quantity

4. Add Subtotal as a line item

5. Add BTB Sales Tax item as a line item

6. Add any Service Charge on Rooms as a line item

7. Add the non-inventory as line item(s) with quantity

8. Add Subtotal as a line item

9. Add GST Sales Tax item as a line item



To Determine The number of nights to charge 
to guest for rooms

1. Count Check In Date plus any date leading up to 
Check Out. 

2. DO NOT count checkout date.

For Example:

A tourist check in: January 15 and check out: January 
18. 

Charge 3 days (Enter this number in the QTY column for the room).



Important Fields On QB Invoice
CUSTOMER: JOB – This is the credit customer from drop down list

DATE: The date the guest checked out

INVOICE#: The numbering sequence of the hotel

P.O. NUMBER: The purchase order number from the corporate customer

TERMS: The number of days credit is extended for. Normal is 30 days – Net 30

REP: The name of the employee that made the invoice

TAX: Normally it is GST (For Hotel/Resorts – Set To None)

CUSTOMER MESSAGE: The customized message for invoices



How To Create A Sales Receipt In QB with BTB / 
GST Taxes

1. All Sales Receipt Are Set ONLY to one customer –
CASH SALE CUSTOMER / HOTEL GUEST

2. Apply the same method of entering line items as an
invoice.

3. On confirming a sales receipt, Select NO for
Information Changed



Undeposited Funds

Undeposited Funds is an internal other current asset
account created by QuickBooks to hold funds until you
are ready to deposit them. It serves as the
default Deposit To account when you receive payments,
use a payment item on an invoice, or enter a sales
receipt.



BEHIND THE SCENES

Transaction Account Effect

Enter An Invoice Accounts Receivable (COA) INCREASE

Customer Balance INCREASE

Enter A Sales Receipt Undeposited Funds (COA) INCREASE

Receive Payment (Invoice) Accounts Receivable (COA) DECREASE

Customer Balance DECREASE

Undeposited Funds (COA) INCREASE

Make Deposit To Bank Undeposited Funds (COA) DECREASE

Bank Account (COA) INCREASE



Process Customer Payment in QuickBooks

1. Click on the Receive Payments icon
Customer Payment Form
2. RECEIVED FROM: Select the customer name from the

drop down list
3. PAYMENT AMOUNT: Enter the amount of the payment

sent in by credit customer.
4. DATE: Enter the date payment was received
5. REFERENCE #: The check number
6. Select the icon for form of payment. (Normally Check)
7. Place a check mark beside the invoice been paid.
8. Click Save & Close



Process Bank Deposits

1. Choose the Banking → Make/Record Deposits

2. Use the Payments to Deposit dialog box to select
the payments you want to deposit.

3. Click OK

4. Use the Date box to identify the deposit date

5. (Optional) Provide a memo description

6. Save the deposit transaction



Process Bank Deposits



ACCOUNTS PAYABLE
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ACCOUNTS PAYABLE

• In this section, You will learn to create:

– Vendors

– Enter Bills

– Write Checks

– Pay Bills

– Manage GST
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ACCOUNTS PAYABLE

• Accounts Payable (AP) is a term that refers to the
money that a business must pay to its creditors
within a certain period of time. It is the unpaid
invoices, bills or statements for goods or services
rendered by outside contractors, vendors or
suppliers. These debts often must be paid — either
partially or in full — each month.
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Enter/Pay Bill Vs. Write Checks

1. Enter/Pay Bill = when a vendor supplies a
product/service and payment can be made days
afterward (Credit)

2. Write Check = when a vendor supplies a
product/service and payment needs to be made
immediately (COD)



Breakdown Of A Bill
Vendor 

Information

Bill Information

Amount Breakdown
1. Expense Account
2. GST



Enter Vendor Information

1. Click On VENDORS icon from command center



2. From Vendor Center, click on New Vendor

3. Enter ALL the information from the bill

4. Click OK



Enter Bill (Information)

1. Click on Enter Bills icon from command center



2. Vendor – Select a vendor from drop down list or
you can click <Add New> to enter a new vendor.

3. Date – Enter the date from the bill.

4. Ref. No. – Enter the vendor invoice number on bill

5. Amount Due – leave at 0.00 and let QuickBooks
auto calculate it.

6. Bill Due – Enter the due date from the bill

7. Terms – Select the credit terms from drop down list

8. Memo – brief description of vendor’s bill



Enter Bill (Amount Breakdown)
1. Using Expenses page. (Never Use Items page as we are not doing inventory)

2. Account – a) Enter the COA expense account. b) For GST 
amount enter Sales Tax Payable

3. Amount – Enter the individual amount for COA account
4. Memo – Enter in following order:

VENDOR – PERIOD – VENDOR INVOICE NO
5. Customer:Job – Only for Accounts Payable account you 

will enter GOB 



How To Calculate GST (GST Included)

1. To Calculate GST when GST is included in the total 
on a bill and not listed separately.

2. FORMULA:

a) EXPENSE = TOTAL BILL / 1.125

b) GST = TOTAL BILL – EXPENSE



Write Check (Information)

1. Click on Write Checks icon from command center



2. Bank Account – Select a bank account to write the
check or you can click <Add New> to enter a bank
account.

3. Date – Enter the date from the bill.

4. Pay To The Order Of – Enter the vendor name for
which the check was disbursed

5. Amount Due – leave at 0.00 and let QuickBooks
auto calculate it.

6. Memo – brief description of vendor’s bill



Write Check (Amount Breakdown)
1. Using Expenses page. (Never Use Items page as we are not doing inventory)

2. Account – a) Enter the COA expense account. b) For GST 
amount enter Sales Tax Payable

3. Amount – Enter the individual amount for COA account
4. Memo – Enter in following order:

VENDOR – PERIOD – VENDOR INVOICE NO
5. Customer:Job – Only for Accounts Payable account you 

will enter GOB 



PAYROLL
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Step 1. Quickbooks Payroll COA
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Step 2 . Calculating Payroll In QuickBooks

Salary Expense (Gross Salary)

- Social Security Payable (Employee)

- Income Tax Payable

-----------------------

Net Salary (Amount of Check)

- Social Security Payable (Employer)

+ Social Security Expense
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Practical Example

John Rivera earns a gross weekly salary of $300.00 and income tax rate is 
2.25%. Calculate the weekly net salary.

QuickBooks Transaction
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Account Amount

Salary Expense 300.00

Social Security Payable -9.55

Income Tax Payable -6.75

Net Salary (Check Amount) 283.70

Social Security Payable -16.05

Social Security Expense 16.05

300 x 0.0225 
= 6.75



Practice 1

Jason Garcia earns a gross weekly salary of $250.00 and income tax rate is 
1.10%. Calculate the weekly net salary.

Cleaning

Lila Rodriguez earns a gross weekly salary of $500.00 and income tax rate is 
4.25%. Calculate the weekly net salary.

Accounting

Andrea Berry earns a gross weekly salary of $200.00 and income tax rate is 
1%. Calculate the weekly net salary.

Restaurant & Deli
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Step 3 . Entering In QuickBooks

1. Click on Write Checks icon
2. Fill out the details for the top portion of the check

1. Bank Account
2. Date
3. Pay To The Order Of – Name of the employee
4. Memo – Payroll For Week Ending (date)

3. The bottom portion of check

4. Account: One of the payroll COA created in STEP 1
5. Amount: The amount to be applied to the different accounts (Enter negative amount for deductions)
6. Memo: Employee Name – Payroll Date **
7. For Social Security Payable – Use above in addition to (Employee /Employer) to indicate which party is making

contribution to BSSB
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Calculating Monthly Payroll In QuickBooks

1. (Gross Salary / 4) (To Convert To Weekly Salary)

2. Calculate Social Security Deduction From BSSB Chart (Employee)

3. Calculate Social Security Deduction From BSSB Chart (Employer)

4. Calculate Income Tax Deduction

5. Multiply Gross Salary, Social Security Deduction (Employee), Social
Security (Employer) x 4

6. Perform same calculations as weekly salary to get monthly net salary
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Practical Example

Jane Peters earns a gross monthly salary of $1100.00 and income tax rate is 
1.10%. Calculate the monthly net salary.
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1100.00 / 4
= 275.00

7.95 x 4
= 31.80

14.45 x 4
= 57.80

275.00 x 1.10% = 
3.03 x 4 = 12.12

Social Security 
Employee

Social Security 
Employer

Income Tax



Practical Example

QuickBooks Transaction
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Account Amount

Salary Expense 1100.00

Social Security Payable -31.80

Income Tax Payable -12.12

Net Salary (Check Amount) 1056.08

Social Security Payable -57.80

Social Security Expense 57.80



Practice 2

Tom Villanueva earns a gross monthly salary of $1500.00 and income tax rate 
is 3.75%. Calculate the monthly net salary.
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Paying Social Security / Income Tax at the End 
of the Month

1. Open Chart Of Accounts and locate Social Security 
Payable and Income Tax Payable. (Other Current 
Liability)

2. These accounts will have the amount to be paid.

3. Generate a QuickReport by right-clicking on the 
account name

4. Customize the report

5. Write a check to BSSB / GOB

6. After payment the payable account should be 0.00



Customized Report

This is an example of a customized report.
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JOURNAL ENTRIES
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Overview
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A journal entry, in accounting, is recording a balanced
transaction in an accounting journal that shows a company's
debit and credit balances. The journal entry can consist of
several recordings, each of which is either a debit or a credit. The
total amount for the debits must equal the total number of
credits or the journal is unbalanced. This is called double entry
accounting
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Common Journal Entries
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Common Journal Entries
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Journal Entries – Loan - Fixed Asset

• When you process a loan to purchase a fixed asset in
Quickbooks. You will need the following chart of
accounts:

FIXED ASSET

1. Main Account Asset Name 

2. SubAccount - Purchase

3. SubAccount – Depreciation

LONG TERM LIABILITY

1. Main Account - Fixed Asset Name - Bank Loan
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Loan - Fixed Asset Example

QuickBooks Example

• Atlantic has approved a loan on January 15, 2020 for
$20,000.00 for the purchase of a Golf Cart with price
$18,950.00 (Golf Cart cost $16,844.44 + GST 12.5% -
$2,105.56) - Bank Administrative & Processing Fee
$700.00. You purchased the cart on January 20,
2020.
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STEP 1 – Process The Loan

• PROCESSING THE LOAN

• BANK NAME DEBIT (BANK)

• FIXED ASSET – BANK NAME  CREDIT (LONG TERM LIABILITY)

• ATLANTIC BANK                            DEBIT   $20,000.00

• CLUB CAR – Atlantic Bank Loan CREDIT $20,000.00

• --After this transaction, your Atlantic Bank balance 
should increase by $20,000.00
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STEP 2 – Process Any Bank Fees

• PROCESSING THE BANK ADMINISTRATIVE FEES

• BANK NAME CREDIT (BANK)

• BANK CHARGES DEBIT (EXPENSE)

• ATLANTIC BANK                  CREDIT   $700.00

• BANK CHARGES DEBIT     $700.00

• --After this transaction, your Atlantic Bank should 
decrease by $700.00
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STEP 3 – Purchase The Fixed Asset
• PROCESSING THE ACTUAL PURCHASE FROM VENDOR
•

• Write A Check Payee: Captain Shark's $18,950.00 with breakdown as follows:

• --After this transaction, your Atlantic Bank should decrease by $18950.00



DEPRECIATION
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What is Depreciation?

• a reduction in the value of an asset with the passage 
of time, due in particular to wear and tear.
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What is Depreciation?

• a reduction in the value of an asset with the passage 
of time, due in particular to wear and tear.
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Depreciation

• You can calculate depreciation expense using an
accelerated depreciation method, or evenly over the
useful life of the asset.

• Examples of accelerated depreciation methods are:
a) the declining balance and b) sum-of-the-years
digits methods. The primary method for steady
depreciation is the straight-line method.



©2018 San Pedro Junior College 7-93

Depreciation
• DEBIT the Depreciation Expense

• CREDIT the Asset Depreciation subaccount.

• The Asset Depreciation account is a contra account,
which means that it appears on the balance sheet as
a deduction from the original purchase price of an
asset.

http://www.accountingtools.com/contra-account-definition
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SYD Depreciation

• The sum of the years' digits method is used to
accelerate the recognition of depreciation for coastal
areas. Doing so means that most of the depreciation
associated with an asset is recognized in the first few
years of its useful life. This method is also called the
SYD.
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Depreciation Schedule
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Depreciation – Journal Entry

• DEBIT – Depreciation Expense

• CREDIT – Asset Depreciation Account


