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QuickBooks Quick Reference Guide: Mastering Your Accounting Software in
Minutes

Whether you're a small business owner, a freelance accountant, or a finance professional who relies on QuickBooks
for day to day operations, you'll quickly realize that mastering this powerful platform takes more than a casual glance.
The sheer volume of features—from invoicing and payroll to inventory management and advanced reporting—can

feel overwhelming. That's why we’ve compiled a QuickBooks Quick Reference Guidethat condenses the most
essential commands, shortcuts, and workflows into one easy to read resource. With this guide, you'll be able to
navigate the software confidently, complete tasks faster, and avoid common pitfalls that can waste time and money.

Why a Quick Reference Guide Matters

QuickBooks is designed to be intuitive, but even the best user interface can leave you searching for that one
function you need to perform a critical task. A quick reference guide offers:

« Instant access to keyboard shortcuts and menu paths.

¢ Time savings by eliminating the need to hunt through help files.

e An overview of best practices for data entry, reconciliation, and reporting.

« A single source of truth that ensures everyone on your team is using the same procedures.

Below we break down the guide into sections that align with the most common QuickBooks workflows, so you can

find the information you need at a glance.

Getting Started: QuickBooks Desktop vs. QuickBooks Online

Before diving into the reference material, it's essential to know which version of QuickBooks you're using. The two
major platforms—QuickBooks Desktop (Pro, Premier, Enterprise) and QuickBooks Online—share many core
features but differ in navigation, customization, and integration capabilities.

QuickBooks Desktop

Desktop versions run locally on your computer. They are ideal for businesses that need advanced inventory, job
costing, or multi user functionality. Navigation is menu driven, and most shortcuts involve th&lt key.

QuickBooks Online

Online offers cloud accessibility, real time collaboration, and automatic backups. It's perfect for remote teams and
businesses that value mobility. The interface relies heavily on the navigation bar and the “+ New” button for creating
transactions.

Regardless of the platform, the QuickBooks Quick Reference Guidebelow will help you master both
environments.

Core Features Overview

QuickBooks is built around five core modules. Understanding each module’s purpose will help you navigate the



interface more efficiently.

Customers &amp; Sales — Invoicing, payments, estimates, and customer management.
Vendors &amp; Purchases — Bills, expense tracking, and vendor management.

Banking &amp; Reconciliation — Bank feeds, transaction matching, and account reconciliation.
Inventory &amp; Jobs — Stock tracking, job costing, and sales orders.

Reports &amp; Analytics — Profit & Loss, Balance Sheet, Cash Flow, and custom dashboards.
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Quick Reference: Navigation &amp; Shortcuts

Below is a concise list of the most frequently used navigation paths and keyboard shortcuts for both QuickBooks
Desktop and Online. Keep this page handy to avoid repetitive searching.

QuickBooks Desktop Shortcuts

e Ctrl + Q — Quick report.

e Ctrl + E — Open the customer center.
e Ctrl + A — Add a new customer.

e Ctrl + B — Open the vendor center.

e Ctrl + T — Create a new transaction.
e Alt + F4 — Close QuickBooks.

¢ F2 — Edit the selected item.

e F3 — Open the find window.

QuickBooks Online Shortcuts

e Ctrl + 1 — Create a new invoice.

e Ctrl + 2 — Create a new bill.

e Ctrl + 3 — Create a new expense.

e Ctrl + 4 — Create a new sales receipt.

e Ctrl + 5 — Create a new payment.

e Ctrl + 6 — Create a new journal entry.

e Ctrl + 7 — Open the dashboard.

e Ctrl + Shift + L — Open the list manager.
e Ctrl + Shift + F — Open the search bar.

Common Tasks &amp; Step by Step Instructions

Below, we walk through the most frequent tasks you'll perform in QuickBooks. Each section includes a short
step by step guide, along with tips to speed up the process.

1. Creating and Sending an Invoice

1. Navigate to Customers > New Invoice (Desktop) or click the + New button > Invoice (Online).

2. Enter the customer name and invoice date.

3. Add line items, selecting the appropriate product/service and quantity.

4. Adjust the tax rate if needed.

5. Click Save &amp; Close (Desktop) or Save &amp; Send (Online). Add the customer’s email address and
click Send.

6. Track the status in the Invoices tab.

Tip: Use Recurring Invoices for regular clients to automate billing.



2. Recording a Bill from aVendor

1. Open the Vendors menu and select Enter Bills (Desktop) or click + New > Bill (Online).
Fill in the vendor name, bill date, and due date.

Enter line items, including expense accounts.

Attach any supporting documents using the Attachments icon.

Click Save &amp; Close (Desktop) or Save &amp; Close (Online).
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Tip: Use the Billable Expense feature to track costs that can be charged to a customer later.

3. Reconciling a Bank Account

1. Open Banking > Reconcile (Desktop) or click Banking > Reconcile (Online).
Select the bank account to reconcile.

Enter the statement ending balance and date.

Match the listed transactions with your bank statement.

Check off matched transactions and click Finish (Desktop) or Reconcile (Online).
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Tip: Use Bank Rules in QuickBooks Online to automatically categorize transactions.

4. Running a Profit &amp; Loss Report

1. Navigate to Reports > Profit &amp; Loss (Desktop) or click Reports > Profit &amp; Loss (Online).
2. Select the date range and any filters.

3. Click Run Report.

4. Export to Excel or PDF for sharing.

Tip: Customize the report layout to highlight key metrics like gross margin.

5. Setting Up Payroll

1. Navigate to Payroll > Setup Payroll (Desktop) or click Payroll > Payroll Setup (Online).
Enter employee details, tax information, and pay schedule.

Choose the payroll service plan.

Confirm tax filings and deductions.

Run payroll on the scheduled date.
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Tip: Use Payroll Reports to monitor tax liabilities and employee earnings.

Customization &amp; Personalization

QuickBooks allows you to tailor many aspects of the software to fit your business needs. Here's how to make the
most of customization options.

Custom Fields

Adding custom fields lets you track data that isn't available in standard fields. For example, you might add a “Project
ID” field for job costing.

Go to Lists > Custom Fields (Desktop) or click Settings > Custom Fields (Online).
Choose the object to customize (e.g., Customers, Invoices).

Click New and enter the field name.

Select the field type (text, number, date).

Save and use the field in relevant forms.
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Company Preferences



Adjusting company preferences ensures that QuickBooks operates in a way that matches your workflow.

e Company Settings — Tax codes, currency, and company logo.
¢ Advanced Settings — Data retention, automatic backups, and security options.
¢ Invoice Settings — Template design, payment terms, and invoice numbering.

Reporting Power: QuickBooks Reports Cheat Sheet

Reports are the backbone of financial analysis. Below is a cheat sheet of the most frequently used reports and how
to access them quickly.

Standard Reports

e Profit &amp; Loss — Summary of income and expenses.
Balance Sheet — Assets, liabilities, and equity snapshot.

e Cash Flow — Inflows and outflows over a period.

e Accounts Receivable Aging — Outstanding customer balances.
¢ Accounts Payable Aging — Outstanding vendor balances.

Advanced Reports

« Job Costing — Profitability by project.

 Inventory Valuation — Current value of stock.

¢ Budget vs. Actual — Performance against planned budgets.
e Payroll Summary — Detailed payroll expenses.

Custom Reports

QuickBooks allows you to create custom reports by selecting the data fields you need.

Open Reports > Custom Reports (Desktop) or Custom Reports (Online).
Click New Custom Report.

Choose the report type (e.g., Transaction, Balance Sheet).

Select the fields and filters.

Save the report for future use.
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Troubleshooting Common Issues

Even the most seasoned users encounter hiccups. Below are solutions to common problems you may face.

1.“Unable to Connect
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