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Setting up the Annual Budget

I Assumes continued use of QuickBooks Online (QBO).

I Should be done each year around new �scal year (but may be
done later if timely setup was not performed).

I The QBO graphical user interface (GUI) will change over time.
The screenshots in this presentation may become obsolete, but
the general steps should remain the same.



Setting up the Annual Budget

Open the �company gear menu�:



Setting up the Annual Budget

Open the �Budgeting� feature:



Setting up the Annual Budget

Click the �New budget� button:



Setting up the Annual Budget

A �mini interview� wizard should start, and you should see
something like this:

I If you don't see this, click the �New budget� button again.

I Otherwise, click the �Next>� button.



Setting up the Annual Budget

Answer the next question appropriately, then click the �Next>�
button:



Setting up the Annual Budget

Specify that the budget should be subdivided by Classes:



Setting up the Annual Budget

Select the �scal year to which this budget should apply, then enter
Standard as the budget name, then click the �Next>� button:



Setting up the Annual Budget

You should now see something like this:



Setting up the Annual Budget

Near the top of this form, change the settings as follows:

1. Show rows as classes

2. for this account: INTERNAL BUDGET CREDIT*

3. View by Year

*If INTERNAL BUDGET CREDIT isn't listed, you must create it as
an Other Income type account in the company's Chart Of Accounts.



Setting up the Annual Budget

Near the bottom of the same form, change the following setting:

I Enter by Year



Setting up the Annual Budget

Click the name of the �rst �class� whose expense budget amount
you want to enter. In this example, we'll start with 950 Captain
(Captain):

Note that the bottom part of the form (marked Edit) has changed
to match your selection.



Setting up the Annual Budget

At the bottom part of the form, in the Annual �eld, enter a
negative number indicating the amount of money this �class� is
budgeted to spend, then click the �Save & Next� button:



Setting up the Annual Budget

Notice that your entry has been recorded in the main part of the
form:



Setting up the Annual Budget

On the main part of the form, make sure the next �class� (whose
expense budget you want to enter) is selected (by clicking it if
necessary). At the bottom part of the form, in the Annual �eld,
enter a negative number indicating the amount of money this
�class� is budgeted to spend, then click the �Save & Next� button.
REPEAT this process for every class whose expense budget you
want to enter:



Setting up the Annual Budget

For income classes, perform the exact same process, but enter
positive numbers to indicating the amount of money this �class� is
budgeted to receive:



Setting up the Annual Budget

When done entering the budget amounts for all classes, click the
Finish button:



Making mid-year adjustments

To make mid-year adjustments, go back into the Budgeting feature,
select a class to adjust, enter the new value in the Annual �eld near
the bottom of the form, then click either the �Save & Next� or
�Finished� button. Be sure to enter negative numbers for expense

budgets and positive numbers for income budgets:



Creating a Budget-vs-Actual Report for the current year

This must be done once each year.
To run a report showing how actual income & expenses compare to
budgeted amounts, select the Reports page:



Creating a Budget-vs-Actual Report for the current year

Select the Budget vs. Actuals report. (The link to this report may
be found under the Recommended heading, under the All /
Business Overview headings, or possibly elsewhere. You may also
be able to type �Budget� in the Go to report search box to �nd it.)



Creating a Budget-vs-Actual Report for the current year

You should see something like the following. If you do not, click the
�Customize� button:



Creating a Budget-vs-Actual Report for the current year

Make sure the appropriate (current year) budget is selected:



Creating a Budget-vs-Actual Report for the current year

In the Rows/Colums section, for the Show Grid �eld, select Classes
vs. Total:



Creating a Budget-vs-Actual Report for the current year

Although not strictly required, the following settings are
recommended in the Add Subcolumns for Comparison area:



Creating a Budget-vs-Actual Report for the current year

As time goes by, it may be valuable to change other report settings.
You don't have to decide about these now:



Creating a Budget-vs-Actual Report for the current year

Click the Run Report button:



Creating a Budget-vs-Actual Report for the current year

Click the Save Customizations button:



Creating a Budget-vs-Actual report for the current year

You should see something like this:



Creating a Budget-vs-Actual report for the current year

Check the Share box:



Creating a Budget-vs-Actual report for the current year

If you want to run this report on a schedule and have it
automatically emailed to you (which is strongly recommended),
check the Add this report to a group box and click the Learn more
link:



Creating a Budget-vs-Actual report for the current year

Click the OK button:



Creating a Budget-vs-Actual report for the current year

You can now run this �Budget vs. Actuals: Standard� report on
demand.
When viewing the report in QBO, you can click an Actual amount
to drill down into the detailed list of transactions:



The End

CONGRATULATIONS! You have:

1. Set up an Annual Budget

2. Learned how to make mid-year adjustments

3. Created a Budget-vs-Actual Report for the current year


