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MASTERING YOUR
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QUICKBOOKS PRO
2010 USER
MANUAL

F o r  m a n y  s m a l l
business  owners  and
a c c o u n t a n t s ,
QuickBooks  Pro  2010
represents  a  pivotal
p iece  o f  so f tware
history.  Even  years
a f te r  i t s  re lease ,
numerous  businesses
continue to rely on this
robust  version  for  its
stabi l i ty  and  core
a c c o u n t i n g
functionalities.  If  you

have  recently  dusted
off  an  old  installation
disc  or  inherited  a
legacy  system,  you
may  be  searching  for
guidance. This is where
the  QuickBooks  Pro
2010  User  Manual
b e c o m e s  a n
i n d i s p e n s a b l e
r e s o u r c e .  W h i l e
physical  copies  have
b e c o m e  r a r e ,
understanding  the
manual’s structure and
the  core  principles  it
covers  can  save  you
hours  of  frustration.
This guide serves as a
modern  companion,
walking  you  through
the  key  chapters  you
would  find  in  the
official  manual,  from

https://cardprinter.sendafriend.co/


2

2 Quickbooks Pro 2010 User
Manual

2023-11-21

i n i t i a l  s e t u p  t o
advanced  reporting,
ensur ing  you  can
manage  your  books
with  confidence.

Why the
QuickBoo
ks Pro
2010
User
Manual
Still
Matters
In  an  era  of  c loud-
based  subscriptions,
you might wonder why
anyone  would  look
back at a 2010 version.
The  answer  l ies  in
r e l i a b i l i t y  a n d
fami l ia r i ty .  Many

businesses  prefer  the
one-time  purchase
model  of  QuickBooks
Pro  2010,  avoiding
monthly  fees.  The
QuickBooks  Pro
2010 User Manual is
m o r e  t h a n  j u s t  a
troubleshooting  guide;
it  is  a  blueprint  for
understanding  double-
entry  accounting  logic
as applied by Intuit. By
studying  its  structure,
you  learn  not  just
which buttons to click,
b u t  w h y  c e r t a i n
transactions  affect
your  balance  sheet.
Th is  foundat ional
k n o w l e d g e  i s
transferable to modern
versions,  making  the
manual  a  valuable
educational  tool  for
new  bookkeepers  and
seasoned professionals
alike.
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Getting
Started:
System
Requirem
ents and
Installatio

n
Before diving into data
entry, the QuickBooks
P r o  2 0 1 0  U s e r
Manual  dedicates
significant  attention  to
p r o p e r  s e t u p .
Attempting to  run the
so f tware  w i thout
meeting  the  minimum
specifications  is  a
common  source  of
errors.

HARDWARE AND

SOFTWARE
PREREQUISITES

A c c o r d i n g  t o  t h e
manual,  QuickBooks
Pro 2010 was designed
for Windows operating
systems,  including
Windows XP,  Windows
Vista, and Windows 7.
It requires a minimum
of  1  GB  of  RAM  for
optimal  performance
and  at  least  1  GB  of
available  hard  disk
space.  The  manual
s t r o n g l y  a d v i s e s
against  installing  the
software on a network
drive  for  the  primary
executable, as this can
cause data corruption.
Instead, it recommends
installing  the  program
locally and storing the
company  file  on  a
s h a r e d  n e t w o r k
location  if  multi-user
access  is  needed.

INSTALLATION BEST
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PRACTICES

The  manual  highlights
a  crucial  step  often
overlooked:  turning  off
User  Account  Control
( U A C )  d u r i n g
i n s t a l l a t i o n  o n
Windows  Vista  and
W i n d o w s  7 .
A d d i t i o n a l l y ,  i t
suggests  running  the
insta l la t ion  as  an
a d m i n i s t r a t o r .
F o l l o w i n g  t h e s e
guidelines,  as outlined
in  the  instal lat ion
c h a p t e r  o f  t h e
QuickBooks  Pro
2010  User  Manual,
e n s u r e s  t h a t  a l l
necessary DLL files and
drivers  are  correctly
registered,  preventing
the  dreaded  "Runtime
Error"  messages  that
p l a g u e  i m p r o p e r
installations.

Navigatin
g the
User
Interface
One of the strengths of
QuickBooks Pro 2010 is
its  intuitive  interface.
T h e  u s e r  m a n u a l
provides  a  detailed
map of the Home Page,
w h i c h  a c t s  a s  a
command  center .
Understanding  this
layout  is  essential  for
workflow efficiency.

THE ICON BAR AND
NAVIGATION PANE

The  QuickBooks  Pro
2010  User  Manual
dedicates  an  entire
chapter to the Icon Bar.
This  customizable
toolbar  allows  you  to
a c c e s s  t h e  m o s t
f r e q u e n t l y  u s e d



Quickbooks Pro 2010 User Manual 5

5

features  with  a  single
c l ick .  The  manual
explains  how  to  add,
remove,  and  reorder
icons.  Likewise,  the
navigation pane on the
left side of the screen
provides quick links to
Customers,  Vendors,
E m p l o y e e s ,  a n d
Banking. By mastering
these  shortcuts,  you
reduce the time spent
clicking through nested
menus.

UNDERSTANDING
THE COMPANY
SNAPSHOT

For  a  business owner,
the Company Snapshot
i s  a  p o w e r f u l
dashboard. The manual
desc r i bes  how  to
configure this screen to
d i s p l a y  k e y
performance indicators
such  as  income  and
e x p e n s e  t r e n d s ,
account balances,  and
outstanding  invoices.

Using the QuickBooks
P r o  2 0 1 0  U s e r
Manual  to  customize
this view allows you to
monitor  your  business
health  at  a  g lance
w i t h o u t  r u n n i n g
separate  reports.

Setting
Up the
Chart of
Accounts
The Chart of Accounts
is the backbone of your
accounting  system.
T h e  u s e r  m a n u a l
e m p h a s i z e s  t h e
importance  of  setting
this  up  correctly  from
the  start.  QuickBooks
Pro 2010 offers a list of
standard  accounts  for
various  industries,  but
the  manual  advises
r e v i e w i n g  t h e s e
defaults  carefully.
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When  creating  a  new
company  file,  the
QuickBooks  Pro
2010  User  Manual
walks you through the
EasyStep  Interview.
T h i s  w i z a r d  a s k s
questions  about  your
business type and then
populates the Chart of
Accounts  accordingly.
For  example,  a  retail
bus iness  w i l l  see
accounts for "Inventory
Asset"  and  "Cost  of
Goods  Sold,"  while  a
service  business  will
see "Service Revenue"
and  "Job  Expenses."
The  manual  stresses
t h a t  a d d i n g
unnecessary  accounts
can clutter  the books,
while  missing  critical
accounts  can  lead  to
i n a c c u r a t e  t a x
reporting.

Managing

Customer
s and
Invoicing
For  most  businesses,
cash  flow  depends  on
accurate invoicing. The
QuickBooks  Pro
2010  User  Manual
provides a step-by-step
process  for  creating,
sending,  and  tracking
invoices.

CREATING CUSTOM
INVOICES

The  manual  explains
how  to  access  the
"Create  Invoices"
window.  You  learn  to
select a customer from
the  dropdown  l ist ,
choose  a  template
(e.g., "Service Invoice"
or  "Product  Invoice"),
and enter line items. A
key feature detailed in
the  manua l  i s  the
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a b i l i t y  t o  a d d  a
"Customer  Message"
and to set a "Discount"
or "Deposit" directly on
t h e  i n v o i c e .  T h e
manual  also  covers
how to apply "Finance
Charges"  to  overdue
invoices,  a  function
f o u n d  u n d e r  t h e
"Customers"  menu.

RECORDING
PAYMENTS AND
DEPOSITS

Once a customer pays,
the manual guides you
through  the  "Receive
Payments"  window.  It
is crucial to match the
payment to the correct
invoice  to  keep  your
Accounts  Receivable
a c c u r a t e .  T h e
QuickBooks  Pro
2010  User  Manual
e x p l a i n s  t h e
"Undeposited  Funds"
account, a holding area
that  a l lows  you  to
g r o u p  m u l t i p l e

payments  be fo re
making  a  single  bank
deposit.  This  mirrors
real-world  business
practices  where  you
might  collect  several
checks  before  visiting
the bank.

Managing
Vendors
and Bills
Just  as  important  as
tracking  income  is
managing  expenses.
The  QuickBooks  Pro
2010  User  Manual
provides  a  parallel
workflow  for  vendors.

ENTERING AND
PAYING BILLS

The manual details the
"Enter  Bills"  screen,
where  you  record
a m o u n t s  d u e  f o r
inventory,  supplies,  or
serv ices .  You  can
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assign  expenses  to
specific  accounts  or  to
a  particular  customer
job. When it is time to
pay,  the  "Pay  Bills"
w i n d o w  l i s t s  a l l
outstanding  liabilities.
The  manual  explains
how to select  bills  for
payment,  choose  a
p a y m e n t  m e t h o d
(check or credit card),
and assign a  discount
for  early  payment.
Following this workflow
ensures your Accounts
Payable  aging  report
remains  accurate.

WRITING CHECKS

F o r  i m m e d i a t e
e x p e n s e s ,  t h e
QuickBooks  Pro
2010  User  Manual
covers  the  "Wr i te
Checks" feature. This is
useful for rent, utilities,
or  other  bills  paid  on
the  spot.  The  manual
e m p h a s i z e s  t h e
i m p o r t a n c e  o f
s p e c i f y i n g  t h e

"Expenses"  tab versus
the "Items" tab. Using
the correct tab ensures
that  the  transaction
posts  to  the  r ight
accounts  and  tracks
inventory  if  applicable.

Bank
Reconcili
ation:
The
Critical
Monthly
Task
Perhaps  the  most
important  chapter  in
the  QuickBooks  Pro
2010 User Manual is
t h e  o n e  o n  b a n k
reconciliation.  This
process  ensures  that
y o u r  Q u i c k B o o k s
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records  match  the
b a n k ’ s  r e c o r d s ,
catching  errors  and
preventing  fraud.
The manual provides a
clear  workflow:  open
t h e  " R e c o n c i l e "
window,  enter  the
ending  balance  and
statement  date  from
your  bank,  and  then
check  off  cleared
t r a n s a c t i o n s  i n
QuickBooks.  A  key
piece  of  advice  from
t h e  m a n u a l  i s  t o
reconcile every month.
If  the  difference  is  not
ze ro ,  t he  manua l
guides  you  through
adjusting entries, such
as  recording  bank
service  charges  or
i n t e r e s t  i n c o m e .
C o n s i s t e n t
reconci l iat ion,  as
taught by the manual,
is  the  hallmark  of  a
well-maintained  set  of
books.

Generatin
g and
Customizi
ng
Reports
Data  is  only  useful  if
you  can  interpret  it.
The  QuickBooks  Pro
2010  User  Manual
f e a t u r e s  a
comprehensive chapter
on  reporting,  covering
the  standard  reports
available  and  how  to
modify them.
The  manual  organizes
reports into categories:
Company  &  Financial
(Profit  &  Loss,  Balance
Sheet),  Customers  &
Rece ivab les  (A /R
Aging,  Col lections
Report), and Sales. You
can access these from
the  "Reports"  menu.
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The  manual  explains
how to filter reports by
date, customer type, or
class.  Furthermore,  it
covers the "Memorize"
function,  allowing  you
to  save  a  customized
report  for  repeated
use. For instance, you
can  create  a  monthly
Profit  &  Loss  report
that  automatically
updates  with  current
data,  saving significant
time each month.

USING THE REPORT
CENTER

For users overwhelmed
by the  list  of  reports,
the manual  introduces
the  Report  Center,  a
visual  browser  that
categorizes  reports
with  sample  images.
The  QuickBooks  Pro
2010  User  Manual
recommends using this
center  to  discover
reports  you might  not
have  known  existed,
such  as  "Sa les  by

Customer Summary" or
"Item Profitability."

Inventory
Managem
ent
For  product-based
businesses,  inventory
t rack ing  i s  a  core
f e a t u r e .  T h e
QuickBooks  Pro
2010  User  Manual
dedicates  significant
space  to  this  topic.
The  manual  explains
that  inventory  items
must  be  se t  up  as
"Inventory  Part"  items
in the Item List.  Each
item  requires  a  cost
and  a  sa les  pr ice .
When  you  purchase
inventory,  QuickBooks
increases  the  quantity
on hand and the value
of the Inventory Asset
account. When you sell
i tems,  the  cost  o f
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g o o d s  s o l d  i s
a u t o m a t i c a l l y
calculated. The manual
w a r n s  a g a i n s t
adjusting  inventory
quantities  manually
unless  absolute ly
necessary, as this can
distort  your  cost  of
goods sold.  Instead, it
recommends using the
"Physical  Inventory
W o r k s h e e t "  t o
reconcile  counts.

Payroll
Setup
and
Processin
g
While  QuickBooks  Pro
2010 did not include a
built-in  payroll  service
without  an  additional
subscr ip t ion ,  the
QuickBooks  Pro

2010  User  Manual
covers  the  setup  for
those who chose to use
the Assisted Payroll or
Basic  Payroll  options.
The  manual  explains
h o w  t o  s e t  u p
employee  profiles,
i n c l u d i n g  t a x
w i t h h o l d i n g
information  and  pay
rates.  It  details  the
process  of  running  a
payroll  check,  which
a u t o m a t i c a l l y
ca lcu la tes  Soc ia l
Security, Medicare, and
federal  withholding.
T h e  m a n u a l  a l s o
e m p h a s i z e s  t h e
importance  of  filing
quarterly  payroll  tax
forms,  such  as  Form
941,  using  the  data
tracked by QuickBooks.

Troublesh



12

12 Quickbooks Pro 2010 User
Manual

2023-11-21

ooting
Common

Issues
No software is perfect,
and  the  QuickBooks
P r o  2 0 1 0  U s e r
Manual  includes  a
troubleshooting section
to  address  frequent
problems.

DATA FILE
CORRUPTION AND
VERIFICATION

The  manual  explains
how to  use  the  "File"
menu to run the "Verify
Data"  and  "Rebuild
Data"  utilities.  These
t o o l s  s c a n  t h e
company file for logical
errors  and  attempt  to
r e p a i r  t h e m .  T h e
m a n u a l  s t r o n g l y
advises  creating  a
backup before running
the rebuild utility. This

is  perhaps  the  most
valuable  tip  for  long-
t e r m  u s e r s ,  a s
company  file
corruption is a leading
cause of data loss.

MULTI-USER MODE
CONFLICTS

If multiple users access
the file simultaneously,
the  manual  describes
how to switch to "Multi-
User Mode." It explains
common  errors,  such
as  the  "File  in  Use"
e r ro r ,  and  how  to
r e s o l v e  t h e m  b y
ensuring all users close
the  file  properly.  The
QuickBooks  Pro
2010 User Manual is
clear  about  network
requirements: a stable,
wired  connection  is
strongly preferred over
wireless  for  database
operations.
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Backup
and Data
Protectio
n
Strategie

s
D a t a  l o s s  c a n  b e
catastrophic.  The  user
manual dedicates a full
chapter  to  backup
s t r a t e g i e s .  T h e
QuickBooks  Pro
2010  User  Manual
recommends  creating
a backup copy of your
company  file  after
every  session,  or  at
least  daily.  It  explains
the difference between
a  " B a c k u p "  ( a
compressed  file  that
can be restored) and a
"Copy"  ( an  exac t

d u p l i c a t e  o f  t h e
working  file).  The
manua l  sugges t s
storing backups on an
external  drive  or  a
s e c u r e  n e t w o r k
location,  and  it  also
covers  the  "Schedule
Backup" feature, which
automates the process.
F o l l o w i n g  t h e s e
guidelines ensures that
you  can  recover  your
financial  data  in  the
event  of  a  hard  drive
failure.

Conclusio
n
Whi le  techno logy
marches  forward,  the
QuickBooks  Pro
2010  User  Manual
remains a testament to
s o l i d  a c c o u n t i n g
software  design.  Its
principles—accurate
data  entry,  regular
reconciliation,  proper
inventory  tracking,


