Simple Quickbooks Conversion
Find out ahead of time:
1. Is your prior system a cash basis or accrual basis?  This will define how data is entered.  If income or expense has already been recognized in the prior system, we don’t want to recognize it again.  But, we do want to record outstanding balances so that everything is entered consistently.  *If you see “Work in Progress” or “Work in Process” on your balance sheet, please see Notes at the end of this document.

2. Has sales tax has been paid on your invoiced items? Generally we assume that if income was recognized, sales tax has also been paid.
Accrual Basis

Most of our new users are coming from simple accounting systems that do NOT carry Work in Progress (or process).  In this case, we assume that Accounts Payable was generated when a vendor invoice was received, which also signifies that the item is basically complete and the client was invoiced when the vendor invoice was received.
 In this case, cost of goods sold was recognized when accounts payable was created, so we don’t want to duplicate expenses for these items.  *If you see “Work in Progress” or “Work in Process” on your balance sheet, please see Notes at the end of this document.
Print a Trial Balance from QB and enter as one big journal entry into Studio.  All sub-ledgers will be entered to an “old” account.  Ex: A/R Old, A/P Old, etc.  If all accounts are entered, the net of those accounts balances should be 0.00.  If you are starting at the beginning of your fiscal year, you need only enter Assets, Liabilities and Equity.
A/R – Create time billing invoices.  


Use A/R Old in the “Income” account field, do not tax, date in month of beginning balance example: 
5/31 when starting 6/1 so that they do not show up on your sales tax report.  Depending on when you are entering these, you may need to set your “Current Date” (Files | Current Date) to reflect the correct date at the time you create the invoice, otherwise the invoices will dated the date that you create them. This assumes that you have already paid sales tax on these invoices.
A/P – Create office checks.


Use A/P Old in the expense account field.  Use the appropriate invoice date.
ALL other items (not yet invoiced in your old system) must be created in Studio.  Because QuickBooks can only go from either a Quote to an Invoice OR a PO to an Invoice and not do all three, somewhere along the line in QuickBooks, you would have to enter the item again anyway.  Just do it in Studio and have all of the detail there.  This includes items ordered in QuickBooks, but not yet invoiced.
C/D – Once the item has been created in Studio, receive the client deposits into Studio as normal client deposits, 
Change the cash account to C/D old.

This goes for both applied and unapplied.  Many times QuickBooks users have this included in A/R Old as a negative invoice.  If this is the case, simply use the A/R Old account in the cash account field.
Vendor Deposits – Enter a manual PO check against each PO.

Change the cash account to Vendor Deposits Old
Inventory – Enter inventory list (descriptions, costs, etc.)  

Owned Inventory

      Change “Inventory Adjustments” account in System Master to Inventory Old and manually “Adjust” by clicking “Adjust” at the top of the inventory screen.  The cost of the inventory adjustment equals the total of the inventory on hand.  For example, if you have two lamps at $50.00 each, you would enter a quantity of 2 and a cost of $100.00.
I prefer to date ALL carry forward info as the last day of prior month, ex: 5/31 (other than invoices for A/R from cash basis as these must get into sales tax payable).  This makes it obvious what was received in the prior system vs Studio.  

Bank reconciliation – Print a reconciliation report from the prior system (this must list all outstanding checks and receipts).  Any Outstanding checks can be entered as manual office checks (5/31) using the cash account as the expense account (this creates a $0.00 entry and does not affect cash).  Reconcile only the positive side of the check using a 5/31 reconciliation date and reconcile the beginning balance entry (5/31) at the same time.  This gets the check into the system and leaves it outstanding without affecting cash (we don’t want to reduce the cash account again since these amounts have already been accounted for in your beginning balance from your old system).  Your reconciliation in Studio should now match the outstanding reconciliation from your prior system.  It is not necessary to completely understand this process as this is the only time that you will ever have to do this.  It will not be an ongoing process.  
You are all set to begin using Studio Designer exclusively!

Cash Basis

Print a Trial Balance from QB and enter as one big journal entry into Studio. There should not be any Accounts Receivable, Accounts Payable, Work in Progress, Client Deposits or Inventory if you are truly on a cash basis.  If all accounts are entered, the net of those accounts balances should be 0.00.  If you are starting at the beginning of your fiscal year, you need only enter Assets, Liabilities and Equity.  
A/R – Create time billing invoices.  


Use an income account in the “Income” account field (something like 4010 in our default chart of accounts), do not tax, date in month of beginning balance example: 
5/31 when starting 6/1 so that they do not show up on your sales tax report.  Depending on when you are entering these, you may need to set your “Current Date” (Files | Current Date) to reflect the correct date at the time you create the invoice, otherwise the invoices will dated the date that you create them. This assumes that you have already paid sales tax on these invoices.  If you have NOT paid sales tax on these invoices yet, make the amounts taxable on the time billing invoice and date them in the current month.  This way they will show up on your sales tax report.
A/P – Create office checks.


Use a Cost of Goods Sold account (or applicable operating expense account) in the expense account field.  Use the appropriate invoice date.
ALL other items (not yet invoiced in your old system) must be created in Studio.  Because QuickBooks can only go from either a Quote to an Invoice OR a PO to an Invoice and not do all three, somewhere along the line in QuickBooks, you would have to enter the item again anyway.  Just do it in Studio and have all of the detail there.  This includes items ordered in QuickBooks, but not yet invoiced.
C/D – Once the item has been created in Studio, receive the client deposits into Studio as normal client deposits, 
Change the cash account to Income.

This goes for both applied and unapplied.  Many times QuickBooks users have this included in A/R Old as a negative invoice.  If this is the case, simply use the A/R Old account in the cash account field.
Vendor Deposits – Enter a manual PO check against each PO.

Change the cash account to Cost of Goods Sold
Inventory – Enter inventory list (descriptions, costs, etc.)  


Owned Inventory

      Use the “Adjust” button at the top of the inventory screen to insert the applicable quantities and cost on hand.  The cost of the inventory adjustment equals the total of the inventory on hand.  For example, if you have two lamps at $50.00 each, you would enter a quantity of 2 and a cost of $100.00.  The total of these transactions will show up in “Inventory Adjustments” as specified in the System Master (Files|System Master). 
I prefer to date ALL carry forward info as the last day of prior month, ex: 5/31 (other than invoices for A/R from cash basis that must get into sales tax payable).  This makes it obvious what was received in the prior system vs Studio.  

Bank reconciliation – Print a reconciliation report from the prior system (this must list all outstanding checks and receipts).  Any Outstanding checks can be entered as manual office checks (5/31) using the cash account as the expense account (this creates a $0.00 entry and does not affect cash).  Reconcile only the positive side of the check using a 5/31 reconciliation date and reconcile the beginning balance entry (5/31) at the same time.  This gets the check into the system and leaves it outstanding without affecting cash (we don’t want to reduce the cash account again since these amounts have already been accounted for in your beginning balance from your old system).  Your reconciliation in Studio should now match the outstanding reconciliation from your prior system.  It is not necessary to completely understand this process as this is the only time that you will ever have to do this.  It will not be an ongoing process.  
You are all set to begin using Studio Designer exclusively!

*Note: Work in Progress.  If you are on an accrual basis and carry Work in Progress or Work in Process on your balance sheet please contact a support representative before following these directions so that we may assist you on an individual basis.
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