
Confused by QuickBooks? Get Our Complimentary Guide

The Survivor’s Guide to 
Using QuickBooks in 
Your Small Business 
Are you new to QuickBooks? Do you need to use QuickBooks in 
your business to do your bookkeeping but are confused about 
how to do it? 

This guide will show you the steps you need to take to get 
started right and get your books running smoothly for your 
business.  
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The makers of QuickBooks Online make it sound easy to learn. Moreover, while QuickBooks has an elegant, award-
winning user interface, it can still get confusing if you don’t know a little bit about accounting or how to record your 
transactions correctly.  

It can be costly to get your business set up incorrectly in QuickBooks Online. If transactions are entered incorrectly for 
several months, the costs to re-classify your accounting activity can add up very quickly.  

It’s best to get QuickBooks set up right at the very beginning by a professional. 
However, if you haven’t, there’s still hope. The sooner you can get your 
QuickBooks files checked out by a professional, the better. If you are confused 
by QuickBooks, having trouble understanding what to do, and/or know your 
account balances are not right, contact us as soon as possible so we can help 
you get things back on track. 

Here are some of the steps and tips to consider when using QuickBooks 
software for your business.  

“Excellent company, they are in charge of all of my finances and are very honest and 
responsible” -Jim Morrison

1. The Right Version of QuickBooks Is Essential

The company that makes QuickBooks is Intuit. If you’ve already purchased QuickBooks Online for your business, they 
probably steered you toward the “Plus” Edition. You may or may not need that version of QuickBooks.  

Let’s take a look at all of the “flavors” or versions of QuickBooks Online available:

 • Self-Employed: This version manages expenses for someone 
who performs “gigs,” such as Uber or Lyft drivers.

 • Simple Start: This version takes care of the basic bookkeeping. 
There is only one user, and no time-tracking or bill payment is 
available.

 • Essentials: This option includes basic bookkeeping, time-
tracking, and bill payment, but no inventory or project 
profitability is available. It handles up to 3 users. exponential 
transformation. 

 • Plus: This option includes inventory, project profitability, and up to 5 users. 
 • Advanced: This option is new this year and includes dashboard reporting, custom fields, up to 25 users, 

accelerated invoicing, granular user permissions, and premium support.
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We can help you accurately determine which software “flavor” is best for 
you, even if you’ve already purchased a different version.  

If your business is on QuickBooks Desktop, we can help you make the 
switch to QuickBooks Online. It’s easy to do that, and you’ll love the 
additional automation and the accessibility of your books.  

Once your business is set up in the right version of QuickBooks, the fun 
begins!

2. Customizing QuickBooks for Your Business

If you need help setting up QuickBooks for your business, we’re there for you. Some of the areas that will require 
customization only once include:

• Chart of Accounts: This list of accounts should conform to what you need in your business. We can help guide 
you to select the right accounts for your industry and your specific business needs. Don’t forget that your Chart 
of Accounts needs to be organized to make your tax filings easy. The valid accounts need to be created for this, 
and the transactions need to be coded into the correct accounts that need to be reported to the IRS. You may 
also need to set up beginning balances from a previous, accurate trial balance report. We can help you make 
sure everything balances from the very beginning.

• Item List: The item list in QuickBooks contains the products and services you sell to others; this is the part 
of QuickBooks that varies the most from business to business. We need to get these set up right for the 
transactions to flow correctly throughout your books.  Setting up and or creating the QuickBooks’ item list 
encompasses a high level of difficulty, and it’s often done wrong, leading to costly repairs down the road. 

• Settings: There are many company settings that should be turned on or off to save time, depending on what 
your business needs. It’s here that sales tax should be set up correctly to collect and remit the right amount to 
the state(s) you sell in. Other features can help save you time that you might not know about, and still others – if 
they are turned on by default – can slow you down if you don’t need them. 

• Invoice format: The format of the invoice needs to be set up accordingly so that you can get paid promptly. 
• Custom fields: Each of the major record types – customers, vendors, and employees – have custom fields that 

can be used to collect data you need in your business.  
• Integrations: If you use other applications that integrate with QuickBooks, the add-ons need to be initiated 

correctly, and there may be a whole additional set of items to customize in those systems.  One of the critical 
integrations is setting up bank feeds so that you won’t have to do much data entry each month.

Once these components are set up correctly in QuickBooks Online at the beginning, you won’t have to make too many 
ongoing changes to these areas of your books. You’re now ready to start recording transactions.

“We hired Amaurys for several services including setting up our private business. 
We are in the medical field and Amaurys guidance was amazing. I highly recommend 
him- he explains everything so you understand exactly how and why things need to 
be done. I will definitely be recommending him to my colleagues!” -Tatiana H.
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3. Recording the Monthly Transactions 

Many of your accounting transactions revolve around your bank activity. 
New technology allows you to save time and money by using bank feeds, 
which automatically input all of your bank transactions. All you have to do 
in QuickBooks is code them to the right account in the Chart of Accounts. 

You can also set up rules to tell QuickBooks where to code transactions 
that you have every month so you don’t have to keep doing it. However, 
all of this needs to be set up right so that your financial statements are 
accurate.  

There are many transactions that need to be added, such as invoices and bills, so that you can see your real profit. 
Accountants like us can help you get trained on the best way to create these transactions. A type of journal entry 
called an accrual can also be set up so you can more accurately see the profit you’ve earned. 

There are also many transactions that are difficult to know how to code unless you have an accounting education. 
Items like loan payments need to be split between interest expense and loan principal reduction. Large assets such as 
a truck or equipment purchase need to be booked differently from expenses, and depreciation should be recorded.  

You’ll also need to perform reconciliations for specific accounts, such as your bank, PayPal, ACH collections, 
merchant accounts, accounts receivable, accounts payable, credit card, and loans. QuickBooks Online makes these 
reconciliations go much faster, but they still need to be done every month in case there are errors that need to be 
fixed.  

Last, there are tax filing requirements that your company is subject to. 
Everyone has to file a federal income tax return each year, and businesses 
have tax requirements depending on their type of entity. You may also 
have state income and business tax filings, franchise tax, payroll tax, and 
other specialty taxes depending on what you sell and what industry you’re 
in. Don’t risk the high cost of penalties if these reports are not filed and the 
taxes are not paid timely. You’ll want to make sure all of this is taken care of 
through deadline reminders or hiring an accountant to do it for you.  

“Awesome service!” -Daymara Regalado

4.  Learning QuickBooks

If your time is scarce, you’ll want to learn QuickBooks in the most cost-effective way possible. For busy entrepreneurs, 
a customized one-on-one session with a Certified QuickBooks ProAdvisor like us is the best way. In just a few hours, we 
can cover the basics of how to get your transactions booked correctly. 

You could take an all-day course, but can you afford to be away from your business that long? 

44
support@mtzaccounting.com
mtzaccounting.com

https://mtzaccounting.com/
mailto:support@mtzaccounting.com


Central  
17%  

5

Whether you do your books yourself or outsource, there is one learning curve that you’ll want to avoid, and that’s the 
setup. You’ll only ever do it once for your business, and some ProAdvisors spend years learning how to set up your 
books just right. Your learning time with QuickBooks is best spent on the monthly tasks that you’ll repeatedly perform 
and not on the one-time setup tasks.  

Better yet, we can provide you with an estimate to do your books for you each month so that you don’t have the hassle 
of the learning curve and the lost time that takes you away from more critical business activities that are on your plate.

5.  Where the Payoff Is

Once you have an accurate, up-to-date set of books, the magic begins. We can help you see where there are cost 
savings, revenue opportunities, and potential problems just by reviewing your financial reports. These include your 
Income Statement and your Balance Sheet.  

You might only look at two numbers when you manage your books: your 
cash balance and your net profit. However, nothing will change these 
numbers unless you look deeper in your books. That’s where we can make 
a difference and really help you increase your earnings, so in the end, you 
can make more. 

We’ve had the advantage and privilege of working with hundreds of 
businesses in our career. We can spot opportunities you may not be 
trained to see. Together, you can help me learn what’s important to you in 
your business, and we can help you reach these goals.

6.  Your Next Step

We can help you with all of these steps to get you on the right track with QuickBooks:

1. The best version for your business
2. Customization
3. Monthly bookkeeping
4. Training
5. Profitability review

All you need to do is reach out and contact us.  You can do that in many ways:

1. Book an appointment with us.  There’s no cost, and we can find out more about each other with no future 
obligation. Choose the best time for you here: https://infusionsoft.app/booking/amaurysmartinez/consultation

2. Call us at 786-843-1580 Monday through Friday 9-6 Eastern time.
3. Email us at support@mtzaccounting.com.

We look forward to helping you with your QuickBooks, accounting, and tax needs.  
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