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Introduction and Overview

Welcome to TeachUcomp, Inc.’s Mastering QuickBooks

Desktop Pro Made Easy™ for Lawyers tutorial. This tutorial

introduces the student to Intuit’s QuickBooks Desktop Pro

accounting program and shows them how to effectively use it.

QuickBooks is one of the most popular accounting and

bookkeeping programs available.

This training start by giving a basic user-level skill set to

students with little or no knowledge of the program’s capabilities.

This training then furthers the student’s knowledge of Intuit’s

QuickBooks Desktop Pro application to include more advanced

features and tools.

QuickBooks is a terrific program to know, as the skills one

learns in QuickBooks can save valuable time and money by

automating, organizing and structuring your company’s

bookkeeping.

QuickBooks is a multi-featured program that allows you to

create invoices, create customer statements, pay your bills, write

vendor checks, track inventory, and manage your payroll, as well

as perform many other accounting and business-management

related tasks.

The lawyer-specific content at the end of this tutorial shows

the student how to use Intuit’s QuickBooks Desktop Pro

accounting program to create a legal company file and effectively

use the program, with an emphasis on trust fund management

techniques within QuickBooks Desktop Pro. It is designed to give

a user of the QuickBooks Desktop Pro program specialized skills

in using QuickBooks Desktop Pro within the legal profession.
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Creating a Legal Company File

29.1- Making a Legal Company Using Express Start:

The Express Start feature lets you quickly create a new company file by simplifying the longer

EasyStep Interview into shorter sections, so you can start using QuickBooks right away. When you first

open QuickBooks, the option to create a company file by using Express Start appears in the “QuickBooks

Desktop Setup” screen. This is the same screen that opens if you select “File| New Company…” from the

Menu Bar or click the “Create a new company” button in the “No Company Open” window. To use the

Express Start feature, first select either the “For myself (I’m the admin)” or the “For someone else” option

button in the “QuickBooks Desktop Setup” screen. Then click the “Start Setup” button to continue.

Alternatively, to use the EasyStep Interview to create and more thoroughly customize your

QuickBooks company file, click the “Other Options” drop-down button at the bottom of the “QuickBooks

Desktop Setup” screen, instead. Then click the “Advanced Setup” command in the drop-down menu to use

the EasyStep Interview, which is discussed in a later lesson, to create your company file, instead.

If you selected the “For myself (I’m the admin)” option button, then the next screen lets you sign in

with an existing Intuit ID or create a new one. To sign in with an existing Intuit ID, enter the Intuit ID or e-

mail address associated with the Intuit ID into the “User ID” field. You must be connected to the internet for

this part of the company file setup. Then enter the password for the Intuit ID into the “Password” field. Then

click the “Sign In” button to sign in.

Alternatively, to create a new Intuit account in the sign-in screen, click the “Create an account” link in

this page to show an account creation screen. Then enter an email address to use for the Intuit ID into the

“Email” field. Optionally, enter a phone number into the “Phone (recommended)” field. Enter an account

password into the “Password” and “Confirm password” fields. Finally, click the Create account” button to

create the new account. Alternatively, to sign in later using your Intuit ID, click the “Sign in later” button at

the bottom of this screen.

After signing-in or skipping it entirely if you chose the “For someone else” option button on the first

screen, the next screen requires you to enter your company’s name as you want it to appear to customers

and vendors into the “Business Name” field.

Next, click the “Help me choose” hyperlink next to the “Industry” field to open the “Select Your

Industry” window. This window allows you to select your company file’s industry. Your industry choice

impacts which features of QuickBooks are enabled and disabled and determines the initial chart of accounts

used by your company file. You can also change these settings later, if needed.

Since you are creating a legal company, scroll through the “Industry” list at the left side of this

window until you find the “Legal Services” industry choice and click that choice to select it. The chart of

accounts for a “Legal Services” company file appears at the right side of the window for you to review, if

desired. After making your industry selection, click the “OK” button to return to the Express Start screen.

Next, use the “Business Type” drop-down to select your company file’s legal structure. This

determines its tax-related settings. Then enter the email address for the company’s administrator into the

“Admin’s email” field.

The remaining fields in this screen are all optional. You can enter your company’s FEIN (Federal

Employer Identification Number) or your social security number into the “Employer Identification Number

(EIN)” field. You can enter the main business phone number into the “Phone” field. You can enter your

business address into the “Business Address” fields and enter the associated city, state, zip, and country

into the “City,” “State,” “Zip,” and “Country” fields. After completing the fields in this screen, click the “Create

Company” button to continue.

A “Working” message box momentarily appears to show the progress of the program at creating

your company file. When completed, the message box disappears, and your new company file appears

along with the “Finish” screen of the “QuickBooks Desktop Setup” window.
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Creating a Legal Company File

29.1- Making a Legal Company Using Express Start- (cont’d.):

If desired, you can click any of the “Learn More” buttons in the “QuickBooks Desktop Setup” window

to learn about the features shown. To begin entering data into your new QuickBooks file, click the “Start

Working” button in the “QuickBooks Desktop Setup” screen to close the window and start using QuickBooks

Desktop Pro.

29.2- Making a Legal Company Using the EasyStep Interview:

In QuickBooks, you can also use the EasyStep Interview to create a company file. You complete the

EasyStep Interview by entering information into different screens shown in the Interview. After entering

information into a screen, click the “Next >” button to proceed to the next screen and repeat the process.

After answering all questions in all the screens, click the “Go To Setup” button to start using QuickBooks.

Within the EasyStep Interview, if questions arise that you must answer and you are unsure of the

correct answer, don’t worry! You can go usually go back and change your answers later. In most screens,

you can click the “< Back” button to return to a previous screen and change your answers. Also, if

necessary, you can click the “Leave…” button to exit the EasyStep Interview. However, if you leave the

EasyStep Interview prior to actually saving your company file, your data entry up until that point will be lost.

A message box will tell you if this is the case before you exit, so you need not worry about losing your data.

Before entering data into the EasyStep Interview, you need to gather some information. First, and

most importantly, you need to select a “start date” for your QuickBooks company file. The start date is the

date as of which you will enter all of the balances in the accounts used by your company file. Because of

this, you may want to pick a date that isn’t too far in the past, since you need to record each transaction that

has occurred from the start date through the current date to ensure you create a company file that is both

financially accurate and also ready for daily data entry.

Many people choose the last day of the previous financial period, such as a quarter or month, as

the start date. Remember you have to enter all of the transactions that have occurred from the start date

through the current date, or at least enter accurate journal entries representing those transaction values, to

use the company file and have accurate balances. So don’t go too far into the past if you don’t want to

spend hours performing data entry!

You also need to know the account balances of your checking, savings, and any other accounts

within the company file as of the start date. This can often be found on a balance sheet created as of the

start date. If that isn’t available, bank statements as of the start date can also be used.

You also need to have a Federal Employer Identification Number (FEIN) or the Social Security

Number found on your company’s tax returns. Once you have all of this information, you can start the

EasyStep Interview.

To create a company file in QuickBooks, select “File| New Company…” from the Menu Bar or click

the “Create a new company” button in the “No Company Open” dialog box that appears in QuickBooks

when there is no company file opened to show the “QuickBooks Desktop Setup” window. In this window,

select an option button to choose for whom you are creating the company file. Then click the “Other

Options” drop-down button and select the “Advanced Setup” command to start the EasyStep Interview.

Within the EasyStep Interview, you can see the “Interview Progress” meter at the left side of the

screen. As you complete the screens in the EasyStep Interview, your overall progress is reflected within this

meter. In the first screen, labeled “Enter your company information,” you enter information about your

company. Required fields are noted by a red asterisk to the left of the field name. Begin by entering the

name of your company into the “Company name” field. You can then move to the next field by simply
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Creating a Legal Company File

29.2- Making a Legal Company Using the EasyStep Interview- (cont’d.):

pressing the “Tab” key on your keyboard or by clicking into the next field with your mouse. The next field is

the “Legal name” field. This is most often the same thing as your “Company name” field, but can be different

for DBA businesses.

Next, enter either your FEIN or Social Security Number, as appropriate, into the “Tax ID” field. Then

enter your complete street address into the “Street address” field set. Enter your city into the “City” field.

Then select the abbreviation for your state from the “State” drop-down menu. Next enter your zip code into

the “Zip” field. Select your country from the “Country” drop-down menu, if necessary. Enter your phone

number and fax number, if desired, into the “Phone” and “Fax” fields using the formatting you want

displayed on your forms within QuickBooks, like invoices for example. You can enter a default e-mail

address for the company into the “E-mail address” field. You can also enter the website address of your

company into the “Web site” field, if you would like. Once you have finished entering data into this screen,

click the “Next >” button to continue.

The next screen, titled “Select your industry,” is the screen that allows you to create your legal

company file. So, scroll through the list and then select the “Legal Services” choice from the listing shown.

When you have made your industry selection, click the “Next >” button to continue.

The next screen asks how your company is organized. Select the option button that corresponds to

the legal structure of your company. This assists QuickBooks in choosing accounts for your company’s

chart of accounts and in assigning accounts to tax form lines. Once you have made your selection, click the

“Next >” button to continue.

In the next screen you select the first month of your fiscal year from the drop-down menu shown.

Your fiscal year is quite often the same as your tax year. A fiscal year is simply a 12-month period used for

reporting a company’s financial status. For many companies, the first month of the fiscal year is “January.”

This allows them to have the fiscal year coincide with the income tax year. Once you have selected the first

month in your fiscal year, click the “Next >” button to continue.

In the next screen, titled “Set up your administrator password,” you can create a password for the

“Administrator” account of your company file. The “Administrator” account has access to all of your

company’s financial information. However, you can create users and assign access privileges at any time.

An administrator password is required to restore a data file that contains sensitive data, like credit card

numbers, social security numbers, or FEIN information. To create a password for the “Administrator”

account, enter it into both the “Administrator password” and “Retype password” fields. If you do this, make

sure that you know what this password is. Also, note that passwords you create are case-sensitive. When

you are ready, click the “Next >” button to continue.

In the next screen, called “Create your company file,” you create the actual QuickBooks company

file that you will use. This is when you decide what to name the company file, and where you will save it.

Note this information, as you will most likely need it later. When you are ready to save the company file, you

can click the “Next >” button to continue. This will launch the “Filename for New Company” dialog box. This

is a standard Windows “Save As” dialog box. So, you use it to select the folder into which you want to save

the company file. Once you have selected where you want to save the company file, you can then enter the

name that you want to give to the company file into the “File name:” field. This defaults to the name of the

company, but you can change it if needed. Once you know where you will save the file and what you will

name it, click the “Save” button to save the company file and return to the EasyStep Interview.

The next screen in the EasyStep Interview is the “Customizing QuickBooks for your business”

screen. This screen informs you that the next several screens will customize your QuickBooks company file

by asking you questions about your company, your customers, and how you pay your bills. At this point and

hereafter, you can click the “Leave…” button in the lower-left corner of the EasyStep Interview screen to
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Creating a Legal Company File

29.2- Making a Legal Company Using the EasyStep Interview- (cont’d.):

save your progress and return later to complete the EasyStep Interview, if needed. Once you are ready to

continue, click the “Next >” button.

Next, for your industry selection, the EasyStep Interview shows a series of screens that allow you to

customize your legal company file. Answer any questions posed in each screen and then click the “Next >”

button to continue until you have finished customizing your company file.

When you have finished answering all of the questions in the EasyStep Interview, you will see the

final congratulations screen. Click the “Go To Setup” button to open a window that instructs you to create

your customers, inventory, and vendors. You can close this window when you are finished reviewing the

next steps that you should take to complete setting up your company file.

29.3- Reviewing the Default Chart of Accounts:

After you initially create your company file, you should review the chart of accounts to add, edit or

remove any accounts, as needed. Please review the lesson titled “The Chart of Accounts” in Chapter 3 if

you need help adding, editing, and deleting accounts within the chart of accounts. Before you make any

changes, however, you should inspect the default chart of accounts provided by QuickBooks so you can

see what changes you would like to make.

Note that, by default, QuickBooks doesn’t display account numbers for the accounts it creates. If you

would like to assign account numbers, you can enable that feature within the “Preferences” window within

QuickBooks. To do this, select “Edit| Preferences…” from the Menu Bar to open the “Preferences” window.

Next, click the “Accounting” category shown in the list at the left side of the window. Then click the

“Company Preferences” tab at the right side of the window. You can then click the checkbox that states

“Use account numbers” to enable account numbers within QuickBooks. Then click the “OK” button to apply

the change to your company file.

You can use up to 7 digits within your account numbers, although by default you receive 5-digit

accounts numbers. QuickBooks uses the following standard numbering convention that you should adhere

to when creating new accounts.

Assets: 10000-19999

Liabilities: 20000-29999

Equity: 30000-39999

Income: 40000-49999

Expenses (Cost of Goods Sold): 50000-59999

Expenses (Non-COGS): 60000-69999

Other Income: 70000-79999

Other Expenses: 80000-89999

Non-posting Accounts: 90000-99999

Also note that you may need to add additional accounts for trust management into your chart of

accounts within QuickBooks. QuickBooks gives you an asset account named “Client Trust Account” into

which you can place these funds. You can use subaccounts to separate funds for the individual trust

accounts held. If managing trusts, you should review chapters 30, 31, and 32 within this manual.
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Creating a Legal Company File

29.4- Entering Vendors:

After creating the company file and reviewing the chart of accounts, you should add any vendors to

your “Vendor List.” You only need to add beginning balances for vendors to whom you owed money as of

the “start date” of your QuickBooks company file. You can add more vendors to your Vendor List, as

needed. However, if managing trust accounts, you should also add your own law firm to the vendor

list. This is due to the fact that your law firm may occasionally be paid from the client’s trust account instead

of receiving payment from the client directly. In this case, you need to enter the bill to the client’s trust

account and list your firm as the vendor within the bill.

To review the process of entering a vendor record, please review the lesson titled “The Vendors

List” in Chapter 3 of this manual. Unlike most vendor records you create within QuickBooks, when you enter

your own law firm as a vendor, you will typically set the default account used to an income account. That

way, when the bill is paid from the client’s trust account, it will accurately show up as income earned for the

firm, versus being shown as an expense for the firm.

29.5- Entering Clients and Cases:

After you have finished creating your initial vendors within your QuickBooks company file, you

should then enter any clients and cases who owed you money as of the “start date” of the company file. You

can always add additional clients and cases, as the need arises, later on.

Note that clients are often referred to within the QuickBooks program as “customers,” while your

cases, matters, and projects are collectively referred to as “jobs.” Therefore, you enter both your clients and

cases as customers and jobs into the “Customer:Job List” within QuickBooks.

To enter your clients into QuickBooks, please review the lesson titled “The Customers & Jobs List”

in Chapter 3. To enter your cases into QuickBooks, please review the lesson titled “Creating a Job” in

Chapter 18 to learn how to enter jobs for customers into QuickBooks.

When creating the cases (or projects and matters) as jobs within the “New Job” window, you should

note that it’s very common for a single case to have multiple billing rates. You may also have differing rates

for each client or case. You should take advantage of the “Custom Fields” within the “Customers” list to

create multiple custom fields such as “Partner Rate” and “Paraprofessional Rate.” You should review the

lesson titled “Using Custom Fields” in Chapter 3 to review the process for creating custom customer fields, if

needed.

You can enter these rates into the “Additional Info” tab when creating a new job to show the various

rates available for that client/case when creating invoices. This allows you to easily override the default

billing rate associated with the line items for a specific case when creating invoices for this matter in the

future.

You should also add these custom billing rate fields to your invoice templates so they will appear

when performing data entry within the invoice template but will not appear in the printed version you send

to clients. To learn how to add custom fields to invoices, you should review the lesson titled “Performing

Advanced Customization” in Chapter 17. When customizing the invoice, click the “Header” tab to show any

custom customer fields you have created. You can then check the “Screen” checkbox next to those client

billing rate fields so that they will be available onscreen when creating the invoice. This will allow the user

who creates the invoices to see the rates available for the case and override the line item rates, if needed,

but not display these rates on the printed copy that you send to the client.
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Creating a Legal Company File

29.6- Enabling Class Tracking for Law Firms:

You can enable classes within QuickBooks to classify all transactions for reporting purposes. As

used within law firms, classes often represent individual lawyers, partners, or departments within the firm.

You can then create reports within QuickBooks that can detail transaction amounts by class. For example, if

you create a class for each partner in a law firm, then you can easily review the income earned by a

particular law firm partner by using classes. You could also generate a report that lists all transactions

classified to a specified partner. However, before you can create the classes within your company file, you

must first enable class tracking within QuickBooks.

To enable class tracking within QuickBooks, select “Edit| Preferences…” from the Menu Bar to open

the “Preferences” window. Then click the “Accounting” icon at the left side of the window. In the area to the

right, click the “Company Preferences” tab and then check the “Use class tracking for transactions”

checkbox. You should also check the “Prompt to assign classes” checkbox to remind the person that

performs data entry within QuickBooks to classify all transactions entered. When finished, click the “OK”

button to enable classes.

Next, enter the partners and/or departments by which you want to classify your transactions into the

“Class List” within QuickBooks. You can open this list by selecting “Lists| Class List” from the Menu Bar.

Within the “Class List” window you can see two default classes shown. You can rename these two classes

if desired, by simply editing the classes, or you can delete them and create new classes for your law firm.

To edit a class shown, first select the class to change within the “Class List” window. Then click the

“Class” button in the lower-left corner of the window and select the “Edit Class” command from the pop-up

menu that appears. Within the “Edit Class” window, enter a new description into the “Class Name” text box

and then click the “OK” button to approve your changes when finished.

To delete a class shown in the window that has not been used in any transactions, select the class

to delete and then click the “Class” button in the lower-left corner of the window. Then select the “Delete

Class” command from the pop-up menu that appears. In the “Delete Class” confirmation dialog box that

appears, click the “OK” button to delete the selected class.

To create a new class, click the “Class” button in the lower-left corner of the “Class List” window and

select the “New” command from the pop-up menu that appears. In the “New Class” window, enter the name

of the partner/department into the “Class Name” text box. Optionally, note that if you wish to make this new

class a “subclass” of another class you have created, for example- the lawyers within a department, select

the “Subclass of” checkbox and then use the adjacent drop-down menu to select the main class underneath

which the current entry will be classified. After entering the class information, click the “OK” button to add

the new class into your “Class List.”

In the future, when entering transactions into QuickBooks, you will see a new “Class” drop-down

menu appear within the transaction forms. You can then select the desired value from the drop-down to

classify the transactions, as needed. If you enabled the “Prompt to assign classes” checkbox within the

“Preferences” window, any unclassified transaction you create will prompt you to classify it before closing

the transaction window, if you accidentally save an unclassified transaction in the future. This creates a

valuable double-check to ensure appropriate classifying of transactions for accurate reporting in the future.Sam
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Creating a Legal Company File

29.7- Creating Billing Line Items:

Line items are simply the various types of items you create within the “Item List” for use within the

line item areas in your purchase and sales forms. Since you will want to use the same item to track income

for legal services provided, as well as expenses for payments to partners, you will set the items up as

“double-sided services” within the “Item List” in QuickBooks. A “double-sided” service is simply a service

item you create that can be used to track income when used in sales forms and also track expense when

used to pay the partners in the firm for their billable hours. The vast majority of your legal services provided

will be set up as double-sided services for ease of use within QuickBooks. This allows you to use

timesheets to record the hours a partner spends performing the service. You can then use these recorded

timesheet hours to invoice the client, and also pay the partners for the services rendered, if the partners are

paid an hourly rate for billable hours.

To create the items, first open the “Item List” within QuickBooks by selecting “Lists| Item List” from

the Menu Bar. If you need assistance in creating reimbursable service items, please review the lesson titled

“Setting Up Inventory” in Chapter 5 and “Service Items” in Chapter 6 of this manual. When creating double-

sided services, you will need to check the “This service is used in assemblies or is performed by a

subcontractor or partner” checkbox to display both the “Purchase Information” and “Sales Information”

sections within the “New Item” window. Then select the desired “Partner Drawing” equity account for the

“Expense Account” side of the item and select the desired “Legal Fee Income” account for the “Income

Account” side of the item. Also, if you pay partners based on billable hours, be sure to enter the billable rate

for the partner into the “Cost” field and be sure to set up separate billable rate items for each partner.
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ACTIONS-

Creating a Legal Company File

CREATING A NEW LEGAL COMPANY FILE USING EXPRESS START:

1. The “QuickBooks Desktop Setup” screen appears when you first open QuickBooks Desktop.

2. To open the “QuickBooks Desktop Setup” screen at any other time, select “File| New Company…” 

from the Menu Bar or click the “Create a new company” button in the “No Company Open” window.

3. To use the Express Start feature, select either the “For myself (I’m the admin)” or the “For someone 

else” option button in the “QuickBooks Desktop Setup” screen.

4. To continue using the Express Start setup, click the “Start Setup” button to continue.

5. If you selected the “For myself (I’m the admin)” option button, then the next screen lets you sign in 

with an existing Intuit ID or create a new one.

6. To sign in with an existing Intuit ID, enter the Intuit ID or e-mail address associated with the Intuit ID 

into the “User ID” field.

7. Then enter the password for the Intuit ID into the “Password” field.

8. Then click the “Sign In” button to sign in.

9. Alternatively, to create a new Intuit account, click the “Create an account” link in this page to show 

an account creation screen.

10. Then enter an email address to use for the Intuit ID into the “Email” field.

11. Optionally, enter a phone number into the “Phone (recommended)” field.

12. Enter an account password into the “Password” and “Confirm password” fields.

13. Finally, click the Create account” button to create the new account.

14. Alternatively, to sign in later using your Intuit ID, click the “Sign in later” button at the bottom of this 

screen.

15. After signing-in or skipping it entirely if you chose the “For someone else” option button on the 

first screen, the next screen requires you to enter your company’s name, as you want it to appear to 

customers and vendors, into the “Business Name” field.

16. Click the “Help me choose” hyperlink by the “Industry” field to open the “Select Your Industry” window.

17. Scroll through the “Industry” list at the left side of this window until you find the “Legal Services” industry 

choice and click that choice to select it.

18. The chart of accounts for a “Legal Services” company file appears at the right side of the window for you 

to review, if desired.

19. After making your industry selection, click the “OK” button to return to the Express Start screen.

20. Use the “Business Type” drop-down to select the legal structure of your company file.

21. Then enter the email address for the company’s administrator into the “Admin’s email” field.

22. Optionally, you can enter your company’s FEIN (Federal Employer Identification Number) or your social 

security number into the “Employer Identification Number (EIN)” field.

23. You can enter the main business phone number into the “Phone” field.

24. You can enter your business address into the “Business Address” fields and then enter the associated 

city, state, zip, and country into the “City,” “State,” “Zip,” and “Country” fields.

25. After completing the fields in this screen, click the “Create Company” button to continue.

26. A “Working” message box then appears to show the program’s progress at creating your company file.

27. When completed, the message box will disappear, and you will see your new company file appear along 

with the “Finish” screen of the “QuickBooks Desktop Setup” window.

28. If desired, you can click any of the “Learn More” buttons shown in the “QuickBooks Desktop Setup” 

window to learn more about the additional features shown.

29. To begin entering data, click the “Start Working” button in the “QuickBooks Desktop Setup” screen.
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ACTIONS-

Creating a Legal Company File

CREATING A NEW LEGAL COMPANY FILE USING THE EASYSTEP INTERVIEW:

1. To create a company file using the EasyStep Interview, select “File| New Company…” from the 

Menu Bar or click the “Create a new company” button in the “No Company Open” dialog box that 

appears in QuickBooks if no company file is opened to show the “QuickBooks Desktop Setup” window.

2. To start the EasyStep Interview, select an option button to choose for whom you are creating the 

company file in the “QuickBooks Desktop Setup” window.

3. Then click the “Other Options” drop-down button and select the “Advanced Setup” command.

4. In the “EasyStep Interview” window, enter your company’s name into the “Company name” field.

5. Then enter the company’s legal name into the “Legal name” field.

6. Enter either your FEIN or Social Security Number, as appropriate, into the “Tax ID” field.

7. Enter your complete street address into the “Street address” field set.

8. Enter your city into the “City” field.

9. Select the abbreviation for your state from the “State” drop-down menu.

10. Enter your zip code into the “Zip” field.

11. Select your country from the “Country” drop-down menu, if necessary.

12. Enter your phone number and fax number, if desired, into the “Phone” and “Fax” fields using the 

formatting which you would like to have displayed on your forms within QuickBooks.

13. Enter a default e-mail address for the company into the “E-mail address” field.

14. Enter the website address of your company into the “Web site” field, if you would like.

15. Once you have finished entering your data into this screen, you can click the “Next >” button to continue.

16. The next screen, titled “Select your industry,” select the “Legal Services” choice.

17. When you have made your industry selection, click the “Next >” button to continue.

18. Select the option button that corresponds to the legal structure of your company.

19. Once you have made your selection, click the “Next >” button to continue.

20. Select the first month of your fiscal year from the drop-down menu shown.

21. Once you have selected the first month in your fiscal year, click the “Next >” button to continue.

22. In the next screen, titled “Set up your administrator password,” you can enter a password into both the 

“Administrator password” and “Retype password” fields. If you do this, make sure that you know what 

this password is. Also, note that passwords you create are case-sensitive.

23. When you are ready, click the “Next >” button to continue.

24. In the next screen, called “Create your company file,” click the “Next >” button to continue.

25. In the “Filename for New Company” dialog box, select the folder into which you want to save the file.

26. Enter the name that you want to give to the company file into the “File name:” field. 

27. Click the “Save” button to save the company file and return to the EasyStep Interview.

28. The next screen in the EasyStep Interview is the “Customizing QuickBooks for your business” screen. 

This screen informs you that the next several screens will customize your QuickBooks company file by 

asking you questions about your company, your customers, and how you pay your bills. At this point 

and hereafter, you can click the “Leave…” button in the lower-left corner of the EasyStep Interview 

screen to save your progress and return later to complete the EasyStep Interview, if needed.

29. Once you are ready to continue, click the “Next >” button.

30. Next, the EasyStep Interview shows a series of screens that allow you to customize your company file 

for your legal services company. Answer the questions posed in each screen and click the “Next >” 

button to continue until you have finished customizing your company file.

31. When finished with the EasyStep Interview, the final congratulations screen appears. Click the “Go To 

Setup” button to open a window that instructs you to create your customers, inventory, and vendors. 

Close this window to complete setting up your company file.
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ACTIONS-

Creating a Legal Company File

ENABLING ACCOUNT NUMBERS WITHIN A COMPANY FILE:

1. To enable account numbering, select “Edit| Preferences…” from the Menu Bar

2. In the “Preferences” window, click the “Accounting” category in the list at the left side of the window.

3. Then click the “Company Preferences” tab at the right side of the window.

4. Click the checkbox that states “Use account numbers” to enable account numbers within QuickBooks.

5. Click the “OK” button to apply the changes to your company file.

ENTERING YOUR LAW FIRM AS A VENDOR:

1. To enter your law firm as a vendor, open the “New Vendor” window within QuickBooks.

2. Enter the name of your law firm into the “Vendor Name” text box. Do not enter an opening balance.

3. Click the “Address Info” tab in the “New Vendor” window.

4. Enter the name of the law firm into the “Company Name” field. If you are a sole practitioner, you can 

enter your name into the “Mr./Ms./…,” “First Name,” “M.I.,” and “Last Name” fields.

5. Enter your job title into the “Job Title” field.

6. Enter your contact information you wish to record into the next eight fields that are available. For each 

field, you can select what data to record by choosing the name of a data field from the drop-down field 

labels shown. Then record the associated information within the adjacent data field to the right of each 

drop-down field label. The data fields shown by default are, from top to bottom and left to right: “Main 

Phone,” “Work Phone,” “Mobile,” “Fax,” “Main Email,” “CC Email,” “Website” and “Other 1.” Your choices 

of alternate fields for which you can substitute the default information are: “Home Phone,” “Alt. Phone,” 

“Alt. Mobile,” “Alt. Fax,” “Alt. E-mail 1,” “Alt. Email 2,” “LinkedIn,” “Facebook,” “Twitter,” “URL 1,” “URL 2,” 

“URL 3,” “URL 4,” “Skype ID,” “Other 2,” and “Other 3.”

7. In the “Address Details” section at the bottom of this tab, type your billed from address directly into the 

“Billed From” text box or click the “Edit” button to the right of the “Billed From” field and enter the billing 

address into the fields within the “Edit Address Information” window that appears.

8. If you choose to enter the address information into the “Edit Address Information” window, click the “OK” 

button when finished to display the address you entered within the “Billed From” text box.

9. If the shipped from address is the same as the billed from address, click the “Copy >>” button to copy 

the billing information into the “Shipped From” text box that appears to the right. If they are not the 

same, enter the shipping address into the “Shipped From” text box.

10. When finished, click the “Payment Settings” tab at the left side of the “New Vendor” window.

11. Skip the “Account No.” field.

12. Skip the “Credit Limit” field.

13. Use the “Payment Terms” drop-down field to select your terms.

14. Enter your name as you want it to appear on checks you issue for payments to your company into the 

“Print Name on Checks as” field.

15. Skip the “Tax Settings” tab.

16. Click the “Account Settings” tab to continue.

17. Use the three drop-down fields shown to enter up to three accounts that can appear automatically when 

you enter a bill for yourself. Note that for your own vendor record, these accounts will typically be 

“Income” accounts. These accounts will appear within the “Account” fields in a bill if you select your own 

vendor record when entering the bill. This can save you some time if you always attribute the amounts 

to the same account or accounts.

(cont’d.)
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ACTIONS-

Creating a Legal Company File

ENTERING YOUR LAW FIRM AS A VENDOR- (CONT’D.):

18. When finished, click the “Additional Info” tab to continue.

19. Use the “Vendor Type” drop-down to select a vendor type from the drop-down available or enter a new 

vendor type into the “Vendor Type” drop-down.

20. At the right side of the “Additional Info” tab, enter any custom field values for any custom fields that you 

have created.

21. When finished, click the “OK” button to save the vendor record and close the window.

ENTERING CLIENTS AND CASES:

1. To enter your clients into QuickBooks, please review the lesson “The Customers & Jobs List” in 

Chapter 3 of this manual.

2. To enter your cases into QuickBooks, please review the lesson “Creating a Job” in Chapter 18 of this 

manual to learn how to enter jobs for customers into QuickBooks.

3. When creating the cases (or projects and matters) as jobs within the “New Job” window, you should 

note that it’s very common for a single case to have multiple billing rates. You may also have differing 

rates for each client or case. You should take advantage of the “Custom Fields” within the “Customers” 

list to create multiple custom fields such as “Partner Rate” and “Paraprofessional Rate.” You should 

review the lesson “Using Custom Fields” in Chapter 3 to review the process for creating custom 

customer fields, if needed.

4. You can enter these rates into the “Additional Info” tab when creating a new job to show the various 

rates available for that client/case when creating invoices. This allows you to easily override the default 

billing rate associated with the line items for a specific case when creating the invoices for this matter.

5. You should also add these custom billing rate fields to your invoice templates so that they will appear 

when performing data entry within the invoice template but will not appear in the printed version that you 

send to clients. To learn how to add custom fields to invoices, you should review the lesson “Performing 

Advanced Customization” in Chapter 17 of this manual.

6. When customizing the invoice, click the “Header” tab to show any custom customer fields you have 

created. You can then check the “Screen” checkbox next to those client billing rate fields so that they 

will be available onscreen when creating the invoice. This will allow the user who creates the invoices to 

see the rates available for the case and override the line item rates, if needed, but not display these 

rates on the printed copy that you send to the client.

ENABLING CLASS TRACKING WITHIN QUICKBOOKS:

1. To enable class tracking, select “Edit| Preferences…” from the Menu Bar.

2. In the “Preferences” window that opens, click the “Accounting” icon at the left side of the window.

3. Click the “Company Preferences” tab and then check the “Use class tracking for transactions” checkbox.

4. You should also check the “Prompt to assign classes” checkbox to remind the person that performs data 

entry within QuickBooks to classify all transactions entered.

5. When finished, click the “OK” button to enable classes.

6. Next, enter the partners and/or departments into the “Class List” within QuickBooks. You can open this 

list by selecting “Lists| Class List” from the Menu Bar.

(cont’d.)
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ACTIONS-

Creating a Legal Company File

ENABLING CLASS TRACKING WITHIN QUICKBOOKS- (CONT’D.):

7. Within the “Class List” window you can see two default classes shown. You can rename these two 

classes if desired, by simply editing the classes, or you can delete them and create new classes.

8. To edit a class shown, first select the class to change within the “Class List” window. Then click the 

“Class” button in the lower-left corner of the window and select the “Edit Class” command from the pop-

up menu that appears.

9. Within the “Edit Class” window you can then enter a new description into the “Class Name” text box, and 

then click the “OK” button to approve your changes when finished.

10. To delete a class shown in the window that has not been used in any transactions, select the class to 

delete and then click the “Class” button in the lower-left corner of the window. Then select the “Delete 

Class” command from the pop-up menu that appears.

11. In the “Delete Class” dialog box that appears, click the “OK” button to delete the selected class.

12. To create a new class, click the “Class” button in the lower-left corner of the “Class List” window and 

then select the “New” command from the pop-up menu that appears.

13. In the “New Class” window, enter the name of the partner/department into the “Class Name” text box.

14. Note that if you wish to make this new class a “subclass” of another class that you have created, for 

example- the lawyers within a department, then select the “Subclass of” checkbox and then use the 

adjacent drop-down menu to select the main class underneath which the current entry will be classified.

15. Click the “OK” button to add the new class into your “Class List.”

16. To classify transactions in the future when entering them into QuickBooks, use the “Class” drop-

down that appears in the transaction forms to select the desired value from the drop-down to classify the 

transactions, as needed.

17. If you enabled the “Prompt to assign classes” checkbox within the “Preferences” window, any 

unclassified transaction you create will prompt you to classify it before closing the transaction window if 

you accidentally save an unclassified transaction in the future. This creates a valuable double-check to 

ensure appropriate classifying of transactions for accurate reporting.

CREATING BILLING LINE ITEMS:

1. To create the billing line items, first open the “Item List” within QuickBooks by selecting “Lists| Item 

List” from the Menu Bar.

2. If you need assistance in creating reimbursable service items, please review the lesson “Setting Up 

Inventory” in Chapter 5 and “Service Items” in Chapter 6 of this manual.

3. When creating double-sided services, you will need to check the “This service is used in assemblies or 

is performed by a subcontractor or partner” checkbox in order to display both the “Purchase Information” 

and “Sales Information” sections within the “New Item” window.

4. You can then select the desired “Partner Drawing” equity account for the “Expense Account” side of the 

item and select the desired “Legal Fee Income” account for the “Income Account” side of the item.

5. Also, if you pay partners based on billable hours, be sure to enter the billable rate for the partner into the 

“Cost” field and be sure to set up separate billable rate items for each partner.Sam
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EXERCISES-

Creating a Legal Company File

Purpose:

To create a basic legal company file and then prepare the file for basic trust accounting and trust fund

management.

Exercises:

1. Start the QuickBooks application, if necessary.

2. Select “File| New Company…” from the Menu Bar.

3. Click the “Other Options” drop-down button in the “QuickBooks Desktop Setup” screen and then click

the “Advanced Setup” command in the drop-down menu to start the EasyStep Interview.

4. In the “Enter your company information” screen, type the information as shown in the screenshot below,

and then click the “Next >” button to continue.

(cont’d.)
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EXERCISES-

Creating a Legal Company File
Exercises- (cont'd.):

5. In the “Select your industry” screen, select the “Legal Services” choice from the listing shown and then

click the “Next >” button to continue.

6. In the “How is your company organized?” screen select the “Partnership or LLP” choice from the options

shown onscreen, and then click the “Next >” button to continue.

7. In the “Select the first month of your fiscal year” screen select “January” from the drop-down menu, and

then click the “Next >” button to continue.

8. In the “Set up your administrator password” screen, type “coMp1ex” into the “Administrator password”

and “Retype password” fields and then click the “Next >” button to continue.

9. On the “Create your company file” screen click the “Next >” button to continue.

10. Save the file with the name given into the default directory by simply clicking the “Save” button within the

“Filename for New Company” dialog box.

11. Read the “Customizing QuickBooks for your business” screen and click “Next >” to continue.

12. In the “What do you sell?” screen, select the “Services only” option and then click “Next >” to continue.

13. In the “Do you charge sales tax?” screen, select the “No” option and then click the “Next >” button to

continue.

14. In the “Do you want to create estimates in QuickBooks?” screen, select the “No” option and then click

the “Next >” button to continue.

15. In the “Using statements in QuickBooks” screen, select the “Yes” option, and then click the “Next >”

button to continue.

16. In the “Using invoices in QuickBooks” screen, select the “Yes” option and then click the “Next >” button

to continue.

17. In the “Using progress invoicing” screen, select the “No” option and then click the “Next >” button to

continue.

18. In the “Managing bills you owe” screen, select the “Yes” option and then click the “Next >” button to

continue.

19. In the “Tracking time in QuickBooks” screen, select the “Yes” option and then click the “Next >” button to

continue.

20. In the “Do you have employees?” screen, select the “Yes” option, check the “We have W-2 employees”

checkbox, and then click the “Next >” button to continue.

21. In the “Using accounts in QuickBooks” screen, click the “Next >” button to continue.

22. In the “Select a date to start tracking your finances” screen, select the “Beginning of this fiscal year”

option and then click the “Next >” button to continue.

23. In the “Review income and expense accounts” screen, place a checkmark in front of all of the

unchecked accounts to add all listed accounts shown and then click the “Next >” button to continue.

24. In the “Congratulations!” screen, click the “Go to Setup” button to quit the EasyStep Interview and start

creating your company file’s items.

25. Close the “QuickBooks Desktop Setup” window that opens.

26. Select the “You sign in on your admin’s behalf…” option button in the “Intuit Account” screen, click

“Proceed,” click the “Skip for now” link, then click the “OK” button.

27. Select “Edit| Preferences…” from the Menu Bar in order to open the “Preferences” window.

28. Select the “Accounting” icon at the left side of the “Preferences” window and then click the “Company

Preferences” tab to the right.

29. Check the “Use account numbers” and “Use class tracking for transactions” checkboxes. Check the

“Prompt to assign classes” check box, if it is unchecked.

(cont’d.)
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EXERCISES-

Creating a Legal Company File
Exercises- (cont'd.):

30. Select the “Desktop View” category icon at the left side of the “Preferences” dialog box.

31. Select the “One Window” option button in the “View” section of the “My Preferences” tab.

32. Click the “OK” button in the “Preferences” window to set your preferences.

33. Select “Vendors| Vendor Center” from the Menu Bar to open the Vendor Center.

34. Click the “New Vendor…” button in the upper-left corner of the “Vendor Center” and select the “New

Vendor” command from the drop-down menu to open the “New Vendor” window.

35. You will now enter the law firm as a vendor for trust management and billing by typing “Brown &

Associates, P.C.” into the “Vendor Name” and “Company Name” fields.

36. Click the “Account Settings” tab and then select “45400- Legal Fee Income” from the first account prefill

drop-down menu to set the income account as the vendor default when used in transactions within

QuickBooks.

37. Click the “OK” button within the “New Vendor” window to save the record.

38. Press the “Esc” key on your keyboard to close the Vendor Center window.

39. Select “Customers| Customer Center” from the Menu Bar.

40. Click the “New Customer & Job” button in the upper-left corner of the “Customer Center” window and

then select the “New Customer” command from the drop-down menu that appears.

41. In the “New Customer” window, enter “Doe, Jon” as the “Customer Name.”

42. Enter “Jon” into the “First Name” field and “Doe” into the “Last Name” field.

43. Click the “Additional Info” tab, and then click the “Define Fields” button.

44. Type “Partner Rate” into the “Label” column, and then check the “Cust” column to the right.

45. Click the “OK” button to add that field to the “Customer:Job” list and click “OK” in the “Information”

message box that appears.

46. In the “Partner Rate” field within the “Custom Fields” area, enter “200.00.”

47. Click the “OK” button to save the client into the “Customer:Job” list.

48. Ensure that “Doe, Jon” is selected within the “Customers & Jobs” tab, and then click the “New Customer

& Job” button in the upper-left corner of the “Customer Center.”

49. Select “Add Job” from the drop-down menu to open the “New Job” window.

50. Type “Trust Fund Account” into the “Job Name” field at the top of the window.

51. Click the “OK” button within the “New Job” window to add the case to the selected customer.

52. Press the “Esc” key on your keyboard to close the “Customer Center window.

53. Select “Lists| Templates” from the Menu Bar.

54. Select the “Intuit Professional Invoice” within the “Templates List.”

55. Click the “Templates” button in the lower-left corner of the window and then select the “Edit Template”

command from the pop-up menu that appears.

56. Click the “Additional Customization…” button at the bottom of the “Basic Customization” window.

57. Click the “Make a Copy” button in the “Locked Template” message box that appears.

58. On the “Header” tab, check the “Screen” checkbox next to the “Partner Rate” label and then click “OK” in

the “Layout Designer” message that appears.

59. Click the “OK” button within the “Additional Customization” window.

60. Click the “OK” button within the “Basic Customization” window.

61. Note the name of the invoice template for later use and then press the “Esc” key on your keyboard to

close the “Templates List.”

62. Select “Lists| Class List” from the Menu Bar.

(cont’d.)
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EXERCISES-

Creating a Legal Company File
Exercises- (cont'd.):

63. Select “Partner/Location #1” within the list, click the “Class” button in the lower-left corner of the window,

and then select the “Edit Class” command from the pop-up menu.

64. Type “Bob Brown” into the “Class Name” text box and then click the “OK” button.

65. Select “Partner/Location #2” within the list, click the “Class” button in the lower-left corner of the window,

and then select the “Edit Class” command from the pop-up menu.

66. Type “Dan Smith” into the “Class Name” text box and then click the “OK” button.

67. Press the “Esc” key on your keyboard to close the “Class List” window.

68. Select “Lists| Item List” from the Menu Bar.

69. Click the “Item” button in the lower-left corner of the list window, and then select the “New” command

from the pop-up menu that appears.

70. In the “New Item” window, select “Service” from the “Type” drop-down.

71. Type “Legal Services- Bob Brown” into the “Item Name/Number” field.

72. Check the “This service is used in assemblies or is performed by a subcontractor or partner” checkbox.

73. Type “Legal Services” into both the “Description on Purchase Transactions” and the “Description on

Sales Transactions” text boxes.

74. Enter “150.00” into the “Cost” field.

75. Select “30900- Partner 1 Draws” for the “Expense Account.”

76. Type “200.00” into the “Sales Price” field.

77. Select “45400- Legal Fee Income” from the “Income Account” drop-down.

78. Click the “OK” button to save the item.

79. Press the “Esc” key on your keyboard to close the “Item List” window.

80. To close the company file, select “File| Close Company” from the Menu Bar. Note that you will need

this company file to complete the exercises in the following chapters. You will need to enter the

administrator password of “coMp1ex” each time you open this company file in the future. The

exercises build upon each other and must be completed in sequential order.
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