
Migrating from manual to computerized bookkeeping streamlines processes, reduces errors,

and provides real-time insights. This transition requires careful planning to ensure data accuracy,

especially for opening balances and subsidiary records like accounts receivable, payable, and

inventory.

Review all manual records, including ledgers, journals, invoices, receipts, and bank statements,

to identify workflows like invoicing and reconciliations. Organize data by categorizing

transactions, resolving discrepancies, and backing up physical or spreadsheet files for

reference. Create a trial balance from your last manual period to verify totals for assets,

liabilities, equity, revenue, and expenses.

Select user-friendly accounting software such as QuickBooks, Xero, or FreshBooks that supports

modules for general ledger, accounts receivable (AR), accounts payable (AP), and inventory.

Ensure it offers import tools for spreadsheets (e.g., CSV or Excel) and integrates with your bank

for automatic feeds. Test free trials to match features like multi-user access and reporting to

your business needs in Oak Ridge, Tennessee.

Start a new company file in the software using your trial balance date as the opening date.

Manually enter or import balances for general ledger accounts (e.g., bank, cash, equity) via the

setup wizard or chart of accounts module, ensuring debits equal credits. Verify by running a

balance sheet report that matches your manual trial balance before proceeding.
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Import or add customer details (names, contacts, terms) into the AR module from a cleaned

spreadsheet of open invoices, including outstanding amounts and due dates. Similarly, enter

suppliers in the AP module with details from unpaid bills, mapping each to appropriate expense

or liability accounts. Reconcile totals: AR subsidiary ledger should equal the AR control account

in the general ledger, and same for AP.

For accounts receivable, post opening invoices as unpaid sales in the AR module, linking to

customer records. In AP, enter opening bills as vendor liabilities using historical reports from your

manual system. For detailed inventory, input item lists (SKUs, descriptions, quantities, costs) into

the inventory module, then adjust opening stock values via journal entries or stock adjustments

to match physical counts. Run aged receivables/payables and inventory valuation reports to

confirm alignment with manual records.

Train staff via software tutorials on daily tasks like entering transactions and reconciliations. Run

the system in parallel with manual methods for one period, comparing reports for accuracy, then

go live while monitoring for issues. Automate bank feeds and recurring entries post-setup to

maintain efficiency.
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