GnuCash Quick Start Tutorial- How To Setup Business Accounts

Now that Gnucash has been installed you should see the GnuCash
icon on your desktop which the program created when you installed
the program, as long as you left the option checked.

If you don't see the shortcut on your desktop look for the program in
your windows start menu.

To Open GnuCash:

Click on the Gnucash shortcut icon on your desktop.

Click on the
Gnucash shortcut
icon on your
desktop
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Each time you start GnuCash the tip of the day appears, for
now, simply click on the close tab, to close it out.

File Edit View Actions Business Reports Tools Windows Help

4 faif i x|
pen Edit Mew Delete
fm Accounts
| B8
Tip of the Day

As you enter amounts in the register, you can use the GnuCash
calculator to add, subtract, multiply and divide. Simply type the
first value, then select '+', '-""*, or /', Type the second value
and press Enter to record the calculated amount,

W W W W

p
L% Show tips at startu ;

SEStEe ’ Click on the

Previous Mext CIOSE tab, tﬂ

close it out.

In Gnucash you can either use the default business
Accounts or you can set up your business accounts
manually.

For simplicity, we will use the GnuCash pre-built Business
Accounts.
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To Begin:

Click on the file menu and when the "File Menu" opens:
Select "New File"

Unsaved Book - GnuCash

'\\
Click on the file menu

WF“E Iﬂ_rl_w . and when the File menu
IPEH; " opens, Select New File.
mpo
Save b+ ’
Save As... Shift+ Ctrl+ ¢
Revert
Page‘ie’fup... Shift+Ctrl+ P
Export Y
Properties Alt+Return

1 my boek for accounting.gnucash
2 miy business records.gnucash
Close Ctrl+W

Quirt Chrl+0C
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The New Account Hierarchy setup wizard opens: this screen gives
you a general overview of the setup wizard.

Click on the "Next", to move to the next screen.

MNew Account Hierarchy Setup x

MNew Account Hierarchy Setup

B e
o =

Mew Book Options

Choose Currency

e

Choose accounts to create
This assistant will help you create a set of GnuCash accounts for your assets (such as

Setup celected accounts investments, checking or savings accounts), liabilities (such as loans) and different
kinds of income and expenses you might have,

Finish Account Setup
You can pick a set of accounts here that seem close to your needs. After the assistant
completes you will be able to add, rename, modify, and remove accounts, at any
time later on. You will also be able to add sub-accounts, as well a5 move accounts
(aleng with their sub-accounts) from one parent to anather,

Click 'Cancel' if you do not wish to create any new accounts now.

=
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The “New Book Options “ screen opens, the options available here
can be configured at any time.

Click on, "Next" to move to the next screen.

New Book Options x
&  Mew Account Hierarchy Setup
Sy - Accounts Budgeting Business T
New Book Options
ﬁ Choose Currency Use Trading Accounts
Ch t t
- Choose accounts to create B —
Ao Day Threshold for Read-Only Transactions (red ling) | 0 +

Setup selected accounts
Use Split Action Field for Number

Finish Account Setup

Reset defaults

Back Cancel
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The choose currency window opens, by default US Dollars is selected:

1. If US currency is your desired currency select, next to continue.

2. 1f US currency is not your desired currency, click on the drop-down
arrow.

a. When the menu opens select your currency from the list of options,

then

b. Now click Next to continue.

_[ﬁ}__m:_

Choose Currency x
New Account Hierarchy Setup Please choose the currency to use for new accounts,
Mew Book Options UsD (US Dollar -

ChooseCurans

s To change the currency , click on the drop-down
ssuf arrow. When the menu opens select your currency
Finisl — from the list of options, then click Next to continue.

Mext Back Cancel
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On the Choose accounts to Create Screen” you are presented
with various accounts, by default, Common Accounts” is
selected.

You can see on the right-hand side the type of accounts that
are included in the common accounts.

Choose accounts to create x

4 Mew Account Hierarchy Setu
é‘ % : Select categories that correspond to the ways that you foresee you will use GnuCash,
: Mew Book Options Each category you select will cause several accounts to be created,

@ Choose Currency Mote: the selection you make here 15 only the starting point for your personalized
e account hierarchy. Accounts can be added, renamed, moved, or deleted by hand
Accoll Choose accounts to create later at any time,

Setup selected accounts Categories Accounts in *“Common Accounts’

. s Y

=y Childcare Expenses * fm Current Assets

v Common Accounts I fl Cash in Wallet
- ﬁ Checking Account
Select Al Clear Al fi Savings Account
~ fmt Equity
Liiad fm Opening Balances
Category Description
¥ i Expenses
ill ‘ i i) @ﬂdjustment
cludes most commonly used accounts - ﬁﬁ,ﬁutg
Mext Back Finish Cancel

Next, run your mouse pointer along the bottom corner of the
dialog box until you see the scroll bar appear, then hold down
the left side of your mouse while you scroll up and down until

you find the business accounts.
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Next click on the box next to the Business Accounts to select
it, a checkmark should appear indicating this is the active
account you are selecting.

On the right-hand side, you can see the pre-built business
accounts Gnucash designed specifically for small
businesses.

Click on the finish button, to move to the next screen

Choose accounts to create b 4
L Mew Account Hierarchy Setu
é' - E Select categories that correspond to the ways that you foresee you will use GnuCash,
" Mew Book Options Each category you select will cause several accounts to be created.

ﬁ Choose Currency Mote: the selection you make here is only the starting point for your personalized
_— account hierarchy, Accounts can be added, renamed, moved, or deleted by hand
Accoll Choose accounts to create later at any time,

Cateqgories Accounts in 'Business Accounts’

-

v i} Assets

@ Accounts Receivable

1. Click on the

ChECk box next e S S R et hd @Currentnssets
tO bUS'ﬂESS f Checking Account
ts t Select All Clear All fiit Petty Cash
aCC?ur; St 9 a ﬁSavingsﬁccount
select It.. e fanars Tasrtintion i Equity
{ ‘EQFYD Pt e @ Opening Balances
A J ."- ;-I; .:: | :=:;.~- - - it .“.- ::,.: -- !:-.. f&ﬁ Retained Earnings
o eed to run most business: v fm Expenses

Mext Cancel

2. Click on Finish
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On the finish account setup screen, at any given point in the
setup you are given the option to go back by selecting the back
key or to cancel if for some reason you need to.

If you followed the instruction so far and you are satisfied that
everything was done correctly then the only thing left to do is
Click on apply to finish up this part of the setup.

&
fm

Accou

Mew Account Hierarchy Setup
Mew Book Options

Choose Currency

Choose accounts to create
Setup selected accounts

Finish Account Setup

Finish Account Setup x

Press "Apply' to create your new accounts, You will then be able to save them to a
file or database.

Press ‘Back' to review your selections.

Press ‘Cancel' to close this dialog without creating any new accounts,

Apply Back Cancel
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In this next step of the business accounts setup, you will name your
accounting file and create a folder to hold the files.

1. Make sure your document folder on the left-hand side is highlighted,
by clicking on it. indicating this is the active folder, where your files and

folder will be saved.

2. Enter a name for your accounting file in the "Name Field" text box

above. | will enter Jan's Shop Online.

™ B8 save As...

Data Format  xml -

f
| z

Name: |

iets

Jity

MEMNSES

2T Home 4  1iT user Documents

ome
bilities

2. Enter a name for

your accounting file

In the "Name Field"
text box

[ Documents

1. Highlight the
document folder by
clicking on it..

ocument

ITML Document

b=

TTroyes ;rlurﬁ’.’t.l‘l‘

M DVD RW Drive (D)

1.3 kB Text Document
s A
@ TOSHIBA EXT (E:) 2.1 kB VG HTML Document
2.2 kB Text Document
: 25kB Text Decument
ks Eocatons 2.7 kB AVG HTML Document

22 Jan

20 Jan

11 Apr 2020
6 Oct 2020
28 lan

22 May 2020
17 lan

10 Apr 2020
5 May 2020
27 Apr 2020
3 Aug 2020
3 Dec 2020
% Oct 2020
13 May 2020
31 Aug 2020
20 Mav 2020

Cancel Save Az
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Next- click on the file icon located on the right-hand side, to
create a folder to hold your GnuCash files.

Enter a name for your folder into the text box provided. | will
name my folder Accounting Records. it is very important that
you click on the Create button to create the folder otherwise the
folder will not be created to store the files

& lr"_r\ Save As..,
Data Format = xml
a Accounts
— | File
Assets
: Name: Jans Shop Online
Equity
Expenses
Income 4 Home 4 | 1Y user
Liabilities
[ Desktop

2. Enter a name
for your folder

Documents 2

un
¥ Downleal nto the text box B M
93 Music provided. ke 3. Click on
1]
1 Pictures “TIEREPNG Tmage the "Create
906MB  MP4 Video Tab" to
Hll Videos ;::16 EE Pl:fi-ifhl’nage Create the
: Jpdf filetype
EI Local Disk (L) 19.9 kB OpenDocument Text fﬂlder
_ 12MB  .pdffiletype vy
Py DVD/RW Ditve (0] 4251kB  PNG Image 2 Dec 2020
Cancel Save As

1. Click on the file
icon

Folder Name

l

Accounting Records
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Now if everything was done correctly you should see the
name of your newly created file folder alongside the
Documents folder Tab.

Scroll down and click on the "Save As" tab

‘1 [c8 save As... >

\
&
P Data Format | xml -
A e File

Mame: [|
Assets
Equity

H & . 5

Expenses fr Home 4 1Gru Documents Accounting Record [3 2
Income ’

[ Desktop Size B
Liakilities

.

- Downloads

1. Here you should
see the name of the

=+ Other Locations 27 kB

click on the
"Save As" tab

i Bl new folder you just
51 Pictures CreatEd
vl Videos L V.
10 bytes Text Document 5 May 2020
B Local Disk (C:) 448 bytes  AVG HTML Document 27 Apr 2020
. 717 bytes  Shortcut 3 Aug 2020
B DN [N Dites 0] 1.3 kB Text Document 3 Dec 2020
[B] TOSHIBA EXT (E) 2.1 kB AVG HTML Document 9 Oct 2020
2.2 kB Text Document 13 May 2020
2.5 kB Aug 2020

2.5croll down and

You are now ready to begin working with the Gnucash

Business Accounts.

You can close out of GhuCash, at any time by clicking on the
file menu, and when the file menu opens select Quit.
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End of GnuCash Business Accounts
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