	


New company file setup – Quik-Help.com  301-753-4512


Here's a list of the information you'll want to have on hand before we start setting up the data file.  This will save time on the day of our appointment.





General


Company legal name and address


Federal EIN or social security number 


Fiscal year dates if you have a fiscal year (otherwise we’ll use calendar year)


Accounting basis (cash or accrual).  If you don’t know this, you are probably cash basis.  (We can tell form last years tax return.)





Chart of accounts


Names, numbers, and descriptions for the chart of accounts (we can use the existing chart of accounts, if available).  We can export this from your old file.


Last years tax return (corporations)


Transactions and balances (from the start date through today) for the following types of accounts: bank, credit card, loan, and lines of credit


Value of assets (including original cost and accumulated depreciation for fixed assets)


Equity information including all owner's contributions





Customer:Job list


Information to complete the Customer list: names, addresses, contact information, taxable status, etc. (We can import this from your old file)


Outstanding invoices as of the start date


Some examples of estimates, if you want to have estimate vs. actual type of reporting





Vendor list


Information to complete the Vendor list: names, addresses, other contact information (We can import this from your old file)


List of outstanding bills as of the QuickBooks start date





Item list


List of all service, and other items to complete the Item list (for a construction company, items should be the phases of construction upon which you base your estimates).  We use the NAHB list of phases of construction.





Employee list


Information to complete the Employee list: names, addresses, telephone numbers, social security numbers, etc.





Entering historical transactions – mid year is harder…


If you are going back and posting from the start date to mid-year, you’ll need the info below.  If starting from right now (Jan 1) just enter open invoices and bills as of Jan 1.


Accounts receivable transactions – in other words, all the invoices you sent, all the payments you received and all the money you deposited


Accounts payable transactions – in other words, all the bills you paid or checks you wrote (and, if you know it, what job they were for.)


Historical payroll transactions – in other words, all the paychecks and tax payments you have made


Bank and other transactions – in other words, all the checks and deposits


.�
Setting up payroll





Determine the following:


941 Deposits:


Monthly


Each pay-period


State Withholding:


Monthly


Quarterly


Annually


Multi-state (Specify:_________________)


Local Withholding:


Monthly


Quarterly


Annually


Unemployment Tax:


FUTA


SUTA (Rate:________)


Assemble the following:


YTD information for each employee as of the start date


Accrued benefits including sick and vacation time for each employee as of the start date


Earnings, additions, and deductions for payroll processing (SEP, union benefits, 401(k), etc.


Employer federal, state, and local tax identification numbers


YTD payroll liability payments


Decide about job cost accounting


Are you going to track employee time by job?
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