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General 



General 

Our purpose in accounting 

is to populate 2 financial 

statements 

• The Balance Sheet 

• Profit & Loss 

Simple, but True 



General 

Chart of Accounts 

Transaction 

Financials 

When you enter a Transaction it 
hits at least 2 of the accounts on 
your Chart of Accounts, from there 
those accounts end up on one or 
on both of the  primary reports 
 
The Balance Sheet displays a snap-
shot of your organization’s ASSETS, 
LIABILITIES and the EQUITY  

The Profit & Loss is the report of 
your income and expenses during a 
measured period of time (month, 
quarter, fiscal year…) 



523 Books 

Notes  



Setting up 523 Preferences Awesome Books Pre-Meet Questionnaire 

What programs do we offer? What service or product do we provide or produce — 
what exactly do we do? 

 

What does our chart of accounts currently look like? Issues? Does the chart use     
account names that are clear, concise, understandable to all readers?  

 

How do we enter invoices from vendors? Is there an approval process? How are the    
expenses coded with regard to account, program, and funding source? 

 

How is payroll processed? Is there a labor distribution? How is the labor distributed 
to each account, program, and funding source? 

 

How do we request funding from our funding sources? How are the receivables and 
the subsequent receipts recorded? 

 

What are our sources of revenue? How is funding requested from our sources? 

What types of reports are required by our funders? 

 

What is our current budget? 

 

How do we enter invoices from vendors?  What is our approval process? How are 
expenses coded? 

 

What is our current hardware and network set up? Does our system need               
upgrading? 



But First a Meeting! 

What kind of things should be discussed? 

• What are your sources of revenue? 

• What types of reports are required? 

• What does your current chart of accounts look like? 

• What is your current budget? 

• How doyou enter invoices from vendors? Is there an approval 

process? How are expenses coded? 

• How is funding requested from your sources? 

• What is your current hardware and network set up? Willyour 

system need upgraded? 

 

Who should attend? 



Setting up 523 Preferences Mapping Your Books - Mapping Tool 



USDA 523 
Grant Funds

Mapping Your 
Books

Bank Funds

 

523 Self Help Admin/General

 Salaries & Benefits
 SH Counseling & Loan 

Packaging
 SH Equipment
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Grant Funds

Mapping Your 
Books
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523 Self Help Admin/General
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Sample Non-Profit Chart of Accounts 



Programs & Funders 

Let’s make an awesome set of books! 
Use template below as your base 

Your Organization’s Programs 

Ex: Self Help             

List All Funding Sources 

R = Restricted 
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Setting up 523 Preferences 



Setting up 523 Preferences 



Setting up 523 Preferences 



Set Up QB BEFORE Entering Transactions  

 

 

 

 

 

 

• Develop your Chart of Accounts 

• List of your organization’s CLASSES/Programs (What service 
or product does your organization provide or produce — what 
does it do?)  

• List of your organization’s CUSTOMERS:JOBS/Funding 
Sources:ongoing grants 

• Record information on employees in the Employee Center 

• Record information on vendors in the Vendor Center 

• Set up an Items list that will be used to record receivables for 
grant revenue, donations, and other fees   

• Enter the organization’s annual budget to track fiscal year 
activities and enter the current program budget for 
USDA RD’s 523 Self-Help Housing program (and any 
other grant funders/restricted funds that you want to track) 



Setting up 523 your Chart of Accounts 

Common Nonprofit Asset Accounts 

Cash (checking, savings, and petty cash balances) 

Accounts receivable (invoices that you haven’t been paid for yet) 

Fixed Assets (land, vehicles, property, equipment, etc.) 

Other (investments, depreciation, long-term assets, etc.)  

 

Common Non-profit Liability Accounts 

Accounts Payable (money you owe vendors or suppliers) 

Short-term Debt (credit balances, short-term loan, taxes) 

Accrued Liabilities (payroll taxes, wages payable, etc.) 

 

Common Non-profit Equity Accounts 

Retained earnings (net income for your organization) 

Other equity (owner’s equity, stockholders’ equity, etc.) 

Unrestricted, temporarily restricted, and permanently restricted net assets (nonprofit-specific) 

Fund balances (nonprofit-specific) 

 

Common Non-profit Income Accounts 

Donations (gifts, special offerings) 

Unrestricted Grants (money you’ve received with limited or no restrictions) 

Restricted Grants (money you’ve received for a specific purpose) 

Revenue (received from selling an item or performing a service) 



Common Nonprofit Expense Accounts 

Everyday expense (office supplies, printing cost, salary, etc.) 

Bills (rent, utilities, purchase orders, etc.) 

Program expenses (fundraiser supplies, program vendors, etc.) 

Other expenses (meals/entertainment, fees, health bills, etc.) 

 

 

Setting up 523 your Chart of Accounts 



Setting up 523 your Chart of Accounts 



Setting up 523 your Chart of Accounts 

 

 

Critical that you enter data ONLY in the subaccounts; data entered 
into the primary account reports as “OTHER”, essentially making it a 
miscellaneous account on your reports, which is neither clear, nor 
concise (the opposite of our reporting goal!) 

To Subaccount or 

not to Subaccount? 



QuickBooks Language Interpretation 

 

• What we know in “real world” use or terminology 

• What we know in accounting, and 

• How to tell QB to do that thing we want 

REAL NON-PROFIT WORLD QUICKBOOKS WORLD 

PROGRAM CLASS 

 Record a class for every single 
transaction to track your program 
costs accurately 



Entering Classes 

3 report items for IRS form 990 

• Management & General 

• Fundraising 

• Programs 



QuickBooks Language Interpretation 

 

• What we know in “real world” use or terminology 

• What we know in accounting, and 

• How to tell QB to do that thing we want 

REAL NON-PROFIT WORLD QUICKBOOKS WORLD 

GRANT OR FUND SOURCE: CUSTOMER: 

  THAT SAME FUNDER ABOVE   JOB 

 Record a customer/job assignment for every 
grant funded (or restricted) cost assignment 
to accurately track your grant costs 



Funder Management — Adding Customer 



Funder Management — Adding Jobs 



Funder Management — Adding Jobs 



Employees 

Complete Information you will maintain in QB for your employees 
Ask HR what to keep in your finance books on personnel  



Vendors 

Enter Vendors one at a time with NEW VENDOR, or 

gather all pertinent address, account, contact info 

and complete data entry for multiple vendors 



QuickBooks Language Interpretation 

 

• What we know in “real world” use or terminology 

• What we know in accounting, and 

• How to tell QB to do that thing we want 

REAL NON-PROFIT WORLD QUICKBOOKS WORLD 

RECEIVABLE ITEM 



Items 

 



Set Up Budgets 

 



Set Up Budgets 

 

Select the period budget you are building for the organization 

For the ENTIRE ORGANIZATION Budget 

For the CUSTOMER:JOB or GRANT FUNDER: GRANT # budget 

When building grant funder: grant # budgets, choose the fiscal 

year that contains the 1st month that the grant begins 



Set Up Budgets—Organization 

 

Enter the organization’s annual budget in the first month of the 

fiscal year, it will auto-fill to the ANNUAL BUDGET column 

Make sure you are 

building in the correct 

fiscal year 



Run the Budget Overview—Organization 

 



Run the Budget Overview—Organization 

 

Change MONTH to TOTAL ONLY 



Set Up Budgets—523 Grant 

 

Use your 523 BUDGET from your application to enter line items 

into QuickBooks budgets, leave any account blank that is not in 

your budget (do not enter zeros) 



Set Up Budgets—523 Grant 

 

Select the USDA RD 523 Grant and the Grant # you are entering the budget for 

Select your FY Budget – ENTER THE ENTIRE GRANT BUDGET 

IN THE FIRST MONTH OF YOUR FY THAT THE GRANT BEGINS 



Run the Budget Overview—523 Grant 

 



Run the Budget Overview—523 Grant 

 

Export to Excel and eliminate unwanted columns 



Study the QB Map, Then Enter Transactions 

 

For outsourced Payroll only 



Paying Vendors 

 

Allocate and record CLASS or PROGRAM for every 

entry; record CUSTOMER:JOB for every restricted 

FUND SOURCE:GRANT# that you are charging to  



Paying Vendors 

 

Set this preference to duplicate or 

recall the last transaction (record 

your allocations in the memo field) 



Paying Employees 

 

This method is for OUTSOURCED PAYROLL for which you receive a report of employee 

gross and withholdings; record the details in QB by creating a “CHECK” 

Record the Gross Pay and allocate that to the CLASS or PROGRAM for every 

payroll entry; record CUSTOMER:JOB for every restricted FUND 

SOURCE:GRANT# that the payroll is charged to; and create a CUSTOMER:JOB 

temporary placeholder account called ADMIN:To Allocate @ EOM and assign 

all Employee Withholding to that CUSTOMER:JOB.  

Set the Automatic 
Recall preference 
for payroll too; 
note allocations in 
the memo area for 
future checks  



Paying Employees 

 

While wrapping up your monthly books, review the reserved 

placeholder account ADMIN:To Allocate @ EOM; prepare a single 

check for “all employee allocation” to assign the appropriate % to 

the entire liability amount for employee withholding by CLASS 

and CUSTOMER:JOB    



Cost Reimbursement Draws 

 

In the Sales Receipt, record the CLASS and the CUSTOMER:JOB assign-

ment for the revenue you are “billing”; choose the ITEM you created to 

point the receivable revenue to in your Chart of Accounts 



Cost Reimbursement Draws 

 

Choose the UNDEPOSITED FUND item that 

you are depositing 

Ensure the date and the account that it will be booked to are correct 



Running Reports 

 

Remember the Balance 

Sheet is your Organization’s 

Overall Financial Picture, one 

moment in time 



Running Reports 

 

...and the Profit & Loss is 

your Organization’s Income 

& Expense, over a period of 

time 



Running Reports 

 

...and the Budget vs. Actual 

for your Organization 



Running Reports 

 

...and the Budget vs. Actual 

for your Organization 



Running Reports 

 

...and the Budget vs Actual 

for your 523 Grant 



Running Reports 

 

...almost there… Budget vs 

Actual 523 Grant 



Running Reports THE BVA 

 

...customize the date to the full range of grant 

Export to Excel and eliminate unwanted columns 



502 Books 

Notes  



Gathering Documents & Meeting with Team 

Team Questionnaire and Discussion Topics:  

• Will you be using POs? 

• Will you be using a specific naming  

• What do you want your Memo lines to include?  

• What are you going to use for Reference Numbers?  

• Are there additional vendors that might need to be used that aren’t listed on the Family 

Construction Budgets? 

What should you gather? 

• Family Construction Budgets 

• Family Closing Documents 

• Vendor List with contact info and Tax ID numbers 

Reminder:  

Don’t forget to order checks!  

 

Master Jedi Tip:  

Order the 502 Family Checks 

in different starting check 

numbers to make sure each 

family’s information is dis-

tinct and easy to research 

and find.  

Can you think of other discussion topics that would be helpful?  



Setting 502 Preferences 



Setting 502 Preferences 



Setting up the 502 Chart of Accounts 

1000 

Assets 

Bank Account 

Accounts Receivable 

Undeposited funds 

2000 

Liabilities 

Accounts Payable 

4000 

Income 

502 Loan Draws 

Down Payment Assistance 

Other Loans 

6000 

Expenses 

Construction Costs for 

the Homes 

Choose the appropriate Category 

for your line item 



Setting up the 502 Chart of Accounts 

Don’t forget to enter a line item for 

everything on your family budget 

(Expenses), as well as your Income(s), 

Liabilities and Assets.  



Chart of Accounts Sample 



Setting up the 502 Chart of Accounts 

Choose the 

appropriate 

Category for 

your line 

item 

The Chart of Accounts is the basis for all 

transactions and must be entered prior to 

any work done in your accounting software.  



Setting up the 502 Chart of Accounts 

Don’t forget to enter a line 

item for everything on your 

family budget (Expenses), as 

well as your Income(s), Liabili-

ties and Assets.  



Customers & Jobs—Definition for 502 

Customer 

Jobs 

Customer 

Example: 

Each build group has 5-10 homes being 

built under one group name/number.  

That is equal to each Customer has 5-

10 homes/families within or under that 

build group.  

Group =  Funding Source =  Family/Home =  



Setting up 502 Customers 

Master Jedi Tip:  

The more info you enter the 

better lists you can pull.  

Reminder: Customers are going to be 

your Groups and Funding Sources 



Setting up 502 Jobs 

Master Jedi Tips:  

• The more info you enter the 

better lists you can pull.  

• Including the name and 

maybe the address  in the 

Job Name can make it easier 

to reference the job.  

Be sure to highlight the Customer that 

you want your Job to be created under 

before adding the Job. 

Note: Do NOT choose 

Add Multiple Customer: 

Jobs to add Jobs.   



Attaching Documents to Jobs 

Master Jedi Tip:  

Attach contracts and any other 

vendor documentation for ease 

of access.  



Viewing All Documents 

Where the document is attached 

Master Jedi Class 



Setting Up Vendors 

Master Jedi Tip: 

Add all Vendors at the same 

time by choosing Add Multiple 

Vendors to save data entry 

time.  

Customize the columns to only show the    

columns you need to enter information into.   

Pay attention to the information that comes 

up in the Address 1, 2 & 3 and make sure you 

have the ones you need in the columns.  

You can add or remove any 

columns you would like.  



Setting Up Vendors 

Master Jedi Tip: 

Tab through each field to enter 

your data for each Vendor to 

save data entry time.  

Tab through each field from line to line to quickly enter all information 

in for each vendor.  



Setting Up Item(s) 

Master Jedi Tip: 

Set up an item for each type of 

down payment assistance that 

is used if you want it to show 

up separately in the reports 



Entering Budgets 

Have your family  

___________________   

____________  ready 

Do a quick 

________________  

of those 

Enter budget amounts 

In the ______________ 

Construction  

_____________ 

Be sure to choose the correct year for 

the start of your budget 

68



Entering Budgets 

Enter your budget numbers in the first 

month of construction  



Family Construction Budget Sample Page 1 



Family Construction Budget Sample Page 2 



Entering Sales Reciepts 

Using Sales Receipts will is the quickest and 

easiest way to enter funds into your jobs 

and is a great way to keep track of those 

funds within the reports.  



Entering Sales Receipts  

The total of items should be the first draw 

amount provided at or after closing 



Recording Deposits  

 

correct.

ac count, the date is correct and the amount is 

Be sure to make sure your depositing to the right   



Entering Bills 

Master Jedi Tips:  

• Use Invoice Number and Month and Year 

for Ref. No.  

• Add reason for purchase, address number 

or family names to Memo to ensure timely 

deposit by vendor.  

• Copy Expense Memo CTRL + C and Paste in 

other Memo Lines then change just name 

• Ensure you have the right vendor 

and all of their information is 

correct.  

• Double check the date & Amount 

• Enter a Memo  

• Choose the correct account 

• Double check the amount for each 

• Don’t forget the Memo (Memos help for reference and 

research later.  

• Choose the right Job 



Running your Profit & Loss Report 

Your report should 

look like this 

Your report should 

look like this 



Running your Budget vs Actual Report(s) 

Your report should look like this 

and will have all jobs listed 

Note: To run individual reports leave 

this report open and Click Customize.  

See next page... 



Running Individual Job Budget vs Actuals 

Master Jedi Class 

Change Report Title 

to include the name 

of the Family or the 

Address of the 

Home 

Start typing Name into the 

Choose Filter field and it will 

quickly find the Name Filter 



Running Individual Job Budget vs Actuals 

Master Jedi Class 

Change Report Title 

to include the name 

of the Family or the 

Address of the 

Home 

After you run the report you will get a report with three 

sections.  The other two Total sections are not needed 

and will make the printed report to large.  It will need to 

be exported to Excel to remove the other sections.  



Exporting Reports to Excel  

Master Jedi Class 

You will only need 

the columns that go with the Job 

you are trying to report on.  Highlight and delete the extra columns not needed 

before saving/printing the report.   



Memorizing Reports 

Master Jedi 

You can find the report 

after you have memorized 

it in the Memorized Report 

tab in the Reports Center 

then the group you saved 

it.   

Save the Budget vs Actual 

Report for Individual Jobs 

in the Customer group of 

the Report Center.  



Lists  

Master Jedi Class 

Running lists out of your accounting 

software is a quick easy way to get 

a mailing list, email list or phone list 

together quickly.  



Lists  

Master Jedi Class 

Notice the blank columns in this report.  The more information you input 

the better your reports can be.  If you have empty columns because it’s 

not something you want to keep track of you can customize the columns by 

customizing the report and memorizing it the same way we customized and 

memorized the Budget vs Actual report. 



TIPS & RESOURCES 

https://www.double-entry-bookkeeping.com/nonprofit/non-profit-chart-of-accounts/ 

COA suggestions that also details where the account will show up on your financial statements 

 

https://www.aplos.com/academy/nonprofit/nonprofit-accounting/lessons/what-is-a-nonprofit-chart-of-
accounts/ 

Good article on overview of COA 

 

https://www.projectedfinancialstatements.com/pages/npchartofaccounts.asp 

Sample Chart of Accounts for Non-profit 

 

https://www.accountingcoach.com/chart-of-accounts/explanation/2 

Sample Chart of Accounts for a Small Company 

 

https://www.techsoup.org/Support/articles-and-how-tos/quickbooks-for-nonprofits-planning-and-
implementation 

Good series of articles on establishing your accounting system 

 

https://quickbooks.intuit.com/learn-support/ 

QuickBooks is always a good place to find articles, videos and instructions.  

https://www.double-entry-bookkeeping.com/nonprofit/non-profit-chart-of-accounts/
https://www.aplos.com/academy/nonprofit/nonprofit-accounting/lessons/what-is-a-nonprofit-chart-of-accounts/
https://www.aplos.com/academy/nonprofit/nonprofit-accounting/lessons/what-is-a-nonprofit-chart-of-accounts/
https://www.projectedfinancialstatements.com/pages/npchartofaccounts.asp
https://www.accountingcoach.com/chart-of-accounts/explanation/2
https://www.techsoup.org/Support/articles-and-how-tos/quickbooks-for-nonprofits-planning-and-implementation
https://www.techsoup.org/Support/articles-and-how-tos/quickbooks-for-nonprofits-planning-and-implementation
https://quickbooks.intuit.com/learn-support/
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