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Introduction

The Unique Challenges of Small-Business Financial Management 

For small-business owners, life today is more challenging than ever. Customers are less loyal and expect faster, more personalized service. Competition is fierce. Resources are limited. Companies and employees must do more with less. Today’s business owners often have a hard time managing the company’s cash flow, much less tracking how they make and keep the company profitable. Not only is it hard to simply keep track of the details of financial transactions, it is especially challenging to get a complete view of the company’s financial health.

The truth is that managing finances is one of the most challenging aspects of running a small business. In fact, the time demands and complexity of financial management, accounting, budgeting, inventory, payroll, taxes, expenses, billing and other business management requirements are enough to overwhelm any business owner, but particularly small-business owners. With limited money, time and resources, small-business owners often end up managing most of the day-to-day tasks of running their business, including handling the finances, without the most effective and appropriate set of tools. 

Typically, small businesses use different, stand-alone tools for their finances, ranging from pen and paper to Microsoft® Office Excel® and accounting software. But accounting software on the market today can be intimidating for many, especially for business owners who do not have a financial background. Although small-business owners recognize the value of well-managed accounting and finances, most don’t have the time to devote the level of attention and detail required to truly understand and make use of their financial information.
As a result, they and their employees often turn to their familiar Microsoft Office tools for day-to-day financial tasks. Even those who have accounting software often use Microsoft Office on the side. They use Word, Excel, Outlook® and Access to create quotes and invoices, to do budgeting, track time and manage inventory. But because those activities are ad hoc, the same information is re-entered in different places, in different programs, duplicating efforts and increasing the possibility that errors might occur as employees enter the same information multiple times. 

And it isn’t just financial information. Customer and prospect information also resides in many different places — documents, file folders, Rolodexes, software applications, and on sticky notes — with no easy way to share or organize the information for the benefit of the company or its customers. In turn, employees often don’t have all the information they need when dealing with customers or prospects. This makes it hard to follow up on sales leads or serve customers effectively. 

Having better insight into financial and customer information can also help employees be more effective workers. They may not need access to all the company’s data, but for small-business owners today, providing financial information to employees is often an all or nothing proposition — complete access or no access. As a result, employees working closely with customers may have to approach an office manager to obtain even basic information. Business owners and office managers also benefit from easy access to customer information such as sales opportunities, quotes and orders, as well as internal information such as billable time directly from employees. 

A Solution for Small Businesses

The answer to these needs is Microsoft Office Small Business Accounting 2006, a full-featured financial management program that allows small-business owners to manage their business financials using out-of-the-box software. It is designed for any company with fewer than 25 employees, and requires little or no accounting training to use it — although it has features and functionality that experienced accountants will appreciate. It simplifies the financial management process and makes it easier for business owners and employees to have access to better information to help the company make better-informed decisions. 

Best of all, Small Business Accounting 2006 offers great integration with the other Microsoft Office programs. It brings the ease of use of Microsoft Office to a full-featured accounting application, allowing business owners and office managers to manage their finances with tools that they are already familiar with. When combined with applicable versions of other Microsoft Office applications such as Word, Excel, Access and Outlook, Small Business Accounting 2006 allows small-business owners to continue to work with familiar Microsoft Office programs and get better insight in their financial results. The integration with Microsoft Office Outlook 2003 with Business Contact Manager allows them to see financial and customer information and provide employees with the information they need to be effective.
Small Business Accounting will be available as a stand-alone product and as part of Microsoft Office Small Business Management Edition 2006, a comprehensive solution for financial and customer management, customer information management combined with tools for day-to-day tasks. Office Small Business Management Edition 2006 combines Small Business Accounting 2006 with the familiar Microsoft Office programs — Microsoft Office Word 2003, Microsoft Office Excel 2003, Microsoft Office PowerPoint® 2003, Microsoft Office Publisher 2003 and Microsoft Office Access 2003 — and an updated version of Office Outlook 2003 with Business Contact Manager. It provides powerful tools to help business owners manage their customers, finances and day-to-day tasks in one place.

Small Business Accounting 2006 at a Glance

Small Business Accounting 2006 is the result of many years of planning, research and more than 25 years of experience in financial management application development. Small Business Accounting 2006 was built from the ground up, designed to address the unique needs of small businesses that were not being met by other solutions in the marketplace. 

Since the release of Small Business Accounting beta in November 2004, Microsoft has solicited responses from thousands of customers evaluating and deploying Small Business Accounting. Based on this feedback, Microsoft is offering Small Business Accounting 2006, which extends the solutions and addresses important financial management scenarios suggested by customers.

With Small Business Accounting 2006, Microsoft provides a more comprehensive accounting solution to meet the financial management needs of a small business. 

Small Business Accounting 2006 provides a complete set of accounting tools that can help small businesses do the following: 

· Create quotes, invoices and purchase orders

· Manage payroll and government taxes easily, with ADP payroll services (for an additional fee)

· Track and forecast inventory

· Automate bank accounts and customer payments

· Handle credit card purchases, print receipts and checks, and pay bills

· Monitor and forecast cash flow

· View, modify and print more than 60 reports

· Track profit and loss

· Track edits and changes made to transactions, and create an audit trail

· List reports, such as journal entries, items, customers, vendors and employees

· View up-to-date customer financial information on the Company Home page

· New since RTM release. Memorize transactions, enabling users to save frequently entered transactions as templates and reuse them

· New since RTM release. Summarize profit and loss statements by class or business segment

· New since RTM release. Manage payroll manually using an integrated Excel solution

· New since RTM release. Make a backup of their company’s database to share with their accountant

Small Business Accounting 2006 is easy to use and set up, allowing small-business owners to receive the solution’s benefits right away. With it, they can do the following:

· Use the Startup Wizard to get up and running quickly

· Work in the familiar Microsoft Office environment

· Import data from Microsoft Office Excel 2002 or 2003 

· Import data from QuickBooks1 (e.g., master records such as chart of accounts, customers, vendors, items, employees, and supporting tables as well as beginning balances)

Small Business Accounting 2006 keeps track of financial and customer information in one place, allowing small-business owners to do the following: 

· Share customer information, financial information and other business data with true multiuser access

· Increase employees’ efficiency by providing access to the customer and financial information they need to be effective

· Enable employees to perform basic financial tasks such as creating quotes, sales orders and invoices through Outlook 2003 with Business Contact Manager, based on customer and product information in Small Business Accounting 2006 

· Track billable time through Outlook 2003 with Business Contact Manager,2 and manage employee time records 

Benefits of Small Business Accounting 2006 

Small Business Accounting 2006 is designed to meet the financial management needs of a small business. This solution goes beyond the key features expected from a business accounting software program, such as a general ledger, accounts receivable, accounts payable, payroll management, sales order processing, purchase order processing, inventory management, employee management, banking and reporting. When combined with other Microsoft Office applications, small-business owners can now bring their financial and customer information together to get a complete view of the business, build stronger customer relationships, and provide employees with the information they need to be effective. In addition to all these features, it includes numerous ways to use and understand financial data — from flexible cash- flow forecasting tools to more than 60 customizable lists and reports — helping small- business owners or managers make better-informed business decisions.

Easy-to-Use Accounting and Financial Management Tools Designed for the Small Business

With Small Business Accounting 2006, the business owner or manager can better put the company’s financial data to work for the company. The solution helps meet the financial management needs of small businesses by providing the following:
· Easy-to-use, complete financial management software. Small Business Accounting 2006 is a full-featured accounting program designed to meet the unique needs of the small-business owner or manager by combining the familiar Office 2003 interface with powerful accounting, payroll, banking, job tracking, inventory management, and sales and purchase order tools, all in one place. Small Business Accounting is also easy to set up and use, because it looks and works like familiar Microsoft Office programs, and was designed specifically for small businesses. 

· Integration that saves time and reduces errors. Small Business Accounting 2006 integrates with and works like the other Microsoft Office 2003 programs, allowing small businesses to share and reuse information across the solutions they use most, helping to ensure that they’re always using the most accurate, up-to-date data from the accounting software. Financial documents, such as invoices and quotes, can be exported from Small Business Accounting 2006 and then customized or edited in Word or Excel. This allows people to continue to use familiar Microsoft Office tools without having to re-enter information in different places, helping enable companies to save time and decrease errors by eliminating data re-entry.  

· Make more informed decisions and better serve customers. With Small Business Accounting 2006, people can access the information they need when they need it, enabling them to better respond to customer needs and requests. With the most up-to-date data on their computers or on the network, business owners and managers can make more accurate forecasts about customers and the business. When combined with Outlook 2003 with Business Contact Manager Update, Small Business Accounting enables the company to keep all relevant customer data in one place — an Outlook contact card — so employees can easily access the information they need when dealing with customers, including all communication with the customer, sales opportunities, and financial information such as invoices and payments. With information at the employees’ fingertips, customers will likely spend less time waiting on hold, therefore receiving more-informed, competent service before and after the sale.

Small Business Accounting 2006 and Office Small Business Management Edition 2006

Because Small Business Accounting 2006 integrates fully with Microsoft Office 2003 Edition programs, data can be exported or shared between the accounting program and the Office programs that small businesses use daily. Small businesses can capitalize on integration with those programs to bring a wide range of additional ways to input, use, customize and interpret financial data. 

Integration With Microsoft Office 2003 Editions Programs

As examples, integration with other Microsoft Office applications enables small-business owners to do the following:

· Export every list and report easily to Excel to do further analysis or easily share with or 
e-mail to others

· Further analyze and share cash flow in Excel 2003 by exporting data from the Cash Flow Forecast tool

· Easily import existing customer lists, product lists and vendor lists from Excel into Small Business Accounting

· Share customer information, including financial history, when used with Microsoft Office Outlook 2003 with Business Contact Manager Update

· Create custom templates in Microsoft Office Word 2003 to be used again and again for professional-looking customer documents such as sales orders, credit memos, quotes, customer statements and packing slips

· Export the latest accounting data to Microsoft Office Access 2003 to analyze, share and organize the latest information across the company
Companies who already use an Office 2003 Edition, such as Microsoft Office Professional Edition 2003 or Microsoft Office Small Business Edition 2003, can purchase Small Business Accounting 2006 as a stand-alone product that integrates into a company’s existing system in minutes. Customers that would like one comprehensive solution should purchase Microsoft Office Small Business Management Edition 2006.
Microsoft Office Small Business Management Edition 2006

Small Business Accounting 2006 is also available as a fully integrated component of Microsoft Office Small Business Management Edition 2006, a new Office Edition designed to meet the needs of small-business owners or managers. Office Small Business Management Edition 2006 combines Small Business Accounting 2006 with the familiar Microsoft Office programs — Word 2003, Excel 2003, PowerPoint 2003, Publisher 2003 and Access 2003 — and an updated version of Outlook 2003 with Business Contact Manager. 

Small Business Accounting 2006: Key Functionalities and Scenarios

Better Manage Your Business With Easy-to-Use, Complete Financial Management Software 

Employees and owners of small businesses often use different tools for financial management, ranging from pen and paper and Microsoft Office Word to Excel spreadsheet software and accounting software. But accounting software on the market today can be too complex for many, especially for business owners who do not have a financial background, or who just do not have time to learn new software. For a variety or reasons, many business owners simply have not automated their company’s finances — even when they have access to accounting software.

In addition, small businesses often don’t have the luxury of hiring information technology (IT) staff to install and deploy new accounting programs. They need a do-it-yourself solution that will begin solving their problems right out of the box, with minimal ramp-up time. 

The way to put business financial data to work is to make it accessible and usable to the parts of the company that need it. Small Business Accounting 2006 provides a quick and easy way to do that. Because it is a Microsoft Office System product, it looks and feels familiar. 

Small Business Accounting 2006 integrates with Microsoft Office programs such as Excel, Word, Outlook 2003 with Business Contact Manager and Access, which are already in use in many small businesses, to automate most business processes in a small company and unify them into one easy-to-use system. That means the small company does not need to invest in specialized programs to handle particular tasks — and subsequently does not need to spend the effort of integrating it into the company network. As a result, systems interoperate seamlessly and business processes can be streamlined. Once set up, office managers will find a full-featured accounting program that helps them more easily keep track of business finances. The program helps develop quotes, sales orders and invoices, manage purchase orders and inventory, pay bills, track employees, and monitor jobs. In one easy-to-use program, business owners and office managers can be empowered with integrated, accurate information from across the company.

The ability of Small Business Accounting 2006 to integrate company business information quickly and easily enables business owners to do the following:

· Get up and running quickly. Most small businesses don’t have the budget for technology consultants, IT specialists or systems integrators to install business software. That’s why Small Business Accounting 2006 is designed to be installed in-house by the small business itself. An easy-to-use Startup Wizard helps get it set up, connected and working so companies can get started using it right away. Once it is running, it looks and works similarly to the other familiar Microsoft Office programs, such as Excel and Word, used in small businesses everywhere. The program is designed to be intuitive and easy to use, and shouldn’t require extensive training or a steep learning curve to become proficient. 
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The Startup Wizard covers many important business functions automatically, getting Small Business Accounting 2006 running quickly and easily.
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Small Business Accounting 2006 provides an intuitive, familiar interface, so users can get up to speed quickly.

· Utilize existing financial information. Small Business Accounting 2006 is designed to import financial information from other sources. This includes not just Excel, but also other accounting software such as QuickBooks.1 The Small Business Accounting 2006 Startup Wizard helps import master records such as chart of accounts, customers, vendors, items, employees and supporting tables as well as beginning balances, and helps users get started using existing information immediately.

· Get one view of the company. When business and financial data is unified in one place, the business owner or manager can get a look at the fiscal health of the company on a single screen. With Small Business Accounting 2006, a quick overview is always just a click away, in the Company Home page. This is a customizable window into the business, showing reminders, recent cash flow with forecasting ability, information on bank accounts, vendors and customers, and more. The Company Home page gives a snapshot of the important information and captures the critical tasks and reminders in one location, so business owners and managers can always stay on top of changing customer and accounting information and get an overall sense of the company on one screen.
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The Company Home page provides a centralized, customizable view of critical business information.

· Forecast cash flow. Small Business Accounting 2006 includes a flexible cash-flow management tool that keeps track of invoices, bills and payments to help businesses manage and predict cash flow easily. Small-business owners can model rich “what-if?” scenarios for different time periods to help forecast future cash flows and easily make decisions about which customers to contact or which bills to pay. 
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The cash flow management tool helps owners understand, manage and predict the company’s cash position.

· Create and customize business documents and letters. Using the templates in Small Business Accounting 2006, business owners and managers can easily create quotes, invoices and purchase orders and use existing, up-to-date customer data to populate the forms. Quotes can easily be converted to sales orders and invoices with the click of a button. These documents, along with customer letters, can be customized in Word to sharpen the professional appearance of marketing materials and financial documents, helping the company attract new customers and retain existing customers. 
· Memorized transactions. To make entering repeated transactions easier and faster, Small Business Accounting supports memorized transactions. When a user creates a new transaction, all the details entered such as sums, categories and classes are memorized and associated with the payee for that transaction. Users can mark these transactions as memorized so there is no need to re-enter data. This is very convenient for entering recurring transactions such as monthly or annual bills, incomes, and other standardized transactions. 

· Inventory management. Small Business Accounting 2006 helps companies manage and track their inventory, using the first-in, first-out (FIFO) valuation method. Small businesses can use purchase orders to order new inventory items, and then receive items in the system as they come in. Inventory quantities are depleted from the system as invoices are created to help maintain accurate inventory levels. Companies can also track and adjust their overall inventory quantities in the system, in real time, and can use the physical inventory worksheet to perform a physical count.
· Manage vendors effectively. Small Business Accounting 2006 enables tracking of vendor transactions, so small businesses can keep on top of the supply chain. Users can customize vendor lists, print checks, and create new purchase orders and credit memos. 

· Manage payroll and government taxes easily. Companies using Small Business Accounting 2006 can also choose online-based payroll functionality powered by payroll-industry leader Automatic Data Processing Inc. (ADP), for an additional fee. The Process Payroll tool in Small Business Accounting 2006 provides a full-featured payroll and tax processing application that is simple to set up and use yet able to calculate federal, state and local taxes. ADP offers a number of payroll options so that small businesses will be able to select a service that meets their needs. In addition, seamless integration between Small Business Accounting 2006 and ADP allows users to import timesheet data directly into the payroll application, and payroll and tax information to the general ledgers.
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With ADP Payroll for Microsoft Office Small Business Accounting 2006, timesheet data can be imported directly into the payroll application.

· Manage payroll manually using Excel. Small Business Accounting 2006 can work with Excel to enable manual management of payroll. Users can launch calculation of manual payroll from Excel 2002 or Excel 2003 via a Small Business Accounting 2006 interface, which allows users to set up taxes and calculate payroll using Excel. After setting up the mapping of the general ledger accounts and employees from Small Business Accounting to Excel, users can run their payroll in Excel. In addition, because Excel and Small Business Accounting are integrated, users can print checks from Small Business Accounting to make it easy to pay employees and ensure that the appropriate transactions are captured in the accounting program.
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Users can manage payroll manually in Excel with an out-of-the box template that integrates with Small Business Accounting 2006. 

· Automate bank accounts and customer payments. Small Business Accounting 2006 helps small-business owners manage multiple company bank accounts — including writing and printing checks — through one consolidated view. Small Business Accounting 2006 also enables the business owner to customize and organize customer payments via credit and debit cards to better serve customers and reduce transaction costs. Businesses can use existing merchant accounts, or establish new accounts, with Small Business Accounting 2006, allowing businesses to reach new customers who want to pay by credit or debit card and accept phone orders from customers without the expense of a stand-alone credit card terminal or dedicated phone line. 
· Analyze data with modifiable reports. Small Business Accounting 2006 also has more than 60 reports for detailed breakout of data. With reports ranging from profit-and-loss and cash flow to item profitability and customer transaction history, small-business owners and managers can get a range of different views of their information. In one easy-to-use source, owners and managers are empowered with many kinds of financial information from across the company. In addition, users can modify the reports by setting filters, changing fonts and formatting, and more, allowing companies to customize reports to meet their unique needs.
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With more than 60 customizable, preformatted business reports, small businesses can keep track of their company’s profit and loss statements, balance sheet, cash flow statement, and more.

· Accommodate novice users and experienced accountants. Small Business Accounting 2006 is so easy to use that those without previous accounting knowledge can start right in. Even so, it has advanced features that make work easier for experienced accountants and bookkeepers. 
· Track all transactions. Users can see detailed views of each transaction, to show which accounts are being posted. Advanced users can also take advantage of the audit trail feature, to see what transactions were entered on specific days and any changes made to the records. This makes it easier to work with a bookkeeper, to find and fix mistakes, or to view recent changes.
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The transaction journal provides a view of business activity and insight into the details of each transaction.

· Track data by job. Many companies, such as consulting firms and contractors, organize their businesses around specific customer jobs. Small Business Accounting 2006 helps business owners track revenues and expenses by job, and monitor and compare total job profitability. They can also track estimated versus actual job costs, and compare job progress invoices versus quotes. This data becomes useful for business planning, for example, or to help increase accuracy of future job estimates.
· Benefit from fast, reliable data processing. Small Business Accounting 2006 is built on the desktop version of Microsoft SQL Server™, a leading business database. This means that the program can handle a large amount of information while providing strong performance and stability, and that there is substantial room for high volumes of transactions. Small Business Accounting 2006 is designed to accommodate short-term needs as well as long-term company growth.

Fictitious Customer Scenario: Northwind Traders

PROBLEM: Difficult to keep pace with a growing business
Northwind Traders is a six-employee company specializing in high-end sports equipment. For years, company founder Brenda Diaz ran the company off a single computer, but success has brought increasing levels of new business and Northwind Traders has recently acquired new customers, new employees and new computers. The growth of the company is exciting, but Diaz has found that it is an increasing challenge to keep ahead of all the changes and opportunities and maintain a broader perspective on her business.

Diaz is always swamped by the day-to-day tasks of running her company; she rarely has the time or resources to plan more than a week ahead. Diaz has packed days: Between meetings to brief employees on the latest client changes and the time spent weeding through the daily paperwork, she barely has time to analyze the numbers and make decisions about the direction she was taking her company. Without an accurate way to predict cash flow and track financial processes, it’s hard for Diaz to make good business decisions and plan for the company’s further growth.

Diaz and her staff all currently use Microsoft Office applications, and each person has developed his or her own set of contacts and processes. However, they have also developed their own ways of keeping track of information. Diaz knows that Northwind Traders needs a comprehensive financial management solution to organize information and processes in her company. But with busy workloads, who has time to learn brand new programs and ways of working — particularly when employees are already happy working in Microsoft Office applications such as Word and Excel? And in addition to the downtime associated with learning complex accounting and financial management software, there’s the expense of hiring an IT professional to integrate the software and a trainer to educate the staff.

SOLUTION: Easy-to-use financial management with Small Business Accounting 2006

Diaz needs a solution that would allow her to use existing data and continue using the Microsoft Office programs she and her company were familiar with, and that wouldn’t require large amounts of training or downtime after installation. She decided on Small Business Accounting 2006 because the integration with other Microsoft Office programs would allow her employees to reuse templates and data they used every day, and she would be able to get started working right away with the familiar Microsoft Office interface.  

Get Started Quickly

Using the Startup Wizard, Diaz was able to get and could import data directly from the company’s existing Excel spreadsheets. She didn’t experience any downtime, because once she imported her files, she could get right to work. And she didn’t have to complete the entire setup to get started: She can come back to setting up her online banking when her part-time bookkeeper arrives at the office.

Easily Create Financial Documents

In Small Business Accounting 2006, Diaz can create a quote, using the existing customer information that immediately populates the form with customer address and information already in the accounting program. With the click of a button, Diaz can convert the quote to a purchase order or invoice. She no longer has to re-enter data in separate forms, and can even export the invoice directly to Microsoft Word, enabling her to add the Northwind Traders logo and a personal note before e-mailing it to the client.

Automate Payroll and Other Financial Processes

With Small Business Accounting 2006, Diaz was able to choose the payroll solution that matched her needs through payroll-industry leader ADP. Seamless integration between Small Business Accounting 2006 and ADP allows Diaz to automate virtually everything from timesheets and taxes to direct deposits for an additional fee. It decreases the mess of paperwork on her desk, and ADP makes it easy for her to pay employees on schedule. It automatically supplies her with the latest tax forms and calculates her state, local and government taxes. With this taken care of, Diaz now has time to look beyond her day-to-day tasks and can spend more time planning for her company’s future.

Complete Company View

Now that Diaz is using Small Business Accounting 2006, she gets an instant view of the day’s most critical items on the Company Home page. Diaz has customized her Company Home page so now she has a view of her cash flow, overdue customers, vendors to pay, and a list of reminders, such as checks to write and bills to pay. Small Business Accounting 2006 takes care of Diaz’s daily task list and, because it’s all stored in the accounting software, allows her to pay bills or check in on overdue customer accounts with a single click.  

Forecast Cash Flow, Inventory and Sales to Help Make Better Business Decisions

Gauging cash flow is integral to any small business. It is particularly critical for Diaz to predict the company’s cash flow as Northwind Traders goes through a period of rapid growth. With her Company Home page, it is easy for Diaz and her managers to make quick, informed decisions about the business using the cash-flow forecast tool. Diaz can monitor sales flow, forecast expenses, and determine how potential sales will change the inflow and outflow of cash. In addition, the inventory tool automatically updates when changes are made by her sales team, so Diaz can use her inventory reports to make up-to-date projections on item profitability and more. Now when customers call, Diaz can make quick decisions about accounts, sales and inventory needs — and make sure she plans for the future of her company.

Room to Grow and Adapt

Northwind Traders’ bookkeeper can take advantage of the more sophisticated features in Small Business Accounting 2006 to monitor different company transactions and create an audit trail to track who made what edits to which transaction and when. As the company grows, the SQL Server database on which Small Business Accounting 2006 is based is capable of greater storage. And as the company’s needs become more sophisticated, the company can migrate seamlessly to enhancements offered by Microsoft Business Solutions.
Save Time and Help Reduce Errors With Microsoft Office Integration 

With financial and customer information often stored in different places, including folders, notebooks, sticky notes and software, small businesses struggle to stay organized and keep important data from falling through the cracks. Many business functions, such as quotes, statements, orders or invoices, are often done on paper forms or in Microsoft Office Excel or Word. Even automating systems is not necessarily the answer — many small businesses have inventory management on one system, purchasing on another, sales orders on a third, and so on. Important data and information is difficult to locate and easy to lose. In addition, with valuable information in different places and formats, re-entry of key data consumes valuable time and opens the opportunity for error.

Because it works seamlessly with the familiar Microsoft Office programs already being used by many small businesses today, Small Business Accounting 2006 provides several avenues for businesses to better organize their information, help save time, increase accuracy and increase the productivity of employees.

Companies need a centralized location for information and a solution that helps them make the most of that information. Although Small Business Accounting 2006 can be used as a standalone product, it integrates fully with familiar Microsoft Office 2003 Editions programs, such as Word, Excel, and the updated version of Outlook with Business Contact Manager, allowing employees to share data among the programs they use everyday. With a single click, Small Business Accounting allows employees to automatically transfer information developed in one part of the solution to other applications, without the need for data re-entry.2 

Small Business Accounting 2006 helps keep the small company on top of its transactions, by helping the small-business owner do the following:

· Reuse information. Small Business Accounting 2006 makes it easy to reuse information across business applications. Businesses can save time and reduce errors by eliminating the need to manually re-enter data. Because Small Business Accounting 2006 fully integrates with other Microsoft Office 2003 Editions programs, users can simply copy or export business information into the software programs they already use — Word, Excel, Outlook and customized Access databases — for formatting, analysis and customization.

· Import data. Companies that want to get up and running quickly can import their customer, vendor, employee and account master record and contact information directly from QuickBooks and Excel as well, using predefined templates. This helps companies easily move from an existing accounting application to Microsoft Small Business Accounting. 

· Customize and automate written communications with Microsoft Word. Small Business Accounting combines with Word 2002 or Word 2003 to help create letters automatically using a Letter-Writing wizard directly in the accounting program. Business owners can create letters, quotes, invoices, purchase orders and more, retaining the company’s standard format and business identity — and these communications can be automatically merged with customer information and addresses.  
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Integration with Word makes it easy to create professional-looking documents to communicate with customers, vendors, employees and partners.

· Analyze data with Excel integration. Integration with Excel allows for additional customization of reports while maintaining rich formatting and formulas that facilitate additional analysis. Users can also export lists (e.g., items, quotes, sales orders, vendors and customers) to Excel for easy sharing with other people. Two out-of-the box Excel pivot table reports enable users to analyze sales and purchases in real time. 

· Use out-of-the box analysis tools for Access 2003. Users can choose from eight out-of-the box Access 2003 reports to see comparisons, reveal patterns and relationships, analyze trends, and more. These help businesses extract meaningful information from data to help make more sense of company transactions. In addition, customers or Microsoft partners with Access knowledge can create solutions and reports tailored for a specific business and based on Small Business Accounting data.   

Fictitious Customer Scenario: Northwind Traders

PROBLEM: Manual systems and processes mean increased chance of errors and lost customer opportunities.

Northwind Traders has always managed its customer and sales information the same way it handles financial data: primarily manually. Most customer-facing employees, including the sales manager and sales assistants, have different ways of taking notes and recording activities, some even jotting down notes on slips of paper. Employees often respond to customer e-mail queries without keeping a good record of what has been sent. In other words, costly mistakes are made.

As the owner, Diaz knows that in the competitive sporting goods industry, customer service is paramount, and missing sales opportunities means missing revenue that is hard to make up. Meanwhile, the growth of the business has resulted in more and more phone calls and e-mail inquiries about new product lines. And because Northwind Traders now is dealing with vendors, Diaz has found that some clients deal with three or four contacts within her company: one for sales, another for purchasing, and so on. So revenue is suffering, and she worries that she’s overbilling some customers and underbilling others.

SOLUTION: Seamless integration between Small Business Accounting 2006 and other Microsoft Office applications

As part of the Microsoft Office System, Small Business Accounting 2006 works naturally with other Microsoft Office programs to provide several integration points that can help small businesses such as Northwind Traders achieve more efficiency, reduce errors and get more business value from their financial activities. When used with Office Small Business Accounting, other familiar Microsoft Office programs become even more useful than before.

Using Microsoft Word

With Small Business Accounting 2006, employees can easily create quotes, orders and invoices and use Word, the software with which they are familiar, to customize them.

Northwind Traders’ office manager can now easily create and send letters to customers using the Letter-Writing wizard in Word, and those letters can contain customer data directly from the accounting program. She can also fully customize invoices with her brand and logo using the Word invoice tool, just as before. The difference is she can do all that while retaining the information in the accounting system, where it can be easily retrieved and organized into reports. There’s no need to retype any information into customer invoices, as this content is transferred directly from Small Business Accounting 2006 to the customized invoice in Word.

Enhancing Excel and Access

And when it comes time to create reports, all the company’s financial data and lists can be easily exported to Excel, with appropriate formatting and formulas intact, for further modifications. This not only can save time and reduce errors, it also helps companies use all the power of Excel to create nearly any view of the data they desire. 

Access, too, can be fully integrated with the new accounting system. Northwind Traders can use this feature to import its sophisticated commissions schedule from Access to the new accounting system, where it can be integrated with other payroll information to help ensure that timely and accurate payments are made to employees. 

Track and Manage Employee Time

Small Business Accounting 2006 helps Diaz manage her employee timesheets directly in the accounting program. Because Diaz is using ADP Payroll for Microsoft Office Small Business Accounting 2006, she can integrate Small Business Accounting data directly with ADP payroll services. Among other tasks, ADP calculates her government, state and local taxes, and manages direct deposit for her employees for an additional fee. She can also run time reports to analyze her employees’ billable time using payroll reports in Small Business Accounting 2006.
Better Serve Customers With Access to Up-to-Date Customer and Financial Information

Employees in small businesses need access to up-to-date information if they are to be productive and contribute their most and best to the business. 

However, employees cannot always access business data relevant to their role to accomplish tasks effectively. Low-cost business software with unsophisticated databases do not support true multiuser access, requiring employees to switch from multiuser to single-user mode to accomplish simple processes such as writing checks. Furthermore, without the ability to delegate security-enhanced and appropriate access rights based on employee roles, many small-business owners shut off access completely, making it inefficient to perform simple multiuser tasks. All this adds up to a lack of responsiveness, and poor individual decision-making.

Small Business Accounting 2006 provides a wealth of information for small-business owners and employees to use in day-to-day operations and in making decisions. When it is used with Outlook 2003 with Business Contact Manager Update,3 detailed information — including rich financial reports, sales and supply chain data, employee management, and forecasting — is quickly and easily available not only about the company itself but also about its customers, including account data, communication histories, contact information, and more. Best of all, these features come in the easy-to-use, familiar Microsoft Office interface. This means company owners and employees can collect the information that’s needed when they need it, without leaving the programs they use every day. 

Although many small businesses need a solution that helps owners and salespeople manage customer contacts and opportunities, they often don’t need the expense and complexity associated with a full-fledged customer relationship management solution. 

Instead, information about sales opportunities and accounts spans multiple programs and various online, print and human sources, forcing employees to spend valuable time juggling different programs, calling co-workers and generally chasing down sales-related data. This can directly result in missed opportunities, poor business decisions and, ultimately, lost revenues. 

Microsoft Office Outlook 2003 With Business Contact Manager

With the launch of Microsoft Office 2003, Microsoft Corp. introduced Outlook 2003 with Business Contact Manager, offering business owners, salespeople or employees in a small business a contact management solution to manage their contact information and sales opportunities. 

Now, with the introduction of Small Business Accounting 2006, Microsoft has updated Outlook 2003 with Business Contact Manager to offer deep integration with the accounting program. This gives companies the tools they need to combine their financial and customer information with their productivity software to help them work more effectively.  

When used together, Small Business Accounting 2006 and Outlook 2003 with Business Contact Manager Update empower small businesses to manage business contacts more efficiently, track sales opportunities, run reports on sales activities and track employees’ billable time. By using Outlook 2003 with Business Contact Manager Update with Small Business Accounting 2006, small companies can create a powerful solution to stitch together all their critical business data. The combination of Small Business Accounting and Outlook 2003 with Business Contact Manager Update allows companies to manage each opportunity throughout the sales cycle, stay on top of communications and maximize sales potential.

Small-business owners looking for a broad range of detailed financial information will receive a number of benefits from Small Business Accounting 2006:

· Authorize access for multiple simultaneous users. Small Business Accounting 2006 helps enable business owners to control access to sensitive data based on employee role, without limiting employees’ ability to be effective. When access is granted, up to five users can simultaneously access the information they need for their specific tasks, without having to wait for others to exit the program. What’s more, new multiuser access functionality in Outlook with Business Contact Manager Update gives employees direct visibility into the company’s sales pipeline. Sales leads can easily see who is working on what, and what stage each account is in, giving them better information for forecasting revenues and allocating resources.

· Track customer financial history. Within each account in Small Business Accounting 2006, small-business owners and managers can access the latest financial history, including a record of all customer payments, invoices and quotes, along with a financial summary of the latest information to date for each client. This allows sales leads and office managers to easily access all the most up-to-date customer information in one location and immediately see the status of each account.
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Business Contact Manager Update for Outlook 2003 provides a view of each customer’s financial history.

· Access and share account and contact information. When used with Outlook 2003 with Business Contact Manager Update, Small Business Accounting 2006 provides many rich data-sharing and account management features that help companies manage each opportunity throughout the sales cycle, stay on top of communications, and maximize sales potential. Users can associate business contacts with the account to allow a comprehensive view of a customer account, including contact information, e-mail and other communication, activity history, and notes, all linked to the account in Small Business Accounting 2006. This helps keep business owners and managers informed of account and customer changes and provides a central location for critical information, which can also be shared with employees selectively, based on their role. 
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Microsoft Outlook 2003 with Business Contact Manager Update allows companies to create and manage accounts, business contacts and sales opportunities, and establish associations between companies and individual contacts — all within Outlook 2003.

· Track customer communications and financial activity. Small Business Accounting 2006 can be used with Outlook 2003 with Business Contact Manger Update to provide an activity history feature, which captures activities and communications related to an account, business contact or business opportunity. Salespeople have instant access to all the information they need to work effectively with customers and other business contacts. Extensive information related to interactions with individuals or companies — including e-mail messages, calendar items and notes — can be accessed, viewed and updated from one location and compared to any financial history or financial activity that is tracked in Small Business Accounting 2006. 
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Outlook 2003 with Business Contact Manager Update provides a complete view of each customer’s financial history.

· Comprehensive sales and service support. Employees can create an opportunity item containing essential information for every business opportunity. Simply by clicking on the opportunity form, they can view a complete activity history and the product or service being sold, as well as sales stage and probability of closing the sale. Relevant information can be associated with the opportunity at any time, including up-to-date product pricing information that can be imported easily. Each opportunity is linked to either an account or a business contact, allowing users to track all related opportunities. With all this information at their fingertips, companies can better assess revenue potential, build more accurate quotes, and provide faster, more accurate answers to questions from customers. 
· Create quotes, sales orders and invoices. From within Outlook 2003 with Business Contact Manager, employees can create quotes, sales orders and invoices that can then be transferred directly into Small Business Accounting 2006. Opportunities created in Outlook 2003 with Business Contact Manager can also be converted into quotes, sales order and invoices and moved to the accounting solution. This greatly reduces the need for retyping and the risk of errors through data re-entry, and places invoices and other business documents directly into the network quickly and easily, resulting in enhanced cash flow. 

· Manage employee time tracking. Billable time is the lifeblood of service businesses. Business owners and managers can track and manage billable time and monitor employee time records directly in Small Business Accounting 2006. Employees can manage timesheets in Small Business Accounting 2006 or with Outlook 2003 with Business Contact Manager Update integration. They can mark appointments in their Outlook calendars as billable time, and then transfer that information to the accounting program with a single click. A time slip can be created in Small Business Accounting 2006 from an appointment in the Outlook Calendar. With all these features, companies can achieve more accurate, timely billing of time and therefore lose less services revenue.
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Appointments can be marked as billable in the user’s Outlook Calendar, and easily submitted as billable time directly from Outlook into Small Business Accounting 2006. 

Fictitious Customer Scenario: Northwind Traders

PROBLEM: Ineffective customer service and sales 

Northwind Traders has always managed its customer and sales information the same way it handles financial data — primarily using manual processes. The company hasn’t automated the way it contacts potential customers or stays in touch with current ones. The company’s sales team members and managers all have different ways of taking notes and recording activities, many jotting down notes on slips of paper and storing important information in file drawers, where it was easily misplaced. Employees often respond to customer e-mail queries without keeping adequate records of what has been sent.

Employees also complained that they didn’t have the information and tools needed to serve customers effectively. They felt that opportunities often fell between the cracks because they didn’t have access to the information and processes they need to work effectively with customers. It was also difficult for employees to track and share customer communications and share financial information, leading to frustration and reduced productivity.

Diaz knew that if she wanted to continue to grow her company and attract new clients, she had to offer more effective customer service.

SOLUTION: Share and maintain customer information in one place and in one solution

With Small Business Accounting 2006, Diaz can review customer information to help resolve outstanding issues, look for unfulfilled orders or late payments, investigate discrepancies in an account, and more. And with role-based permissions, Diaz can share that information with key employees, making sure that everyone who needs to know is informed of the latest changes. Diaz can also use the reporting functionality in Small Business Accounting 2006 to analyze and organize the same information for investors and employees.

In addition, salespeople can easily create quotes and then transfer them to purchase orders or invoices without retyping information. Using inventory lists and inventory forecasting tools, the sales team can also plan for each transaction, determining when they need to reorder items based on different sales projections. 

Share Information and Help Reduce Employee Error

With true multiuser access in Small Business Accounting 2006, Diaz can select and authorize different levels of employee access to sensitive data based on specific employees’ responsibilities. Users don’t have to wait for each other to log in and out, but can access the same information simultaneously. For instance, Diaz’s sales team can access vendor and inventory information at the same time, so that they can all respond accurately and quickly when speaking to customers. They can update the inventory lists, making sure that Diaz knows when Northwind Traders needs to place product orders.  

Track Customer Communications

With the combination of Small Business Accounting 2006 and Outlook 2003 with Business Contact Manager Update, Diaz can share her customer contact database with the sales team so that everyone who needs to can get a clear picture of the latest customer activity. With Outlook 2003 with Business Contact Manager Update, everyone working with a particular account can attach the latest notes, e-mail messages, scanned documents, and more to the account in Outlook. And with the full integration with Small Business Accounting 2006, all employees with granted access have a complete view of each customer’s financial status and financial history — including quotes, invoices and credit history — attached directly to the account in Outlook. With better access to key information, customers can get better service from all employees in Northwind Traders, and employees can be more productive because all the information they need to support customers is at their fingertips.

System Recommendations

Small Business Accounting 2006 requires the following infrastructure: 

· Personal computer with an Intel Pentium 450MHz or faster processor (Pentium III recommended)

· Microsoft Windows® 2000 with Service Pack 3 (SP3) or later, or Windows XP or later operating system

· 280 MB of available hard disk space (hard disk use will vary depending on configuration; custom installation choices might require more or less hard disk space)

· 256 MB of RAM or more recommended

· Super VGA (800x600) or a higher-resolution monitor

· CD-ROM or DVD drive

Additional Items or Services

Additional items or services are required to use certain features:

· Internet functionality requires dial-up or broadband Internet access provided separately; local or long-distance charges may apply.

· For certain integration functionality, including export to Excel and Word, Office Professional Edition 2003 is required.

· Office Professional Edition 2003 is required to create customized invoices, sales orders, quotes, customer credit memos, customer statements and purchase orders; Office XP or later is required to export data to Word or Excel; Outlook 2003 with Business Contact Manager Update is required to share financial data with the Outlook messaging and collaboration client.

· Third-party services including ADP payroll services are available for additional fees.

Sharing Functionality

To enable sharing functionality, the host machine must be running Windows 2000 with SP3 or Windows XP Professional Edition.

1 
Data can be imported from QuickBooks Basic or Pro 2002, 2003 or 2004 Editions. 

2 
Requires Outlook with Business Contact Manager 2003, which is part of Office Small Business Edition 2003, Office Professional Edition 2003 or Office Small Business Management Edition 2006 

3 
Requires Microsoft Office Small Business Edition 2003, Microsoft Office Professional Edition 2003 or Microsoft Office Small Business Management Edition 2006.[image: image14][image: image15][image: image16]
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