
Microcomputer Accounting Applications
Lesson 1A
Installing and Navigating QuickBooks

Note:  The material in this lesson is supplemental to your textbook.  You will begin with Chapter 1 in your text in Lesson 1B.
Lesson 1A Comments

The purpose of this lesson is to ensure that you can install the QuickBooks program, restore and open a student file, create PDF printouts, and upload files to NS Online.  If you follow the instructions provided in the Lesson 1A exercises, the Instructions for Downloading, Creating and Submitting files, and the information in Appendix A of your textbook, you should successfully complete this lesson.
Software
Your text comes packaged with a trial version of QuickBooks 2015.  The text also comes with a disk containing student files to be used with exercises.  In this lesson you will walk through the steps of installing the QuickBooks software, opening a student file, printing a document to a PDF file, and uploading a file to an assignment folder in NS Online.

The trial version of the software that comes with your textbook is the full version of QuickBooks but it is only usable for 140 days from the date of installation.  Your software should open immediately after installation, but will only work for a limited time prior to registration.  Therefore, as part of this lesson, you will not only install but also register your software.  Be sure to save the plastic disk cover with the yellow sticker.  The numbers on the yellow sticker are your license and are important for product registration.
Student Files

Also in this lesson, you will locate, save, and restore a student data file.  Data files for each chapter are found on the blue disk that accompanies your text.  To save space and download time, these files have been saved as backup files.  QuickBooks backup files have the file extension QBB at the end of the file name.  Another option for transporting QuickBooks files is to create a portable file.  Portable files have the extension QBM.  Files with the QBB or QBM extensions cannot be opened directly.  Backup and portable files must first be restored to working QuickBooks files using a command in QuickBooks.  Working files have the extension QBW and can be opened directly by double-clicking on the file name.
Once you have the software installed and your data file restored, you will create an income statement. In this lesson, you will use the Reports menu option to display the income statement.  In Lesson 1B, you will learn to use the Report Center.

Creating PDF Files
You will submit the majority of your homework for this course as PDF files.  In Lesson 1A, you will practice “printing” a PDF file and uploading that file to NS Online Assignments.  You should have printed the instructions for completing these tasks as part of your Getting Started steps.  While you can upload PDF, MDI, or XPS files, it is your instructor’s preference that you create PDF files.  If you do not have a utility that allows you to print to PDF, you can download a free utility for CutePDF.  Return to the Course Introduction for a link to this utility if needed.
If at any point in working through the Lesson 1A exercises you experience difficulty, contact your instructor immediately.  Once you have completed the Lesson 1A exercises focusing on the competencies for this lesson, you should be able to successfully navigate the remainder of this course!
Page 2 of 2

V 2015

