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QuickBooks Check-up Checklist 
QuickBooks Helpline 

Personnel: Joanna Knapp, Pati Crofut, Kristian Dahl 
Hours:   Monday, Tuesday, Thursday  10-3 

907-440-0242 

 
-Where does QuickBooks file start? 

 

 It starts with the budget. 
 Toksook Bay Budget Example 
 Here is the Chart of Accounts 
 Here is the Class List 

 
-Chart of Accounts Red Flags 
 

 Do the account names match the budget? 
 Are there extra accounts that are not in the budget? 

o Can you merge accounts? 
o Can you rename accounts? 
o Can you make accounts that are no longer used inactive? 

 
-Match the Chart of Accounts to the Budget 
 
-Match the Class List to the Budget 
 
-Look over the Balance Sheet 

 Print a Balance Sheet 
 #1 thing you can do to clean up the Balance Sheet--reconcile the bank accounts 

 
-Balance Sheet Asset Red Flags 
 

 Negative numbers 
 Bank accounts with screwy balances 

o Reconcile all bank accounts and the Safe.   
o Research old transactions that will never come through and deal with them correctly. 

 Safe balances that do not match the amount in the Safe 
o Count the money and adjust the Safe Balance by writing a check or making a deposit to the Safe 

 Large numbers in Accounts Receivable 
o Print the Open Invoices Report or the Customer Balance Summary Report. 
o Who owes what—share it with the Council and develop a strategy to get folks to pay. 
o Are there some customers that have moved or passed that can be written off?  You must get council 

permission to do this.  
 

 Large numbers in Employee Advances 
o Look at the Register to see who has not paid or who is overpaid. 
o Print the Register and cross off matched pair, or export it to an Excel Spreadsheet to see who has not paid 

the advances back. 
 Large numbers in Undeposited Funds 

o Has the money been deposited in another way? 
o You CANNOT delete customer payments! 
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-Balance Sheet Liability Red Flags 
 

 Accounts Payable:  Do I really owe this amount of money?  Have I paid some of these bills as Checks? 
o Print the Unpaid Bills Report 
o Go to Pay Bills—Show all Bills 

 Large numbers in Payroll Liabilities mean that you are either behind in your payroll taxes or that you have been 
paying them incorrectly in QuickBooks. 

o Create Custom Liability Payments to see if any taxes are actually overdue. 
o Pay Child Support that is overdue—this is not your money. 
o Look at each individual liability account to see why they are not decreasing. 

 Bulk Fuel Loans with large numbers even though you have made regular payments 
o Look at Bulk Fuel Loan Register to see if loan amount is decreased each time a payment is made. 

 
-Balance Sheet Equity Red Flags 
 

 Is Retained Earnings negative? 
o This means that you are losing money over time from prior years.  Eventually you will go out of business.   

 Is Net Income negative? 
o Let the Council know that you have to increase revenues or decrease expenses or both! 

Examine the Profit and Loss 
 Print the Profit and Loss Unclassified. 
 Class all of the Unclassified Transaction. 
 Print the Profit and Loss by Class. 
 Are the Classes in the Profit and Loss the ones that are currently active? 
 If there are classes that are no longer used move the transactions to the correct class. 

 
-Profit and Loss Income Red Flags 
 

 Are there any Income accounts that have unusually large or small numbers? 
 Do you have income accounts for small sources of income such as fax/copies or animal licenses? 
 Are there accounts that have ---Other after the name? 

 
-Profit and Loss Expenses Red Flags 
 

 Are there expense accounts called :
o Child Support 
o Store Purchases 
o Reconciliation Discrepancies 

 Employee Advances 
 Cash/Check Exchange 
 NSF Checks?  

 These transactions need to be edited. 
 Are there accounts that have ---Other after the name? 

 
-Best Practices in your QuickBooks file 
 

 Clean up the Class List to match the budget. 
 Clean up the Chart of Accounts to match the budget. 
 Pay overdue payroll liabilities or refer them to us. 
 Help them reconcile the Bank Accounts and Cash Tills.  (Home Screen….Reconcile) 
 Advise them to Enter Bills into QuickBooks the day they arrive. 
 Analyze the Balance Sheet and Profit and Loss for further issues. 
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