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QuickBooks Answer Sheet - #202

Setting up Budgets

Question:

“How can | setup a budget quickly and easily in QuickBooks?”

Answer

The process of setting up a budget within QuickBooks is both simple and easy and includes a number
of useful time savers that streamline the entire process and makes it easy to fine tune your budgets.

Step 1

The budgeting function can be accessed via the Company drop

down menu, Planning & Budgeting, and selecting Set up
budgets. Choose the relevant financial year that you wish to set
the budget for, select Profit and Loss (or Balance Sheet) then
click Next. Because you can set budgets for multiple years in
QuickBooks, it makes it very easy to report on budgets for future
periods (e.g. Dates that span across financial years, making it
possible to report budgets by calendar year or seasons). You
can also create a budget for your entire business or various
activities within it, such as Customer:Job or Class, select the
relevant field and select Next. Otherwise, select No additional criteria and click Next.
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Select whether or not you would like to Create budget from scratch or Create budget from previous
year’s actual data. (Creating the budget from last year’s actual data can greatly reduce the time taken
to create the budget by bringing in last years actual figures as a starting point).

Step 2
You can now simply start entering numbers within the fields on the screen. In order to [*
enter an annual figure into a budget line, enter the total amount for the year in the first <,400.00

Month column. Then select the / (divide) key on your keyboard. A calculation window will
appear. Enter the number of months to divide by (in this case 12) and select Enter on your keyboard.
Then select the Copy Across button to populate each month with the result.
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When finished select Save
or OK to accept the modifications. You can now print your budget via Reports, Budgets & Forecasts,
Budget Overview.
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