Simple List to get QuickBooks Online up and running
Before you start you need the following materials:

· Current budget

· Most recent bank statement and reconciliation
· Check register

· Enrollment report (automatically send to chapter at the beginning of each semester or call the Central Office)
· Current list of accounts receivable

· Current list of accounts payable

· Obtain Username and Password from Central Office

· Confirm your computer meets minimal requirement to run software

· List of current vendors including addresses
· Delta Tau Delta dues sheet (it lists division, annual, pledge, initiation, and their due dates)

Setting up account and beginning 
· Log in: https://login.quickbooks.com
· Check company preferences to ensure all settings are correct (company – preferences) 
· Confirm user information is correct (i.e. email)(company – company overview – user list)

Entering data 

· Set up banking account and beginning balance (balance from previous month’s bank reconciliation)
· Set up budget for the current year (use old budget as a template) (company – budgets)
· Fill out mini interview when creating a new budget. Unless you are importing data from a budget you already have in QuickBooks Online, you will build one from scratch. Do not sub divide, select fiscal year (fall semester, spring semester), Name budget i.e. Academic Year 2004-2005 (use the appropriate fall and spring years). Begin filling out budget. 
· Set up members list (use enrollment report to fill out members list, use member’s permanent home address as their address) (members – members list - new) 
· If members have outstanding balances, include this balance as “opening balance” when you establish each member. 
· Enter existing vendors (vendors – vendors list – new)

· Establish opening balance (use most recent bank statement) (banking – make journal entry)

Daily or Monthly activities
· Invoice members, must invoice members to reflect A/R (members – create invoice)
· Create statements for chapter meetings and/or display of A/R  (members – create statement)
· Write checks (banking – write check)
· Pay bills 5-7 days before they are due (allow for mailing time)
· Reconcile  bank statement 
Resources

· Online support; Intuit support is excellent, we have three dedicated support representatives just for our accounts. They have copies of our chart of accounts and are trained on our specific service needs.

· Delta Tau Delta Fraternity website: http://www.delts.org/officers/index.shtml#treasurer
