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7 Tips for Using QuickBooks® as a Legal Professional 
 
We know you didn’t go into practicing law to have to spend hours tracking your clients 
information in QuickBooks® so here are a few quick tips on how to best set up your 
QuickBooks® for your law firm. The key is implementing good processes on the front 

end, so that you have access to the details for any of your clients at any time.  
 

1. If you receive money from clients as a retainer, which is neither income nor an 
expense when you spend it. You must deposit these funds into your Trust account.  

2. You will have two accounts to set up to track your trust transactions. 
a. You will set up your Trust Bank Account and then add subaccounts to it for 

each client you are holding money in trust for. 

 

  
b. You will also need to set up a current liability called Trust Liability as the 

monies you received will either be owed back to the client or earned 

through your services and/or expenditures that you incur on behalf of the 
client.  
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3. Your Trust Liability account must always equal your Trust Bank Account. This is 
your checks and balances to ensure that something has been accidentally entered 

incorrectly.  
4. When you set up your Customer List, you will want to set up each client as the 

customer and then each case as a job for that customer. This way you will be able 
to track the ins and outs for each case as well as the overall customer.  

 

 
 

5. When you incur expenses or receive funds, ensure that they are always coded to 

your Customer/Job (i.e. Client/Case) name so that you can easily pull reports to 
review the inflows and outflows by case.  

6. Ensure that you document in the memo of your transactions the specifics of the 
expenditure or receipt for better tracking. 

7. Reconcile your Trust Bank Account Monthly; it is always easier to identify mistakes 

sooner than later. 
 

QuickBooks® has the capability of providing you a detailed accounting of your business 
and trust account activity. The key is having a good process from the beginning and 

being consistent on the way the data is being entered and reconciled. This will help you 
ensure that you have detailed and accurate data when you need it and allows you to 
focus on providing the best legal service accounting for your clients. If you have any 

questions about the specifics of these functions, please feel free to contact us at 
816.304.4398. 

 
 

 
   


