
QuickBooks 2008 Manual  
 
Using QuickBooks:  
Double click the QuickBooks icon on your desktop.   
 
You may then select the company file you wish to work on from the screen.  If it 
doesn't show up select: Open or Restore and existing company .   
 
Select open file  and then click next and locate the file you need.  Select open 
once you found the file and enter your username and password . 
 
Once it is open the QuickBooks learning centre will appear.  This will answer any 
of your questions and help guide you through entering bills, paying bills etc. 
 
Click begin using QuickBooks  
 
Home Page:  
 

 



 
When you open QuickBooks the main navigation pane will open, which will allow 
you to click an icon and easily choose what to do.  To get back to the Home 
Page at any time you can either click Home in the top left corner, hit ESC on 
your keyboard and exit out of other open screens until you reach the home page 
or go to Company  at the top left and click Home page.(see below) 
 
Chart of Accounts:  
This selection will take you into a screen of all your accounts. This allows you to 
see the over all total of all your balance sheet accounts. To check the accounts 
payable  account you may double click it. You do not have access to any others. 
 
Can Right click on accounts to get Quick Reports for more detail 
 

 
 
 
 
 
 
 
 



 
Vendors (Accounts Payable)  
 
Enter a bill: (Tab through - don't hit enter as it will save and close the transaction) 
From Home page click on Enter Bill   
 
A/P: Item Coding: 
Use for food, cleaning and supplies etc.  If you can't find an item, switch to 
Expense coding (explained below). 

 

 
 
Entering Bills using Item coding: 
 #1. Enter the vendor 
 #2. Enter the date  the bill was issued 
 #3. Enter Ref No.  # (Invoice #) 
 #4. Enter the date bill is due (if no due date, just leave) 

#5. Don't enter amount, Click Item tab below. 
 #6. Click Items and select Item which applies from left draw down box  

#7. Enter a description (ex. If the bill is for miscellaneous may want to 
describe 
#8. Enter all items with amounts, and Quantity, and Costs. 



#9. Once entered the bill total will show at the top, where it says Amount 
due.  Ensure this agrees with the bill  
#10. If everything is correct hit save & new 
 
 
 

A/P: Expense Coding:  (if not using items) All other expenses 
Use this option when item coding doesn't apply.  Anything other than food, 
cleaning and some supplies. 
 
 #1. Enter the vendor 
 #2. Enter the date  the bill was issued 
 #3. Enter Ref No. #  ( Invoice #) 
 #4. Enter Amount due   
 #5. Enter the date bill due date  
 #6. Select expense  account that applies  
 #7. Enter Memo to describe bill 
 #8. Hit Save & New  once everything is entered 
 

 
 

 
 



Enter a Credit:  To enter a credit it is the same process as entering a bill but 
make sure that the Credit at the top of the page is clicked off and not Bill.  
 
How to Pay Bills:  (bill have to have been entered to be able to pay it) 
From Home Page select Pay Bills 
 
Two Methods to pay bills: 
1. Date method.  
Select: due on or before:  
 
Select a date and all the bills that are due on or before that date will pop up. This 
is good if you want to pay your bills up until a certain date.  
 
2. Show all Bills Method. 
Select : Show all bills   
 
This will show all of your bills that are still outstanding. To pay your bills just click 
on the one that you want to pay and check mark should show up on the left of 
you bill list. Remember when selecting a multiple of bills that you may use only 
one payment method at one time.  
 
Sorting:  
You may choose to sort the bills by date, vendor, or amount due.  Sorting by 
vendor may be useful when selecting a large amount of bills. 
 
Credits: 
If credits are available from the vendor you are choosing to pay you may use it 
for the bill.  
 
Select the bill to pay, which will highlight the bill.  Select the set credits button to 
use available credits. Click on credits and all the credits that you have with this 
vendor should pop up.  
 
Choose the credit that you would like to use by clicking on it, when done 
choosing click the close button. It will bring you back to the bill list. You will see 
the credit in use on the right of your bill.  
 
 
 
 
 
 
 
 
 
 



Paying Bills:  
 

#1.When all the bills are selected go to Payment account  this will most 
likely be a bank account make sure you select the right account. (HSBC 
General account) 
 
#2. Then choose your method of payment  Cheque, Direct payment, or 
Credit Card.   
 

 #3. Then select your payment date .  
 

#4.When done you Choose Pay selected Bills 
 
#5. Payment Summary box will appear showing all bills that were paid and 
you may choose to pay more bills, Print cheques or Close to finish 

 
 
 



 
Customers (Accounts Receivable)  
 
Assigning a price level to a customer: 
 #1. Go to the Customer Centre  
 #2. Right click the Customer or Job  and choose Edit. 
 #3. Click the Additional Info tab. 
 #4. Click the Price Level drop-down arrow and select existing price level or 
you may create a new one (Add new). 
 #5. Once done hit OK and then you can create an invoice (see below) 
 

 
 



 
 

Creating an Invoice: (Remember that you can tab through) 
From Home Page Click Invoices  
 
 #1. Enter your customer job top left of screen 
 #2. Enter the date.  
 #3. Enter the invoice number. 
 #4. Enter terms, etc if applicable 

#5. Enter your Quantity and Item. (You may click on the down arrow to 
choose from your choices) and description if needed 
#6. Tab through and once your entry is correct you may hit save and new, 
or save and close. 
 



 
 
 
Receive Payment:  (Remember you can tab through) 
From Home page click Receive Payment 
 
 #1. Enter the customer who you received the payment from. 
 #2. Enter the amount received. 
 #3. Enter the date you received the payment. 
 #4. If paid by cheque enter cheque #. 

#5. If not paid by cheque you enter payment method. (* If paid by credit 
card you may enter card # and Exp. Date if you wish) 
·  Once you have entered all the payment info all the invoices that belong 

to that customer will appear on the lower screen. 
#6. Invoice that applies will automatically be selected, if selecting more 
than one click on the invoices that apply (a check mark will appear) 
#7. Then select account in Deposit to section 
#8. If this only this amount is being deposited into your bank, then you can 
specifically deposit it to the appropriate bank account 



      If there are numerous payments to be deposited at once, deposit 
these amounts to Undeposited funds. This group deposit process will be 
discussed below. 
#9. Once this is all correct you may save. 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Banking: Undeposited Funds:  
From Home Page select Record Deposits  

 
#1. Select the amounts to deposited together and click OK 

 

 
 

#2. Select the deposit account 
#3. Date of the deposit 

 #4. If everything is correct save 

 


