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Training at a Glance

Use this as a guide to select specific workflows to be covered.

TOPICS STEP BY STEP WORKFLOWS
PRODUCT ® Benefits of using QuickBooks Online
OVERVIEW e Know the features of your QuickBooks Online subscription

IMPORTING DATA ® Export QuickBooks Desktop data to QuickBooks Online
® Importing lists into QuickBooks Online

SETTING UP YOUR e Add users to QuickBooks Online
COMPANY ® Products and Services list

Print a transactions report for a selected account directly from the
Chart of Accounts

Print the Chart of Accounts
Connect a bank account to the bank feed
Company tab in global Company Settings

Enter contact information, employer ID and tax form in global
Company Settings

Specify terminology for customers in global Company Settings
Sales tab in global Company Settings

Turn on inventory in global Company Settings

Expenses tab in global Company Settings

Explore purchase orders in Account and Settings

Advanced tab in Account and Settings

Close the books in Account and Settings

Show account numbers in Account and Settings

Enable auto-recall on forms in Account and Settings

Enter/Edit many account numbers at once in the Chart of Account

Change settings for automatic signing out after a period of inactivity
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QuICKBOOKS ONLINE TEST DRIVE

Exercises contained inside this handbook can be completed using a QuickBooks Online “test drive”
file. The test drive uses a sample company file called Craig’s Design & Landscaping Services. It can
be accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file; just complete the security
validation and click Continue.

This test drive is designed for you to explore and try out new things without worrying you will break
something or make a mistake. It is not designed to retain any changes you make. (Although you
should change the Sign me out if inactive for setting to 3 hours if you want to give yourself plenty of
time.) Once you close this QuickBooks Online test drive company it is completely refreshed, so
remember to allow sufficient time to complete each task.
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Topic 1: Product Overview

QuickBooks Online has many features and advantages that QuickBooks Desktop does not offer.
Once you make the change to QuickBooks Online, it is important to understand the features
available to you by being in the cloud and the feature availability based upon your subscription
level. Look at just some advantages that QuickBooks Online has:

Access data easily across multiple platforms, PC or Mac, browser or tablet
Mobile access included with all QuickBooks Online subscriptions at no additional cost
No need to transfer data files since everyone logs in to the same account to access the same data

All the data is hosted, backed up and secured by Intuit's servers

Automatically create invoices and send them to clients, including delayed customer charges for
unbilled time and costs

Post to multiple accounts receivable and accounts payable lines in a single journal entry

Track inventory using the first in, first out (FIFO) method (the only QuickBooks Desktop edition
that offers FIFO inventory costing is QuickBooks Desktop Enterprise with Advanced Inventory)

® Track logins, third-party activity and list changes in the Audit Log

® Reports can be emailed to anyone at a scheduled frequency, even if they do not have access to
this QuickBooks Online company file

® Further organize data with both class and location tracking; labels can be selected for locations
(such as property, store, territory, etc.)

Bank transactions are automatically downloaded nightly
Invite unlimited “reports only” and “time tracking only” users

® Sync third-party apps to QuickBooks Online without opening the QuickBooks Online company,
since the apps sync to Intuit’'s always-accessible server; no downloading and managing third-
party sync engines

® QuickBooks Online developers are always releasing new functionality to QuickBooks Online (no

need to install new versions of QuickBooks Online as you always get the latest and the greatest
with new features users are requesting)
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KNOW THE FEATURES OF YOUR QUICKBOOKS ONLINE SUBSCRIPTION

QuickBooks Online is a great solution for many different types of businesses. Every company must
assess their needs to find a financial accounting solution appropriate for their business. Use the
QuickBooks Online subscription matrix to determine the features of your QuickBooks Online
subscription: http://quickbooks.intuit.com/online/compare. You can upgrade your QuickBooks
Online subscription at any time to accommodate changes in your business.

QuickBooks Online Simple Start

QuickBooks Online account
Automatic data backup

Bank-level security and encryption
One full-access user

Invite up to two accountant users, no
additional charge

® Unlimited invoices and estimates

® Charge sales tax to customers

® Snap photos of receipts so you're ready for

tax time

Up to 250 accounts on the Chart of Accounts

Print checks and record transactions
Download bank and credit card transactions
Import from QuickBooks Desktop

Import/export lists from Microsoft Excel®
(customers, vendors, Chart of Accounts)

Add payroll to pay W-2 employees and file
payroll taxes

Prepare and print 1099-Misc
Integrate with available applications

20+ built-in reports

QuickBooks Online 2020 Client Training
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QuickBooks Online Essentials

With QuickBooks Online Essentials you have access to all the Simple Start features as well as:

@ Access for three users with permission ® Unlimited time tracking-only users
controls
® Compare sales profitability with industry
® Manage and pay bills, including schedule trends
payments for later
® Delayed charges and credits
@® Automatic invoice creation on recurring
schedule ® Multicurrency

® Track billable hours by customer ® 40+ built-in reports

QuickBooks Online Plus

With QuickBooks Online Plus you have access to all the Essentials features as well as:

@ Access for five users with permission controls @ Track inventory using the FIFO method
® Unlimited reports-only users ® Budgets

® Track billable hours by customer ® Two-sided items for profitability tracking
® Purchase orders ® Estimates

® Class and location tracking: up to 40 total ® 65+ built-in reports

classes and locations

Track project profitability
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QuickBooks Online Advanced

With QuickBooks Online Advanced, you have access to all the Plus features as well as:

@® Access for 25 users with advanced @® Enhanced custom fields
permission controls

® Prioritized technical support calls
Import or send hundreds of invoices at once
® Training
® Gethelp from a dedicated Customer Success
Manager ® |Invite up to three accountant users, no
additional charge
® Accessto Smart Reporting powered by

Fathom @® Unlimited accounts on the chart of accounts

® Unlimited class and location tracking
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Topic 2: Import Data

IDENTIFY STEPS TO IMPORT DATA INTO QUICKBOOKS ONLINE

When you sign in to your company you can click the Help button (the question mark in the circle or
the word Help next to it) in the top right corner for access to in-product self-help resources such as
overviews and videos, as well as a Contact Us button with various options for ways to connect.

Subscribe now and save 50%  Subseribe now

= Sample Company

+_ Craig's Design and Landscaping Services

BANK ACCOUNTS

Chacking » People like you viewed these answers
Ban §dsat 93

Start involcing

INVOICES EXPENSES by PROFIT AND LOSS e ot
$5,281.57 Unpald  Last 365 dips $5,072 5-700
inting $1,525.50 $3,756.02 Last more et incoma forjarwary
== ™ 52,000
52,062.52 $1,629.70 e 5507 i
] w1617 Connest sctiunts
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QuickBooks Online allows users to import data from QuickBooks Desktop within the first 60 days of
creating the QuickBooks Online account. When this data is imported, it replaces (i.e., overwrites) any
pre-existing data in the QuickBooks Online account.

Most QuickBooks Desktop data can be imported, but there are some limitations. Because
QuickBooks Online is being improved constantly, the import capabilities can change. Check the
latest details and limitations by visiting Move your QuickBooks Desktop file to QuickBooks Online
and What to expect when you switch from QuickBooks Desktop to QuickBooks Online. At the time
of this publication, these guidelines are among those in effect:

® While the size of the QuickBooks Desktop company file does not matter when importing to
QuickBooks Online, the Desktop file must consist of no more than 350,000 targets

® If the Desktop file consists of more than 350,000 targets, consult Condense your QuickBooks
Desktop file for import to QuickBooks Online for alternatives regarding trimming the file or
importing lists and/or balances only

® Form templates (such as invoices, credit memos, statements, etc.) from QuickBooks Desktop
cannot be brought into QuickBooks Online

® Memorized reports from QuickBooks Desktop cannot be brought into QuickBooks Online
® Reconciliation reports from QuickBooks Desktop cannot be brought into QuickBooks Online

® Payroll data imports from QuickBooks Desktop to QuickBooks Online as checks, not paychecks;
any desired payroll service will have to be newly set up in QuickBooks Online via an interview
including calendar YTD fields for each employee

@ |International versions of QuickBooks Desktop cannot be imported into QuickBooks Online’s U.S.
version

® You can import your QuickBooks Online data back to QuickBooks Desktop, with limitations,
using Internet Explorer (consult Export and convert your QuickBooks Online data to QuickBooks
Desktop for instructions). enter Export data file from QuickBooks Online to Desktop in the search
bar and follow those instructions)
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()

o  Step by Step: Export QuickBooks Desktop Data to QuickBooks Online

These steps are for exporting a QuickBooks Desktop (Pro or Premier) company to QuickBooks
Online. These steps can be followed using a QuickBooks Desktop sample company to try out the
process. There are different steps for converting from QuickBooks Enterprise Solutions or
QuickBooks for Mac to QuickBooks Online; visit Move your QuickBooks Desktop file to QuickBooks
Online for instructions.

The QuickBooks Online file should be set up ahead of time by the client or by the accountant
creating a QuickBooks Online file on behalf of the client. If it is not set up ahead of time, you will be
prompted to do so when you find that there is no QuickBooks Online filename where the converted
Desktop file's records can reside.

1. Open the QuickBooks Desktop company data file as the Admin user.

2. The file cannot have more than 350,000 targets. To view the size of your file, press the F2 key. If
the file has more than 350,000 targets, you can still import lists.

3. Navigate to File > Utilities > Verify Data. Correct any errors in the QuickBooks Desktop data
before proceeding to the next step and, if necessary, perform step 3 and repeat Verify.

4. Navigate to File > Utilities > Rebuild data. A backup must be created before QuickBooks
Desktop runs the Rebuild action. Always perform a Rebuild using a computer that has a copy of
the data stored locally.

5. Navigate to Company > Export Company File to QuickBooks Online.

| Customers Vendors Employees Ban

Home Page
Company Snapshot
Calendar

Documents »
Lead Center
My Company
Set Up Users and Passwords 3

Customer Credit Card Protection...
Set Closing Date. ..
Bulk Enter Business Details...

Planning & Budgeting 3
To Do List

Reminders

Alerts Manager

Chart of Accounts Ctrl+A
Make General Journal Entries...
Manage Currency 3

Enter Vehicle Mileage...

Prepare Letters with Envelopes 3

Export Company File to QuickBooks Online
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6. You will then see a window with a link to a guide about how to make the conversion from
QuickBooks Desktop to QuickBooks Online as smooth as possible, and a link to a quick tour of
the QuickBooks Online interface. Both are very useful, especially the guide, as there are
embedded links and it is constantly being updated. When you are ready, click Start your export.

Export to QuickBooks Online =]

@

Let's get you ready to move

Fack up your stuft E
Make your move a2 smooth ez possitle, \
Rl e guics theal Ml you prepan |

e —

your files, creale a Dackup, and more.
Views our guide

Check the place out

Your naw home is different from the
‘0l one. Take a quick tour before
safting into QuickBooks Onling.
Tarkae ther four

Expan to QuickBoaks Onling

Sign in to QuickBooks
Online Accountant

Email of user ID

Fassword

v Remember me

By CREKING SN 10, you Sph B Gur
Tarmz a0 Rawe fasd And Acknowindgh o U Privacy
Seatemant

Updated on January 1, 2020

1 fonged my user 1D of paseword

o Googe Privacy Pobcy s Toms of Use
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7. If the QuickBooks Desktop company file you are exporting has inventory set up, you will see: Do
you want to bring over inventory? Specify if you wish to bring over inventory (and as of what

date) or not. Select Continue.

Export to QuekHooks Onfine

Do you want to bring

over inventory?

QuickBooks Cnline values your Inventory uging the
FIFQ (First In First Out) mathod instead of average

cogt FIFC reflects costs more accurately, especially
if prices change over time.

Learn sbout this change

@) i, being oees inventory using FIFO, stanting
on the date spacified below.

1372020 o
B

) Mo, dont bring over Inventory o track
quantity on hand

Continue Cancel

8. You will then be given the opportunity to overwrite any of the new companies on the drop-down
list (60 days old or newer) associated with that ID.

Export to QuickBacks Onling

Let's import Rock Castle
Construction

Choose the company In which ta Impor your deaktop
file. Youw deskiop dala will replacve—nol merge wilh—
the data in the online company you choose,

| : ]

Adams. Guild and Gikson 0I4ns
EFK CompuBooks Inc. DBI1315
Dianne Doolittle & Asso ou2ane
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9. If you don't see the company you want in the list, that's because it hasn't been created in
QuickBooks Online first. You should have created the "empty” QuickBooks Online company first
to ensure it appears on this list. Then you'll be able to select it and click Continue.

Export 1 Cinckfianks Onling

Let's import Rock Castle
Construction

Chaosa the company In which ta lmpert your deskiop
o Your deskiop data will seplace—not mongo with
thve data in the orifine company you choose

our cqmpary In the =17

Continue Cancel

Let's import Rock Castle
Construction

Choese the compary in which 1o import your deskiop
e, Your deskbop data wil replace—nat merge with—
the data in the online company you choose

DT Converted Feb 10 Plus File

Dont sea your company in the fist?

ﬁ e
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10. You will be asked to confirm if you want QuickBooks to replace all the data in the existing
QuickBooks Online company file you chose (even if it's a new empty one that you just created).

Be very careful with this step as it will overwrite all data in the QuickBooks Online company that
you select, as it was created already and is 60 days old or newer.

You will see a summary of what data will be overwritten and you will be prompted to confirm you
wish to go ahead and replace the data. Check the box to go ahead and replace in the field below

then click Replace.

Export to QuickBooks Online

Do you want us to replace all of your
DT Converted Feb 10 Plus File
QuickBooks Online data with your
QuickBooks Desktop data?

Your QuickBooks Online data includes:

1359 Transactions
148 Customers
65 Vendors

= Yes, go ahead and replace the data.
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Export to QuickBooks Online

Preparing Rock Castle Construction...

1his process may take up to 30 minutes,

11. Once complete, wait for confirmation that the QuickBooks Desktop file has been successfully
imported.

Export to QuickDooks Online

We are on it!

Wea're transferring your data now. When it's done, we'l
send a confirmation email with a y report to

o I o

OK, got it
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An email will be sent once the conversion is finished notifying you that your QuickBooks Online
company is ready. Often the conversion is very quick and email confirmation is received almost
immediately.

Verify the data was imported correctly. Create a Balance Sheet and Profit & Loss report in both
QuickBooks Online and Desktop. Customize the date range to All Dates. Set the accounting
method to Accrual. Compare the balances, looking for any inconsistencies. (Inconsistencies may be
addressed here, due to cash vs. accrual basis reporting, FIFO inventory vs. weighted average
inventory, and certain types of multicurrency transactions.)

You can re-import data into QuickBooks Online for 60 days from the creation date of the
QuickBooks Online company.

Warning: Re-importing data will overwrite any existing data in the QuickBooks Online company.

QuickBooks Online 2020 Client Training 17
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@)
o  Step by Step: Import Lists into QuickBooks Online

1. Open the QuickBooks Online test drive account.

2. Navigate to the gear icon - Import Data under the Tools section.

Import Data

Bring your existing data inte QuickBooks

Need to import OuickBooks Dwskiop data? Find aut haw

Meed to bring in sales rezaipts, invoices, and sxpenses?

List data may be imported at any time into QuickBooks Online, such as customers, vendors,
accounts (i.e., general ledger accounts on the Chart of Accounts) or products and services. Each
option has a downloadable template to ensure data is properly formatted before import.

NoTe: When importing a Chart of Accounts, it does not replace the existing Chart of Accounts; it adds
any accounts in your spreadsheet that are not already in QuickBooks Online to the existing accounts.

In addition, bank and credit card statements can be manually uploaded and imported (in *.csv, *.gfx,
*.gqbo, or *.ofx format) into QuickBooks Online when a direct bank feed connection to online
banking cannot be established. To establish a bank feed connection, you can connect an online
bank or credit card account to the appropriate account on the Chart of Accounts by navigating to
the left navigation bar, selecting Banking - Add account in the top right corner. Future bank and
credit card statements can be uploaded manually either from the gear icon > Import Data > Bank
Data access point or select Banking on the left navigation bar then select File Upload (or, if the File
Upload button is not displayed, select the drop-down next to Update then select File Upload).

® glickbooks  [EEREEIEETN @nap Q0 = |

A,
( + New ) Banking [

Bank and Credit Cards e Example Bank U.S.A. - Checking

Chedking

5$-3,621.93 £200.00 £304.95
. SBO00.00 515772
Sa0e 1 noscrsoe 7
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Topic 3: Set Up Your Company

RECOGNIZE STEPS TO SET UP AND MODIFY LISTS AND USERS

QuickBooks Online account lists and users can be managed from the gear icon in the top right.
Managing lists is an important component of QuickBooks Online. From the gear icon, all lists should
be reviewed to make sure they are appropriate for the company. This includes the Chart of
Accounts, Recurring Transactions, Products and Services, Product Categories, Custom Form Styles,
Payment Methods, Terms, Attachments, and, if turned on in QuickBooks Online Plus or Advanced,
Classes and Locations.

()

o  Step by Step: Add Users to QuickBooks Online

1. Open the QuickBooks Online company.

2. Navigate to the gear icon > Manage Users under the Your Company section.

e
Usors @ Accounting firms @
@ You'reusing 0 of 5 billable users included in your plan, Find out how to manage your usage o uparade to Advanced
Name EmaIL USER TYPE STATUS DATE ADOED swame 3 ACTION

3. Ensure the Users tab is selected; the total number of existing users displays in the name of the
tab.

4. Click Add user.

5. Choose atype of user.

6. Click Next.

7. Setthe user’s access rights.

8. Click Next.
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9. Select the user’s settings.

10. Click Next.

11. Enter the user’'s name and email address; the email address will be their Intuit user ID.

12. Click Save.

The invited user receives an email that contains a link to sign in to the QuickBooks Online company.

@
o  Step by Step: Add Accountant Users to QuickBooks Online

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Manage Users under the Your Company section.

3. Ensure the Accounting firms tab is selected; the total number of existing Accounting firm users
displays in the name of the tab.

4. Enter the accountant’'s email address; your accountant/bookkeeper and members of their firm
who have been granted permission will have access to your company data.

5. Click Invite.

The accountant receives an email that contains a link to sign in to the client’'s company via
QuickBooks Online Accountant as an Accountant user.

QuickBooks Online 2020 Client Training 20
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@)
Step by Step: Products and Services List

Open the QuickBooks Online company.
Navigate to the gear icon > Products and Services under the Lists section.

The Products and Services list appears. Notice that it lists the name, SKU, type, sales description,
sales price, cost, whether the item is taxable, the quantity on hand and the reorder point (if it's set
up as an inventory item). The items will be grouped by categories, if product categories are used.
Additionally, a picture of the product or service can accompany the name of the item.

To specify the columns which appear in the Products and Services list, click the grid gear icon at
the top right of the list and add or remove the checkmark next to each column you want to see or
not see. Click the grid gear icon again to have that list of columns disappear. You can also
decide how many rows you want to appear on one page for this list (50, 75, 100, 150, or 300), if
you wish to have a compact display, and if you wish for the product and service items to appear
grouped by category.

Cetting Started | Navigate QBO | Recording Transactions |

Wﬁﬁi:khmk; = Sampls Compainy Q Help [:
C + Mew ‘J Praducts ard Sorvicus
Products and Services erm v “
AT Lw
>
0 Nl 0
-
) Koop tebs o your inventony with reordar podnts. Know what's n i low h of stock sl nhws it s want. L ®
il
HAME « KU TYPE SALES DESCRIPTION SALES PRICE COST  TAMABLE OTY Ol HAND BEORDER FOMNT -l -
.....
Fountaing
L +
W
L .
= 7
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5. To edit an item, locate the item to be changed, then click Edit in the far right column for that
item. Make the necessary edits. Save and Close.

Sarmpla Compary Omr QAU O B

@ Giiickbooks

(A New ) Products snd Services

Products and Services
P

6. To add anitem, click New in the top right corner of the Products and Services window.
a. Select a Type for this product/service (Inventory, Non-inventory, Service or Bundle).

b. The Product/Service information window appears; if you selected the wrong type of
product/service, select Change type and correct your selection.

c. Enterthe item Name, and, if applicable, the SKU and Category for the product/service.
d. Upload a picture for this product/service if desired.

e. ForlInventory items in companies that have no history of transactions for an item in
QuickBooks Online, specify the Initial quantity on hand (zero for new products) and the As
of date for that initial quantity. (Ensure the As of date is dated far enough back in time that it
pre-dates any live transactions you might want to enter.) You can specify a Reorder point if
desired. Also, for any Inventory items, you would select the Inventory asset account.

f.  Fill in the Sales information and Purchasing information for that product/service with the
corresponding default sales description, sales price/rate, income account, taxable status,
default purchase description, unit cost and expense account. If applicable, specify the
Preferred Vendor. Save and close or Save and new.
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7. To delete (deactivate) an item, locate the item, click the drop-down arrow next to Edit and click
Make inactive.

8. Click Yes to confirm. Notice that items (and all list names, for that matter,) are merely inactivated
and not really deleted. Transactions for inactivated items are never deleted.

NOTE: The Products and Services list has two other access points. The first is accessed by selecting
Sales in the left navigation bar > Products and Services. The second is accessed by selecting the
gear icon > All Lists under Lists > Products and Services.

@
2. Step by Step: Print a Transactions Report for a Selected Account

Directly from the Chart of Accounts
1. Open the QuickBooks Online company.
2. Click the gear icon > Chart of Accounts under Your Company.
3. If prompted, click See your Chart of Accounts.

4. Select an existing account that is a Balance Sheet type of account (i.e., the Type column has any
of these in it: Bank, Accounts Receivable, Other Current Assets, Fixed Assets, Other Assets,
Accounts Payable, Credit Card, Other Current Liabilities, Long Term Liabilities or Equity), and in
the drop-down next to View Register for that account, click Run report.

5. The Account QuickReport for that account will display.
6. Change the Report period in the top left corner, if necessary, and click Run Report.
NOTE: The Chart of Accounts has two other access points. The first is accessed by selecting

Accounting in the left navigation bar - Chart of Accounts. The second is accessed by selecting the
gear icon 2 All Lists under Lists - Chart of Accounts.
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()

o  Step by Step: Print the Chart of Accounts

1. Open the QuickBooks Online company.
2. Click the gear icon - Chart of Accounts under Your Company.
3. If prompted, click See your Chart of Accounts.

4. Click the Printericon in the upper right-hand corner of the displayed Chart of Accounts (just
above the Action column).

-

o

5. The Chart of Accounts will display in print preview format. In the left column, select your printer
and print settings, if necessary, and select Print.

@
o Step by Step: Connect a Bank Account to the Bank Feed

1. Open the QuickBooks Online company.
2. From the left navigation bar, click Banking.

3. Click Add Account in the top right-hand corner.

= @ - aQ 019
Banking ..
Bank and Credit Cards e Example Bank U.5.A. - Checking ~ Updats | = @
iy e i
51.2?.1.0.0 05 sannl.c_m__ ,.] _555?:\?2. ?
O W wre able to get trames Enample Bank ULS.A, X
: =
...... £200.00 Add
4. Follow the wizard to connect an account to the bank feed.
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RECOGNIZE STEPS TO MANAGE YOUR COMPANY ACCOUNT AND SETTINGS

Your company Account and Settings control much of the functionality in the QuickBooks Online
account. They are the foundation for a successful and efficient QuickBooks Online experience.

The Account and Settings screen organizes the account’s global preferences into these sections:

Company

Billing & Subscription
Usage

Sales

Expenses

Payments

Advanced

Account and Settings (3@ Help

Company name

Address

Communications with

NOTE: Two of these Account and Settings sections — Billing & Subscription and Payments — do not
appear in the test drive company file.
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()

o Step by Step: Company Tab in Account and Settings

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. Onthe Account and Settings page, click the Company section on the left.

4. Notice the settings can be updated by clicking Edit (the pencil icon) on the right or click
anywhere in that area.

® Company name

® Company type

® Contactinfo

® Address

® Communications with Intuit
@

o Step by Step: Enter Company Name, EIN, Industry, Contact Information
and Tax Form in Account and Settings
1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. On the Account and Settings page, click the Company section on the left.

4. Find the Company name settings and click Edit (the pencil icon) on the right or click anywhere in
that area to enter or edit the company name information.

5. Enter the Company name, the Legal name, and the EIN or SSN.

6. Click Save.

7. Find the Company type settings and click Edit (the pencil icon) on the right or click anywhere in
that area to enter or edit the company type information.

8. Choose a Tax form from the drop-down list.

9. Inthe Industry list, start entering an industry and finish by selecting one from the list that appears.

10. Click Save.
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11. Find the Contact info settings and click Edit (the pencil icon) on the right or click anywhere in
that area to enter or edit the company contact information.

12. Click Save.

13. Click Done.

@
2.  Step by Step: Specify Terminology for Customers in Account and Settings

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. On the Account and Settings page, click the Advanced section on the left.

4. Find the Other preferences settings and click Edit (the pencil icon) on the right (or click
anywhere in that section) to enter or edit the Customer Label (Clients, Customers, Donors,
Guests, Members, Patients, or Tenants).

5. Click Save.

6. Click Done.

)
o Step by Step: Sales Tab in Account and Settings

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. On the Account and Settings page, click the Sales section on the left.

4. Notice that the settings can be updated by clicking Edit (the pencil icon) on the right or
anywhere in each area.

Customize (i.e., customize the look and feel of forms for customers)
Sales form content

Products and services

Late fees

Progress Invoicing

Messages

Reminders

Online delivery

Statements
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@)
o  Step by Step: Turn on Inventory in Account and Settings

1. Open the QuickBooks Online company.

2. Navigate to the gear icon > Account and Settings under Your company.

3. Onthe Account and Settings page, click the Sales section on the left.

4. Find the Products and services area and click Edit (the pencil icon) or click anywhere in that area.

5. Ensure you've clicked the box next to Show Product/Service column on sales forms, so these
fields appear on sales forms.

6. Click the box next to Track quantity and price/rate, so these fields appear on sales forms.
7. Click the box next to Track inventory quantity on hand, so inventory is tracked.

8. Click Save.

9. Click Done.

10. Click the gear icon in the upper right.

11. Click Products and Services under Lists.

12. Select New to create a new product or Edit to alter an existing product.

13. If it's an existing product, select Change Type and choose Inventory. If it's a new product,
choose the type Inventory.

14. Enter or edit the item Name and, if applicable, the SKU and Category for the product/service.
15. Upload a picture for this product/service if desired.

16. For Inventory items in companies that have no history of transactions for an item in QuickBooks
Online, specify the Initial quantity on hand (zero for new products) and the As of date for that
initial quantity. (Remember to back-date that As of date sufficiently to pre-date any live
transactions you will enter.) You can also specify a Reorder point if desired and, for any
Inventory items, you would select the Inventory asset account.

17. Fill in the Sales information and Purchasing information for that product/service with the
corresponding default sales description, sales price/rate, income account, taxable status, default
purchase description, unit cost and expense account. If applicable, specify the Preferred Vendor.

18. Click Save and close or Save and new.
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@
2. Step by Step: Expenses Tab in Account and Settings

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. Onthe Account and Settings page, click the Expenses section on the left.

4. Notice the settings can be updated by clicking Edit (the pencil icon) on the right or anywhere in
each area.

® Bills and expenses
® Purchase orders
® Messages

@
o Step by Step: Explore Purchase Orders in Account and Settings

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. On the Account and Settings page, click the Expenses section on the left.

4. Find the Purchase Orders area and click Edit (the pencil icon) on the right or anywhere in that
area.

5. Click the box next to Use Purchase Orders.

6. Fill out remaining fields as needed.

7. Click Save.
8. Click Done.
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()

o  Step by Step: Advanced Tab in Account and Settings

1. Open the QuickBooks Online company.

2. Navigate to the gear icon > Account and Settings under Your company.

3. Onthe Account and Settings page, click the Advanced section on the left.

4. Notice that the settings can be updated by clicking Edit (the pencil icon) on the right or

anywhere in each area.

® Accounting - to change the fiscal year or close the books
® Company type - sole proprietorship, etc. (also accessible on the Company page)

® Chart of Accounts - to turn account numbers on or off, specify a Discount account, specify a
Tips account and specify a billable expense markup income account if required

Categories - tracking classes, locations, or both
Automation

Projects

Time tracking

Currency

Other preferences

o  Step by Step: Close the Books in Account and Settings

1. Open the QuickBooks Online company.

2. Onthe Account and Settings page, click the Advanced section on the left.

3. Find the Accounting settings. Click Edit (the pencil icon) on the right or anywhere in that area.
4. Check the box next to Close the books.

5. Enter a Closing Date.

6. Select one of these from the drop-down menu: Allow changes after viewing a warning or
Allow changes after viewing a warning and entering a password. The password option is
recommended.

7. Enter a password and confirm the password (if the password option was selected).

8. Click Save.
9. Click Done.
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@
2.  Step by Step: Show Account Numbers in Account and Settings

1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. Onthe Account and Settings page, click the Advanced section on the left.

4. Find the Chart of Accounts settings. Click Edit (the pencil icon) on the right or anywhere in that
area.

5. Check the box next to Enable account numbers.

6. Click the box next to Show account numbers.

7. Click Save.

8. Click Done.

9. Click the gearicon > Chart of Accounts under Your Company.
10. If you are prompted, click See your Chart of Accounts.

11. Select the Checking account. Select the drop-down arrow next to View Register for that
account and select Edit.

12. Edit the Checking account. In the Number field, enter account number 70700. Save and Close.
13. View the account number now showing in the Chart of Accounts list.
14. Navigate to Reports > Balance Sheet.

15. View the account number for the Checking account appearing on the Balance Sheet.
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@)
o Step by Step: Enable Auto-recall on Forms in Account and Settings

1. Open the QuickBooks Online company.

2. Navigate to the gear icon > Account and Settings under Your company.

3. Onthe Account and Settings page, click the Advanced section on the left.

4. Find the Automation settings. Click Edit (the pencil icon) on the right or anywhere in that area.

5. Check the box to Pre-fill forms with previously entered content.

6. Click Save.
7. Click Done.
@

o  Step by Step: Enter/Edit Many Account Numbers at Once in
Chart of Accounts
1. Now that Account Numbers have been enabled, open the Chart of Accounts.
2. Click Edit (the pencil icon) in the top right corner.

3. The Chart of Accounts becomes a grid you can edit, and you can add/edit account numbers in
the Number column for many account numbers at once.

4. When you are finished adding or editing your account numbers, click Save. (Tip: you can use this
same method to edit the names of many accounts at once on the Chart of Accounts.)
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@
o Step by Step: Change Settings for Automatic Sign Out

after a Period of Inactivity
1. Open the QuickBooks Online company.
2. Navigate to the gear icon > Account and Settings under Your company.
3. On the Account and Settings page, click the Advanced section on the left.

4. Find the Other preferences settings. Click Edit (the pencil icon) on the right or anywhere in that
area.

5. Select 1 hour, 2 hours or 3 hours from the drop-down list next to Sign me out if inactive for.

6. Click Save.
7. Click Done.
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Guide Conclusion

You have just covered Course 1 - Get Started. This course has been developed to help you train your
clients how to use QuickBooks Online successfully.

By completing this module, your client should understand:

® The benefits of QuickBooks Online
® How to import data

® The parameters of setting up their company
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Training at a Glance

Use this as a guide to select specific activities you want to cover.

TOPIC CONTENT

BEST PRACTICES ® Browser Functionality
e Keyboard Shortcuts

NAVIGATING e Client Home
® Various Left-hand Navigation Tabs

e +New

QuICKBOOKS ONLINE TEST DRIVE

Exercises contained in this handbook can be completed using a QuickBooks Online “test drive” file.
The test drive uses a sample company file called Craig’'s Design & Landscaping Services. It can be
accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file; just complete the security
validation and click Continue.

This test drive is designed for you to explore and try out new things without worrying you will break
something or make a mistake that affects actual company figures. It is also designed not to retain any
changes you make. Once you close this QuickBooks Online test drive company it is completely
refreshed, so remember to allow sufficient time to complete each activity. But don't worry if you have
to close the test drive before you are finished! (Although you should change the Sign me out if
inactive for setting to 3 hours if you want to give yourself plenty of time.) You can always begin
again.
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Topic 1: Best Practices

IDENTIFY BEST PRACTICES WHEN USING QUICKBOOKS ONLINE

Browser Tips

The tips below are based on Google’s Chrome browser, which is the most recommended browser
for QuickBooks Online. However, many of these tips work in other browsers as well:

® Click a choice in the left navigation bar, +New menu, gear icon or other access points, drag it up
and click again to access it in a new tab in the existing browser

® Loginto a QuickBooks Online company (including the test drive company), right-click your
browser tab, left-click Duplicate. (You can repeat this as many times as you like.) Now you have
multiple tabs logged in to the same QuickBooks Online Company. You can then navigate to
another access point in QuickBooks Online in one (or more) of the tabs so you have two (or
more) tabs open to the same company showing different areas of QuickBooks Online.

® Pull one tab out of the browser window, drag it to another monitor and click to release it; you can
now work in QuickBooks Online on two different screens side-by-side. You can work on these
two windows independently of each other. Repeat, as needed to run QuickBooks Online in more
than two monitors, if you have them.

® Chrome allows you to create different users (Profile or picture of user > Add > Choose a
name and a photo > Add). If you have two or more different QuickBooks Online companies,
you can log in to each of them using a different Chrome user and operate each account
simultaneously. (Or you can log in using two or more different browsers, such as Chrome, Firefox
and Safari, or log in as an incognito user.)

® Login as a separate dedicated Chrome user that you will use for your QuickBooks Online
companies. Open the screens you use most often and bookmark them (click *) to create a
QuickBooks Online bookmark icon to be used with multiple QuickBooks companies.

® If a company has special screens you use regularly, create a folder on the Chrome bookmark bar,
bookmark those screens and save in the folder
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® Right-click the back arrow of the browser to display a recent history of the screens you were on
previously; left-click the one you want to return to and resume working

@ |If you are getting unexpected results when working in QuickBooks Online or are having
problems logging in, make sure to clear your cache and cookies in Chrome (Customize [:|>
History > History > Clear browsing data)

® CTRL+ and CTRL - allow you to zoom in and out quickly

NOTE: This browser functionality works best in a Chrome browser and is useful because many
accounting professionals use two (and sometimes three) monitors. (Internet Explorer and Edge also
allow the user to right-click a tab and select Duplicate. Other browsers may not necessarily be able to
select Duplicate by right clicking a tab. However, it is possible to highlight the entire URL of the tab,
right-click and select Copy, then open a new tab in the same browser window, right-click and select
either Paste or Paste & Go, depending on the browser being used.) All the browsers mentioned do
feature the ability to drag a tab off to open in a separate browser window.
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Keyboard Shortcut Tips

You may be used to working with keyboard shortcuts when using desktop programs, whether
QuickBooks Desktop, Microsoft Word®, Excel® or other programs. There are also keyboard
shortcuts when working in QuickBooks Online. Some common keyboard shortcuts can be found by
clicking Ctrl + Alt + /. If you're on a Mac, use Option + Ctrl + /. Notice that the same shortcut key
acts differently depending on the screen you are in.

For example, Ctrl + Alt + c opens the Customer Center, if you are not in the middle of creating a
transaction. If you are in the middle of creating a transaction, it cancels that transaction.

These shortcuts indicate what function you can fulfill quickly in a Windows environment by clicking
on Ctrl + Alt + letter (the list of letters is in the chart below). If you're using a Mac, substitute
Command + Option + letter.

X

Your Company ID is 4620 8163 6503 5667 910

H23

Keyboard Shortcuts

To take advantage of shortcuts, simultaneously press
[ctrl] and [alt or option] and one [key from the list below]

REGULAR PAGES - HOMEPAGE, CUSTOMERS, AND SO ON TRANSACTION PAGES - INVOICE, EXPENSE, AND SO ON

SHORTCUT KEY ACTION SHORTCUT KEY ACTION
i Invoice x Exit transaction view
w Check I Cancel oyt
e Estimate B Save and New |
x Expense d Save and Close
r Receive payment m Save and Send
[= Qustorners p Print
| Vendors ]
s Chart of Accounts
| Lists
h Help
f Search Transactions
d Focus the left menu

r/ iz dizloo
or This dislog

This screen is also one place you can find your Company ID (highlighted in yellow), which you might
need if you have to call technical support.
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Other keyboard shortcuts you may be interested in are the date shortcuts. When you are in a date
field, you can move forward and back a day at a time by using your + and - keys. To go to today, use
the letter t. Here are some other date shortcuts:

w for first day of the week that is currently displayed

k for the last day of the week that is currently displayed
m for the first day of the month that is currently displayed
h for the last day of the month that is currently displayed

y for the first day of the year that is currently displayed

r for the last day of the year that is currently displayed

Do you see the pattern? Use the first letter to go to the beginning and the last letter to go to the end
of the time period related to the date that is currently displayed.

Also, the Esc key will cancel the current transaction being entered/edited.

Calculations

There's a simple calculator available directly on the rate or amount field of a transaction. Enter your
first number, then use your keyboard to add (+), subtract (-), multiply (*) or divide (/). The beauty of
this feature is the results are entered directly into the transaction by clicking the Tab key and moving
to the next field, either with your mouse or the Tab key; no retyping of numbers is necessary.

(< Check #71 @ Heie

$0.00

AMOUNT
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Topic 2: Navigate

In this topic, we discuss how to navigate around QuickBooks Online. It's important to understand the
interface and to know the options for entering information so you can figure out the correct
workflow for your business.

ComMPANY HOME PAGE

When you log in to QuickBooks Online, the Home page is the first screen that appears. The top of
the screen shows the name of the QuickBooks Online company (helpful when you are running more
than one company in QuickBooks Online).

You'll see a Setup guide at the top of the Home page which can guide you through such steps as
invoicing and connecting with an accountant. Clicking Hide will collapse this guide so you have
more screen real estate available on this Home page.

- Craig's Design and Landscaping Services rncy (I

Start invoicing Hids BANK ACCOUNTS ra

ee how much y & making
: = [
(P
- ®
tracking time
Ttant Set up payments Send your first Swipe cards in
invoice person with our
mobile app

+ S - - x | R
cee  Craig's Design and Landscaping Services I privacy (D)
Bring it back
INVOICES EXPENSES Last month we PROTIT AND LOSS Lastmonth wr gan  anytime
Your setup guide s 1ight here
$5,282 Unpaid  Last 365 days $5,966 $950 (:'"0:‘ ,J: :__,, o _l;_i % ;gfﬁr‘\ =
LA Lok [ s W N ol L oonh 21 £ 2 2 ;-‘.—-':
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Below the Setup guide, you'll see several bar charts and graphs related to the performance of your
company. You'll see customer invoices receivable, including those that are overdue. You'll also see
invoices that were paid in the last 30 days, including those that were not yet deposited. You'll also
see a breakdown of major expense categories, income and expenses on the Profit and Loss, as well
as a Sales graph. The time frames on these last three graphs start out at Last month, but can be
changed by clicking the appropriate date range drop-down arrow to choose another date range. As
you hover over any of the sections of these graphics, you will get more information about that
section. You can drill down to get either a detail report related to totals or continue to get to an
actual transaction.

INVOICES CXPCNSES PROFIT AND LOSS SALES

55,282 Unpaid Lact 365 daye $5,966 $950 $6,971
$1,526 $3,756 Lest month Met income for january Last month
Cverdue Mot due yer cron

$3.692 Pald  Last 30 days $h 914 s =F

$2,063 $1,630 ' 55,966

Mot deposited Ceposited Expennes
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On the right side of the Home page is a list of bank and credit card balances and, if those accounts
are connected with the banks, you get information as to current bank or credit card balance versus
the QuickBooks Online balance for each account, and how many transactions have been
downloaded and not matched or entered into QuickBooks Online. There is also a direct link to
connect a bank or credit card account to its QuickBooks Online counterpart, as well as a drop-down
to take you directly to the register for the bank or credit card account of your choice.

This section of the Home page acts as a reminder to review the bank feeds on a timely basis. You'll
learn more about the Banking Center later in this training.

BANK ACCOUNTS Vs
Checking
Bankbzlznce
n CuickBooks
Savings
Bank balance $200.00
n QuickBooks 80000 me
Mastercard 7
Bank balance
n QuickBooks e
Viea
n QuickBooks g0
Connect accounts Go to registers IU
Chacking
Savings
Mastercard
Visa
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At the top right corner of the Home screen is a switch called Privacy. When you activate it,
QuickBooks Online hides all the financial numbers on the screen to protect this sensitive information
from anyone walking by your computer. This is very helpful if you're working in a public place such
as an airport or a coffee shop.

Craig's Design and Landscaping Services

~—,
@ See your financial info by tning privacy off
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On the left side of any QuickBooks Online company you'll find the left navigation bar. You will learn
more about this as you go through this module.

@b guickbooks

Dashboard

Projects
Workers
Reports
Taxes
Mileage
Accounting

My Accountant

Because the Home page automatically opens when you open QuickBooks Online, it directs the small
business owner to review key metrics about their business. This is a good thing. Too often, small
business owners and staff enter transactions but don't really look at their results until tax time. And
that could be too late.
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CUSTOMER CENTER

Click the Sales tab in the navigation bar, then the Customers sub-tab (either in the horizontal list of
tabs or in the pop-up list of tabs) to open the Customer Center.

& guickbooks IS @Dre O O B

OFENBALANCE  ACTION

® The colorful Money Bar at the top of this center is a visual representation of potential revenue in
the form of unbilled estimates and time and expenses, plus receivables (including overdue
invoices), as well as invoices paid in the last 30 days. You can drill down on any color block of the
Money Bar to get to the underlying list and, ultimately, to transactions to review, edit or delete.

® The New Customer button in the top right corner creates a new customer in the Customer
Center, as opposed to creating one on the fly in the Customer field of a transaction, which you
can always do

® You can also click the drop-down next to New Customer and choose to Import customers here

® The visible columns of the Customer Center can be set by selecting the grid gear icon (in the top
right corner of the Customer List, above the Action column) to show the Address, Email,
Customer Type, Attachments and/or Phone number column, as well as how many rows of the
Center to display on a page and whether to include inactive customers ad projects (if they're
turned on). This setting is “sticky,” which means the next time you open the Customer Center,
QuickBooks Online will remember your display preference.

® Click the customer name to view or edit the customer details (i.e., profile) for them, see a list of
transactions or create new transactions

® Click the envelope icon next to a customer name in the Customer Center to launch your native
email client to send them an email

® Above the Customer list, you can easily find a customer or filter the list by typing part of the
name in the Search box
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® You can sort the Customer List (or a transaction list for a customer, if you've clicked on the
customer name or a color block of the Money Bar) forward and backward by several
parameters simply by clicking the column header for that parameter, either once or twice, to
specify sorting forward or backward

® Once inthe certain tabs of the Sales Center, you can create invoices, receive payments, send a
reminder or an invoice link, print a packing slip, print a statement or copy a sales transaction for
an individual customer under the Actions column; the choices available to you depend on which
tab is displayed and, if individual transactions are listed, what transaction type is listed in the
current row

® Clicking the Create invoice hyperlink next to an entry (any entry which can lead to invoices such
as an estimate, a delayed charge or a time activity) will open an invoice populated with that
entry; any additional entries available to be added to the invoice will be in the drawer to the right
of the invoice.

CUSTOMEFS  Cies Fier / View All [ - o | - |
Uekifle! Lt 365 Doy gl Leoct T55 Dy
$362 :
S $874 $1526 :
4 UNBILLED ACTIVITY 10 OVERDUE
A~
Jj | Batch actlons = 3\
,_ CUSTOMER / PROJECT a / COMPANY PHONE OPEN ESTIMATES ESTIMATE AMOUNT ACTION

o =
s (630) 3578443 e -

® You can perform batch actions related to statements and email for more than one customer by
placing checkmarks in the boxes in the far left column next to the appropriate customers in the
Customer Center and choosing from the Batch Actions drop-down menu
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VENDOR CENTER

Click the Expenses tab in the navigation bar, then the Vendors sub-tab (either in the horizontal list
of tabs or in the pop-up list of tabs) to open the Vendor Center.

WO TWYEL CATEGORY ToTAL ACTION

The Vendor Center is like the Customer Center, except it's related to vendors, not customers.

® The colorful Money Bar at the top of this center relates to potential expenses (open purchase
orders), unpaid and overdue bills and which bills have been paid in the last 30 days

® If you click any of these color blocks, QuickBooks Online will display the underlying list of
transactions that pertain to that section; if you keep drilling down, you can ultimately drill down
into individual transactions to review, edit or delete

® Although you can always create a new vendor on the fly in transactions by simply typing a new
vendor name in the Vendor field (and following the pop-up instructions to add that name and
details), the New Vendor button in the Vendor Center also allows you to create a new vendor

® |[f you click the drop-down next to New Vendor, you can import vendors here

® The Prepare 1099s button allows you to prepare 1099s

® The editing columns, individual transactions, batch transactions, emailing and viewing the
vendor in the Vendor Center work the same as in the Customer Center
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VARIOUS TRANSACTIONS TABS

There are four main ways to enter transactions from the various transactions tabs in the left
navigation bar: Banking, Sales, Expenses and Accounting. And for those QuickBooks Online Plus
and Advanced users who are using Projects, there is a fifth way. You can enter transactions via the
Projects tab.

@ gliickbooks

Dashboard
Banking
Expensas
Sales
Projects
Workers
Reports
Taxes
Mileage
Accounting
My Accountamt

Cﬂpita| HEW

® Banking - This opens the Banking Center. If you have connected your bank and/or credit card
accounts to QuickBooks, you'll see those accounts listed across the top of the page, as well as a
list of transactions that need to be either matched or added to QuickBooks. You will learn about
that in Topic 4 of this training.
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® Sales - Click Sales in the left navigation bar, then All Sales to open the Sales Center where there
is a Sales Money Bar that shows potential revenue, unpaid/overdue invoices and what has been
paid in the last 30 days

® Asopposed to the Customer Center which shows a Customer list, the Sales Center shows a
list of transactions that can be filtered

® New transactions can be easily added from the top right corner of the screen by clicking New
transaction

® Next to the New transaction button there is an Import Transactions button which allows you
to import sales transactions from Square, if you have that set up, or from Excel by SaasAnt

® The Action column shows suggested next steps, as well as other choices related to that
transaction in the drop-down menu

® Asinthe other centers, you can check multiple transactions and perform batch actions of
printing or sending

= sampls Company @ O [ 4§

A Bales

Sales Transactions

51,526
R

DATE = TVPE MO, CUSTOMER U8 DATE BALAWCE TOTAL  STATUS ACTION

® Expenses - Click Expenses in the left navigation bar, then Expenses to see a list of recent
expense transactions which, like other centers, can be easily filtered

® Click a transaction in the list to open the original transaction

® The types of transactions that can be entered from here are: bills, expenses, checks, purchase
orders, vendor credits and pay down credit card

® You can also print checks from this screen

[©) a ¢ 4
==

WO TAYEE CATEGORY TOTAL
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@® Chart of Accounts - Click Accounting in the left navigation bar, then Chart of Accounts (you
may also have to click See your Chart of Accounts), to see a list of your general ledger accounts

® You can double-click the account or select View register to open the register for any balance
sheet account (except Retained Earnings)

® Ifyou click the drop-down next to Add check in the top left corner of a bank account register
you've opened, you can add many types of transactions that affect a bank account:

Check

Deposit

Sales Receipt

Receive Payment

Bill Payment

Refund

Expense

Transfer
Journal Entry

® These transactions are abbreviated versions when launched from this access point; you will
likely find launching the transactions from points other than a register will be a better user
experience

® The types of transactions available from the drop-down will vary depending on the type of
balance sheet account being viewed in the register

= Saenple Compan @) Halp Q £ o=
Sank e oo [+ $1,201.00 Bl
ﬁ TVE ACCOUNT
—=h
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® Back in the Chart of Accounts, if you click the drop-down next to View register you can:
e Editthe account
® Make the account inactive
® Runareport(an Account QuickReport)

Craig's Design and Landscaping Services
ACCOUNT QUICKREPORT
Since Novemnber 13,2019
DATE TRANSACTION TYFE NUM NAME MEMO/DESCRIFTION ACCOUNT CLR AMOUNT BALANCE
= Checking

Beginning Balance 4,425.00
Check 4 Chin's Gas and Oil Checking -54.55 4,570.45
19 Sales Tax Payment Q1 Payment Checking 453195
5/2019 Sales Tax Paymant Q1 Payman: Chacking 4,493.55
12/08/2019 Expense 2 Tania's Nursery Checking E9.00 4,404.45
19 Check 12 Books by Gessie Checking -35.00 434748
9 Check 5 Chin's Gas and Oil Checking -62.01 428745
19 Fxpanss 15 Tania's Mureary Charking 108 09 417934
Paymant 5664 Freaman Sperting Geoda:35 Twi... Checking 26.40 1,265.74
Sales Receipt 1008 Kare Whelan Checking 225.00 4,490.75
Payment HArmy's Bird Sanctuary Amy claims the pest control did ... Checking 105.00 459576
Rill Payment (Chack) 7 Hirks Hardwara Charking -250.00 434574

Expense 8 Hicks Hardware Checking 24.38
Cazh Expense Squesky Kieen Car Wash Checking -19.99 1
LCheck Tony Hondonuwu Checking -100.00 4201.41
Cath Fupense Reh's Burger laint Charking T 419575
Check 70 Chin's Gas and Oil Chacking 185.00 401075
Cash Caprerize Chin's Gaz and Oil Checking -52.14 3,750.61
Bill Payment (Check) i1 Hall Properties Checking U000 3,058.67
Paymeant 18RS Canl Cars Chacking 494 00 375241

Evpense 13 Hicks Hardwars Chacking 215.86

Check 2 Maliorey Mugs Chuching

0132020 Gales Hecaipt 1003 Dryian Sollfrank Checking 33ra0 3,856.3/

® You can select Run report to view an Account QuickReport for any Profit and Loss account
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® Projects - If the Projects feature in QuickBooks Online Plus and Advanced is being used, you can
launch transactions related to a project from the Projects area of the left navigation bar. (Older
companies that have been using QuickBooks Online for some time may not see the Projects tab
in the left navigation bar unless this feature is enabled by clicking the gear icon > Account and
Settings > Advanced - Projects.)

® Click Projects in the left navigation bar. If there are no pre-existing projects, click Start a
project.

= Sample Company

l: + MNow )
Run your projects with P59%

confidence

INCOME COs1s FROHI

Make bemer decisions by knowing how your jobs are doing INCOME HOLIRLY TIME COSTS

Dessza income

(¥) see how it works

[ — it

* Profitability In one place

Workers

Organize your project finances with a clear view of EXPENSES
Reports * Keep track of your labor costs Asvernmg
See where your tcom i spe nd ng ume and how it aftects your profit margins Tasuranrs

Taxes
* Eliminate the gquesswork

Mileage Und:

afinms

zand which projects meke money and where you should focus your

= Samplo Company ®He A 0 5B

Prjecs
/47‘ TIME TO ENTER COST RATES.

>
v | | Allcustemen v 54,

2 &
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® If you wish to add a transaction to a pre-existing project, click the project name in the list of
projects, then click Add to project. You can add any of the following transactions to the
chosen project: Invoice, Receive payment, Expense, Estimate, Time entry, Bill, and Purchase
order.

$0.00 $0.00 $0.00 Purchass rd

» HOURSY TIME COST

B

* [XPENST

® &

To summarize, the left navigation bar in general, and the various transactions tabs specifically
(Banking, Sales, Expenses and Accounting, and Projects, if this feature is being used in QuickBooks
Online Plus or Advanced), are access points for entering transactions.

However, there is one other place, the most central place of all, to launch all transactions and we will
cover it next.
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+NEW

The +New icon is at the top of the left navigation bar. This is your one-stop shop for creating new
transactions.

There are two views of +New. There's a Show Less (i.e., condensed) view that just shows the
common transactions of Invoice, Estimate, Expense and Check, and a Show More view that lists all
transactions in QuickBooks Online sorted by the different areas of the company: Customers,
Vendors, Employees and Other. The choice of view is sticky; QuickBooks Online remembers which
view you prefer and offers it to you the next time you click the +New button.

nvoice

Estimate

Expense

Check

)

CUSTOMERS VENDORS EMPLOYEES OTHER
nvoice Expense Payroll # Bank deposit
Receive payment Check Single time sctivity Transfer
Estimate Bi Weekly timeshest Journal entry
Credit memo Pay bills Statement
Sales receipt Purchase order Inventory gty adjustment
Refund receipt Vendor credit Pay down credit card
Delayed credit Credit card credit
Delayed charge Print checks

Once +New has been selected you can close the pop-up list of transactions (regardless of which
version) to enter by clicking +New again or by clicking anywhere outside the pop-up list.
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Course Conclusion

You have just covered Course 2 - Navigate QuickBooks Online. This course has been developed to
help you train your clients on how to use QuickBooks Online successfully.

By completing this module, your client should understand:

® Best practices in QuickBooks Online

® How to navigate around QuickBooks Onlines
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Training at a Glance

Use this as a guide to select specific activities you want to cover.

Training at a Glance

TOPIC CONTENT
SALES & REVENUE ® Salesreceipts
TRANSACTIONS ® |Invoices

® Payments

® Deposits
EXPENSE & PURCHASE ~® Checks
TRANSACTIONS ® Expenses

e Bills

e Bill payments
ADDITIONAL ® Bank deposits
TRANSACTION TYPES ~ ® Transfers

® Journal entries
OTHER TOOLS ® Banking Center

® Bank reconciliation

e C(Closing the books

QuickBooks Online 2020 Client Training
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QuICKBOOKS ONLINE TEST DRIVE

Exercises contained in this handbook can be completed using a QuickBooks Online “test drive” file.
The test drive uses a sample company file called Craig’s Design & Landscaping Services. It can be
accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file; just complete the security
validation and click Continue.

This test drive is designed for you to explore and try out new things without worrying you will break
something or make a mistake that affects actual company figures. It is also designed not to retain any
changes you make. Once you close this QuickBooks Online test drive company, it is completely
refreshed, so remember to allow sufficient time to complete each activity. But don't worry if you have
to close the test drive before you are finished! (Although you should change the Sign me out if
inactive for setting to 3 hours if you want to give yourself plenty of time.) You can always begin
again.
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Topic 1: Sales and Revenue Transactions

Whenever you set up a new area of QuickBooks, you need to review the Account and Settings
related to that area. Before you go into Account and Settings, you need to make sure you
understand the different types of sales and revenue transactions.

® Estimates are non-posting transactions that provide your customers with information on what
you think you are going to charge them. Think of an estimate as a quote or proposal.

® Invoice is the sales transaction used when you want the customer to pay on account. An Invoice
will increase accounts receivable, generally increase income and perhaps sales taxes if they are
being collected.

® Receive payment is the type of transaction used to receive payment against an invoice. A
Receive payment decreases accounts receivable and increases either a bank account or
Undeposited Funds.

® Salesreceipt is a sales transaction used when you receive payment at the time of sale; it has no
effect on accounts receivable. It increases income and increases either a bank account or
Undeposited Funds. Think of it as the equivalent of a cash register receipt when you buy a pack
of gum at the store.

® Credit memos are used when a customer returns something or negotiates a lower price after the
original invoice has been issued. This creates a credit in accounts receivable that can be used
against future invoices.

® Refund receipts are also used when a customer returns something or negotiates a lower price,
but with a refund receipt you are refunding their payment. It has no effect on accounts
receivable. Refund receipts are often used if the customer to whom you are refunding the money
no longer has any outstanding accounts receivable balance with you.

® Delayed charges and credits are only available in Essentials, Plus and Advanced; they are non-
posting transactions that reflect a potential revenue increase or decrease, as they are reminders
to add these charges or credits to future invoices.

All these transactions relate to monies coming in. Some of these transactions can be launched from
more than one access point, whereas others can be launched only from one.
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APPROPRIATE SALES-RELATED SETTINGS

Account and Settings

Click the gear icon to access the Account and Settings under Your Company.

@Hle Q (|8

Craig's Design and Landscaping Services

Your Company Lists Tools Profile
Account and Settingst[h_'] all Lists Import Data Imtuit Account
WManage Jsers Products and Services Export Data Feedback
Custom Form Styles Recurring Tranzactionz Reconcile Privacy

Chart of Accounts Arachments Budgeting

CuickBooks Labs Audit Leg & g (S

Order Checks |j_}|‘

Smartlook

Caze Center

There are several tabs down the left side of Account and Settings to set the preferences you want to
use with the company file. The Sales tab is its own category, but there are also sales-related settings
under the Advanced tab.

NOTE: In an actual QuickBooks Online company (as opposed to the test drive company below), you
would see more tabs down the left side, including ones for Billing and Subscription, and one for
QuickBooks Payments.

Account and Settings @ B

Custamnize Cusamize the way farms baok 1 your camament Custoemiirn bonk e fual
tert
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Customize Sales Forms

The first setting under the Sales tab allows you to customize the sales forms. Click Customize look
and feel. Click New Style, then decide if you are going to create a new style for an invoice, estimate
or sales receipt. Click Invoice.

Custom form styles

Estimate
MAME FORMTYTE LAST EDITED

Ssles receipt

Change the name of the invoice template from the generic My INVOICE Templace - DD-YY (xxxxx) to
something meaningful.

In the Design tab, you can rename the title of this sales form, choose your template (Airy new, Airy
classic, Modern, Fresh, Bold or Friendly), upload up to 10 logos (you can use only one at a time), add
color and your font. You can also print your in-progress template to test how it looks on plain paper
or letterhead with various margins or preview a PDF of the form.

Create invoices that turn heads and open wallets

[ Esther's lnvoice Template ]

[_)esh_]n and Landscaping Services

DILLTO INVOICLC#
DATE

DUE DATE
TFAMS

Review.  Aivdewe | Wegem Freest Rualed Friendly

ACTIITY

ary RATE AMOUNT
Itam nama o.C

som

It nanme

0 Make logo edits

@ 1 hercolon

o0
F[‘ Get chaosy with yous font
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Click Content tab > pencil icon in any area (Header at the top, Form in the middle or Footer at the
bottom) to review and edit the content in each area; you can also edit labels, column widths and so
forth. (Make sure to look at billable time and expenses if you invoice based on time and expenses. In
the Form area you can include the employee name on the form, as well as group activities by day,
week, month or type, and have the groups subtotaled by clicking on Show more activity options.)

Create invoices that turn heads and open wallets

e

Table Craig's Design and Landscaping Services
Account summary

Show on invoice

EDHT LABELS AND WIDTHS

i L}ntc
i Product/Service

ACTHTY ACTIVITY ary RATF ABANT

Item name Diesanption of the em 2 22600 450.00

mciuda descngtion hare

Iesn e Drescription uf the e 1 2500 225.00

Category

i [] Description
| Indlude Quantry and Rate

B @ Quontity

iF Rate
= [¥] Amount

[ sk

QuickBooks Online 2020 Client Training 8

Cetting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 3 - Record Transactions in QuickBooks Online Topic 1: Sales and Revenue Transactions

The Emails tab allows you to set the default email subject and message that accompanies the sent
form (the Standard email), as well as the format of any Reminder emails you might send.

Create invoices that turn heads and open wallets

Dasign Content Cmails Payments kil Mk Trowrs Ciriiey's Dhwniies sinel Lt ecaping Servites

B - - quickbooks@netificaton.intut.com
» How your invoice appears in emails

[} T ed details

E: PDF Attached
Craig's Design and Landscaping Services

~ Standard email

Fdir the email your rustomers ger with svery invnice

Subjoct Draar [customer full name}
nvoice from Lraig's Design and Landacaping Services
- - - *Your involca Is attached. Please remit paymeant at your earfiast convenlence.
Thank you for your business - we appreciate it very much
[v] Usegrseting | pear W [FullName] v
Sincerely

Mossage to customeor Cralg’s Design and Landscaping Services

snveniznce INVOICE 12345

DUE 02/12/12018

$776.25
T

Powerad by QuickBooks

¥ Reminder email
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The Payments tab lets your customers pay online by bank transfer or by credit card (fees apply).

Create invoices that turn heads and open wallets

|

Lot customars pay enling

Canig's Design and Landsc nping Sesvices
We'll put your money in the bank and update your bocks 5675.00

Bank transfer
Fees apply
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Sales Form Content

This section of the Sales tab of Account and Settings allows you to set options such as Preferred
invoice terms and Preferred delivery method, which can be changed on an actual sales form. It sets
defaults. Here you specify if there are custom user-entered transaction numbers on sales forms as
well as a service date column. You can also add additional line items such as shipping, discount
deposit or tips fields.

When you customized the forms previously, you had the ability to add up to three custom fields to
the transactions. That preference is turned on here in the Sales form content and the fields can be
set up here or on the Content tab when you customize an invoice.

NOTE: The Sales form content section is where you indicate if you want each custom field to be
internal, public or both.

Sales form content

Preferred invoice terms (%) Net 30 -
Freferred delivery method (3) Print later 7
[ ] shipping @ Off
Custom fields (&) On
MName Internal Public
Crew #

[
[

I:\ Custom transection numbers (7 Off
Service dste (2 On
Discount (2) On
I:\ Deposit (2) Off
[ Tips (Gratuity) @ off
| Cancel ‘ Save
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Products and Services

In this section of the Sales tab in Account and Settings, you identify if you want to Show the
Product/Service column on sales forms so the drop-down list of products and services is available.
Also, this where you turn on the preference to track inventory and price rules. Inventory tracking and
price rules are available only in QuickBooks Online Plus and Advanced.

Products and services Show Product/Service column on sales forms (3 On
D Show SKU column (&) Off
|:| Turn on price rules [E323 Off
Track quantity and pricefrate (@ on
Track inventory quantity on hand (%} On
| Cancel ‘ Save
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Getting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 3 - Record Transactions in QuickBooks Online Topic 1: Sales and Revenue Transactions

Late fees

You can turn on Late Fees, which applies a default charge to overdue invoices, either in the form of a
flat fee or a percentage of the remaining balance. You can define the frequency, if it is an upfront,
one-time fee, as well as the grace period and the terminology to be used for the charge (e.g., Late
fee). Lastly, you can specify if sales tax is to be applied to this charge.

Late fees Defsult charge applied to overdue invoices on

After you turn on late fess, you can customize settings for individual
customers from your dashboard under Customers.

Type
Flat fee

@) Percentage of remaining balance
Percent (%) Frequency

2 Per month v

\:l Apply an upfront, one-time flat fee

Grace period

Grace period begins the day after the due date. Late fees will not
asccumnulste during that time.

Mone v

If you delete this item from the Products and Services list, lats fees will no
longer apply.

Lzte fee

Apply Ssles Tax

»

There mey be limits on the amounts and types of fees you may charge to
your customers. You should confirm the requirements in your jurisdiction
and how they relste to you.
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Progress Invoicing

You can create multiple invoices from an estimate with Progress Invoicing, allowing you to keep
track of the progress of a job. It is available in all subscription levels of QuickBooks Online. This is the
section in the Sales tab of Account and Settings where you turn on the ability to perform Progress

Invoicing.
Progress Invoicing Create multiple partial invoices from a single estimste  On
Other Sales Settings

The Messages setting allows you to create default email forms when emailing sales forms.

Messages Default email message sent with sales forms
|+#] Ues greeting| Deer = || [Full Mare] =

seles form (D

Email subject line
Invoice from Craig's Design and Landac
Email message

Your imvaice is sttached. Plesse remit payment at your earliest conveniance.

Thar

wu fur your business - we sppreciste it very much

Sincaraly,

Craig's Design and Landscaping Servces

| Email me a copy ot noreply@quickbooks.com

Copy {Cc) new invoices to addrace

Blind Copy {Boc) new invoices to sddress

Saiec form

Estimata Y | ()

=
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The Reminders setting, like the Messages setting, allows you to create default emails when sending
reminders.

Reminders Set up invoice reminder emails

[¥] Use greeting| Dear ~ || [Full Name] ~

)
S

Email subject line Invoice Number

Reminder Invoice [Invaice No| CompsnyNama ping Service
Email message

Just & reminder that we have not received a payment for this invoice yet. Let

us know if you have questions.

Thanks for your business!

Craig's Design and Landscsping Services

D Email me a copy at noreply@quickbooks.com

o |

Online delivery settings relate to emailing your forms and what you want the customer to see. There
are options of sending as plain text, HTML or using an online invoice.

Online delivery Email options for all sales forms

@ Show short summary in email
Show full details in email

PDF Amached

Additional email options for invoices

Plaintext =

There are a couple of preferences to choose from regarding Statements. See below:

Statements @ List esch transaction ss a single line (&
List each transaction including &ll dezail lines

Show aging table st bontom of statement (D On
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Advanced Settings

For more sales-related preferences, look at the Automation section of Advanced settings.

Automation Pre-fill forms with previously entered content (@) on
Automatically apply credits (@ on
Automatically invoice unbilled activity () On
Automatically create invoices and don'tnotifyme  *
Schedule
Monthly - on | day « 12t v | ofevery | 1 months(s)
Automatically apply bill payments () Oon
| Cancel | Save

If you turn on the preference to Pre-fill forms with previously entered content, QuickBooks
Online will copy the information from the last transaction using the same customer.

If you turn on the preference to Automatically apply credits, QuickBooks Online will apply any
available credits to the next invoice. Beware of turning on this or any other automation preference. It
may be that you don't want to apply the credit to the very next invoice, but instead to some future
invoice.

You can turn on a preference to Automatically invoice unbilled activity. Once this preference is
turned on, you then choose one of the following automation options:

Automatically inveice unbilled activity (3

Automatically create invoicez and dontnotifyme =

Automatically create invoices and don't notify me

Automatically create invoices and netify me

Remind me to create invoices

In addition, you specify a schedule regarding how often (in days, weeks, months or years) and when
this automation function runs.

Schedule

Manthly ¥ on | d - 1=t » | ofevery | 1 rmonths(s)

You need to understand the ramifications of the Automation preferences to know if they make sense
for you. If you have problems with accounts receivable, check these settings.
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ALTERNATE ENTRY POINTS TO ENTER SALES TRANSACTIONS

Customer Center

The Customer Center, accessed by selecting Sales then Customers in the left navigation bar, is a
dashboard for adding, editing and reviewing customers with whom your QuickBooks Online
company does business. The list of customers can be printed or exported to Microsoft Excel®, and it
can be sorted by various parameters or filtered. In the far-right Action column, beside each customer
listing in the Customer Center, is a drop-down box from which to create transactions such as
invoices or estimates, send a reminder of a balance due, or print or send a statement. In addition,
batch actions can be performed for one customer, selected customers or the entire list: send or print
statements and send emails directly from within QuickBooks Online.

Customers =D

)
Crawa s - CoMPANY PHONE OPEN BALANCE
v 50] S55-33 523700 Hocoive paymont =
s ! 5 Hachive peymant
7 Cool Cans [7 $0.00 Croate ol v
| Disgo Rodriguoz Croats Evolos -
QuickBooks Online 2020 Client Training 17

Getting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 3 - Record Transactions in QuickBooks Online Topic 1: Sales and Revenue Transactions

Enter Transactions from the Customer Center

@)
o Step by Step: Create an Estimate

There are several ways to create an estimate in QuickBooks Online. To create an estimate from the
Customer Center, follow these steps:

1. Select Sales > Customers from the left navigation bar.

2. If necessary, remove any filters from the search bar at the top of the customer list to produce a
full list of customers.

T ( Batch actions « ) Q,

D CUSTOMER / PROJECT + / COMPANY PHONE

3. Select the drop-down box in the far-right column for Cool Cars > Create estimate.

Diego Rodriguez [

Dukes Basketball Camp [

Dylan Sollfrank o

4. Complete the on-screen estimate for Cool Cars with the desired date, products and services of
your choosing, the quantity, description (override the description if you want) and rate (override
the rate if you like) of each and the sales tax (check the Tax box for specific items, then select the
sales tax to be applied in the drop-down box in the footer).

5. Complete any other desired fields such as Discount and Message displayed on estimate.
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6. Select Save and close or (by clicking on the drop-down box next to Save and Send) Save and

(2) Help
Erat o
[Sr— $2,250.00
Ecpiuton dute
v
¥ PRopuCtsEnIcE escarnon arv WATE AMouNT  1ax
Cuteern Dasg by Eathus s 5 223000
aadiren Creas silines bzt Subtotal 52,250.00
Matabe daciapad o0 aviriace Tanabte i $0.00
Lot QuickBaoks elculete o sahs tan It
iscours porcant = $0.00
Mavsage dariagad o stataman Total $2,250.00
Estirmate Total 52,250.00
[P
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@
o Step by Step: Create an Invoice from an Estimate

To create an invoice from the estimate you just created, the easiest way to find that estimate is from
the Money Bar in the Customer Center.

1. Select Sales > Customers from the left navigation bar.

2. Click the Estimates rectangle in the far-left section of the Money Bar to display a list of open
estimates.

= sumple Company @ Mol Q ¢ @
Customes

3. Locate Cool Cars and on the list of open estimates.

1 (_Batch actions ~ Q

| | CUSTOMER | PROECT « / COMPANY PHONE PEN ESTIMATES. ESTIMATE AMOUNT ACTION

Coal Cars [2)

250,00 Shast invoicn

4. Find the estimate you want to turn into an invoice, then select Start invoice at the far right.

CUSTOMER / PROJECT + / COMPANY FHONE OPEN ESTIMATES ESTIMATE ASOUNT ACTION

Coal Con [

[415) 3559933 1 Cpam amimsny 3235000 Sl 'ﬁm
S
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5. Add the open estimate from the drawer on the right.

i) Invoice | ¢ T 4
Pm——— . Add 1o lavsice

$0.00 ey

Comtormar

300702 41200 Add all

" POOUCTATICE DESCHFTION any RATE AMOUNT  TAX

Discount paewst = $0.00
Mabrgs o5 bt Total 50.00

Balance dus 5000

6. Make changes to the already-populated invoice, as required.

7. Select Save and close, (by clicking on the drop-down box next to Save and Send) Save and
new, Save and close or Save and share link.

{2 Invoice B Tukes & @nrew X

$2,250.00

Cram

5 PROOUCTAIRACE DEsCHETION any RATE AMGURT  TAX

[rrpere. Subitatal §2,250.00

tansbie mebecest $0.00

[ — 50.00

[PRR——— Total $2,250.00

Balance due 52,250.00

When you create an invoice from the estimate, you can change the quantity of the line items on the
invoice. QuickBooks Online will keep track of the quantity of each item on the original estimate and
the cumulative number of each item sold on subsequent related invoices. This will affect the number
of each item available to bring over to future invoices from the same estimate.
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NOTE: If you do not want to invoice for the whole amount of the estimate, you can perform progress
invoicing, which is available in all subscription levels of QuickBooks Online. First, ensure that Progress
Invoicing is turned on. To do this click the gear icon - Account and Settings under Your Company
- Sales tab 2 Progress Invoicing = pencil icon (or click anywhere in that section) and check the
box next to Create multiple partial invoices from a single estimate. Then click Save and Done.

Account and Settings
Company
Elstogize Customize the way forms look to your customers
Usage
Sales form content Preferred invoice terms Net 20
3 Preferred delivery methad Print later
Expenses Shipping off
Custom fields On
Advanced Custom transaction numbers off
Service dste Off
Discount On
Deposit Off
Tips (Gratuity) Off
Products and services Show Product/Service column on sales forms On
Show SKU column Off
Turn on price rules [ Off
Track quantity and price/rate On
Track inventory quantity on hand On
Late fees Default charge spplied 1o overdue invoices ([EZ off
Appears as a line under Product/Service on the invoice,
and applies to all customers. Learn more
Progress Invoicing 5_ Create multiple partisl invoices from & single estimate] On
I Cancel I Save
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@
o’ Step by Step: Create an Invoice for Unbilled Activity

You can also easily create invoices for any unbilled activity.
1. Select Sales > Customers from the left navigation bar.

2. Click the Unbilled Activity rectangle in the left section of the Money Bar to display a list of
unbilled activity.

% Qlickbooks

3. You could click Start Invoice in the far-right column from here to see the unbilled activity.
Instead, however, click Unbilled activity for Amy’s Bird Sanctuary.

| s g ki e v e N v i i i S x|

1 (_Batch actions ~ Q

| CUSTOMER/ PROJECT = / COMPANY PHONE

UNBILLED ACTIVITIES UNBILLED AMOUNT ACTION

W'I_Blﬁ_sﬂmw =} (6501 5553311 537500 Start invoios

] Video Gamas by Dan - Stadtinvoice
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4. Find the one Time Charge activity that is outstanding (unbilled) for this customer; it will display
Start Invoice in the far-right column. Click Create Invoice.

Amy's Bird Sanctuary ™ ¢ Edir m
:’ |. : Sanczus 4561 Fanch 52 Boyshore. CA9£I24 T
I 3239_.00

Gz ()

OATE = e NeL DUk ATE ALANCE BOTAL  STATUS AcTiEN

NOTE: If you have multiple activities listed here (instead of just one), you can start an invoice for one
unbilled activity and bring other unbilled activities in from the drawer on the right to add them as well.

5. Add any additional charges, sales tax or discounts then click Save and close, Save and new,
Save and send or Save and share link.

(- Invoice Braesrcer B @ Helo X

<

0

Cotoner T [ Sva— 4 .

$375.

Bl e Tore [ Irrman date Eren e

" MODUCTSIENCE DESCRIPTION arr

Subtotal $375.00

Tenateia mabtneas $0.00

- %

Discourt percent  + 30.00
- ~ Tatal $375.00
Balance dus 5375.00
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Enter Transactions from the Sales Transactions Page (Sales Center)

@)
o Step by Step: Create an Invoice

1. Click Sales > All Sales from the left navigation bar.

0] boo = Sample Company

_|_ New Overview All Sales Invoices Customers Products and Services

Sal#s Transactions

Unbilled Last 365 Days Unpaid

$0 $750 E
0 ESTIMATE 2 UNBILLED ACTIVITY

2. This opens the Sales Transactions or Sales Center. Under the Action column (1), there are
suggested next steps. You can filter the Money Bar (2) here the same way you can in the

Customer Center. You can also create a New Transaction at the top right of the screen. Click
New transaction - Invoice (3).

= sample Company

Al Sales

Sales Transactions

51,526 §5,28
0 CveRouE =g

¢

DATE * TVPE MO CUSTOMER DUE DATE BALANCE TOTAL  STATUS
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3. Create a new invoice for Video Games by Dan. When you enter the customer name, QuickBooks
Online opens a drawer on the right that shows time or expense activities that have been marked
billable or any delayed charges or credits for this customer. You can easily add them to the
invoice. The difference between creating the invoice from here (in the Sales Center) vs. creating
it from the Action column for that customer or activity, is in the Sales Center you have a choice of
what you are adding (you can click Add for each item you wish to add or you can click Add all if
you wish to add them all); if you create an invoice from the Action column, it automatically puts
the unbilled activity on the invoice.

(= Invoice

# mooUCTAEnE DESERIFTION ary ware ASOUNT | TAX

A bran e ol Bt 2 st Subtotal 30,040

Mansgn e iovsicn

[T —
S0

Dlacowt paccent  *

Tokal $0,00

Balancs o fun 50,00

4. Invoice just for the installation by clicking Add (and you can collapse the drawer by clicking on
the sideways caret if you want, as indicated in the previous screen capture), then Save and close.

= o
' Invoice g (3) Help ¥

PALANCE Dot

$300.00

£ PNDOUCTAERVICE DESCRIFTION ary RATE AMOUNT  TAX

Adn Enaa Casraliing B skttt Subtotal S300.00

wtan 4
wistotsl 50,00

Masage o watamant

$0.00
Distourt parcent =

Total 5300.00

Balance due $300.00
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5. This brings you back to the Sales Transactions list. To clear the filter so you can see all the
transactions, click Clear filter / View all at the top of the table, if it is visible. Note this table is
sorted by date. You can sort by any column header by clicking that column’s header (clicking
once sorts by that parameter; clicking twice sorts it in reverse order).

Cwerview Al Salus mecices Cuttomen Products and Services

Sales Transactions Import Transactions =

Unitad List 345 Daps e
$3,136
| remiasTmnas

G

DWTE TVPE MO ACING BALANCE TotaL B sTATUS ACTIOM
] 103 130000 19000 Cpan Racslve paymant =

1034 347750 147750 Span Recsive paymant =
] 037 Son i Farmily S 827217020 135 1 ipa: Recelve paymont ¥

6. If you don't see the columns you need, click the grid gear icon above the Action column and
choose the columns you want to display. Then click on the grid gear icon to make that list of
columns disappear.

ermw All sales Imvicey Cumamen Produen and Servces

Seles Tansacions =

| $1,526

b
10 CVERDUL

| oame - e NO. CUSTOMER DUE DATE ARG BALANCE TotaL B status
] a0 s W05 Frewrman Sporting Goedi 55 Te. | 02132000 5 8400 $54.00

o 20 118 L iy K 18200 $8003

01082020 v Shars Burresr B vt Danign $27450 $274%0

s 2f-1-L L' L) A Bl Raneruany 017303030 2 p =2l l.] L4580 00
] STy Jalage 190 38100 :
1007 she Makan $480,00 P N T I == , -
] 1205201%  iweiee Bil's Wind ¥ oD 44 3459 $85.00 [Jcompec
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@
o Step by Step: Receive Payment

1. The next step is to receive payment. Dan sent us a check for $300. Click Receive payment next
to his name.

e All Salus

Sales Transactions

fmpatd Lawr 245 Dy Pad

$1,526 85,582 £3.134

s G =)

DATE = TYPE MO CUSTOMER DUE DATE AGING BALANCE TotaL B stams ACTION

QN0 breoe 1030 Vidue Gurma by Dan 3102020 $309.00 30000 Cper fiucuive prvment ~

R 222000 $477.50

Rucuive payment =

2. Alist of Outstanding Transactions shows up for this customer with the invoice being paid
checked. You can deposit to Undeposited Funds or directly into a bank account. In a real
company, if you're signed up for QuickBooks Payments, you would see a box to check to process
a credit card here. You'll learn more about payments in Module 5. Specify the Payment date, the
Reference no. (check number), choose Undeposited Funds then Save and close.

(% Receive Payment #1234 @ Help D4

AMCUNT RECENED

$300.00

e e

Outstanding Transactions

Filter *

DESCRIFTION

UE DATE DRIGINAL AMOUNT OPEN BALANCE FRMENT
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From the Sales Transactions page you can enter transactions based on the currently listed
transaction (click the drop-down in the Action column for that transaction), or you can create new
sales transactions (click the New transaction drop-down at the top of the page).

Enter Transactions from +New

If you have the expanded view of +New open, you can see a list of sales type transactions under the
Customers column.

CUSTOMERS VENDORS EMPLOYEES QTHER
Invoice Expense Payroll # Bank deposit
Receive payment Check Single time activity Transfer
Eztimate Bill Weekly timezhest Journal entry
Credit memo Pay bills Statement
Sales receipt Purchase order Inventory gty adjustment
Refund receipt Vendor credit Pay down credit card
Delzyed credit Credit card credit
Delayed charge Print checks
————
Show less
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@
o’ Step by Step: Enter a Delayed Charge

1. To open +New, click the +New sign at the top of the left navigation bar in QuickBooks; if you
don't see the expanded view, click Show more.

2. Click Delayed Charge. A delayed charge is a non-posting transaction; you're telling QuickBooks
Online you will need to invoice a customer for something in the future. Let's say you are a
landscaping service and do gardening for multiple customers. Every day you record where you
gardened that day, but you invoice only once a month. You can record that activity in
QuickBooks Online as a delayed charge and, at month end, create an invoice.

CUSTOMERS VENDORS EMPLOYEES OTHER

nvoice Expenzs Payroll # Bank deposit

Receive payment Check Single time activity Transfer

Eztimate Bi Weekly timeshest Journal entry

Credit memo Pay bills Statement

Sales receipt Purchase order Inventory qty adjustment

Refund receipt Vendor credit Pay down credit card

Delayed credit Credit card credit

Delayed charge Jh"] Print checks

Show less
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3. Enter Amy’s Bird Sanctuary. In the Date field type a w to select the beginning of the currently
displayed week. Enter Gardening under the Product/Service column. Enter 4 under the QTY
(Quantity) column and $35 under the Rate column. Click Save and new.

([} Delayed Charge @ teip X

.............

®  PROCUCT/SERVICE DESCRIFTION arr RATE AMOUNT | TAX

............

LU Total $140.00
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4. Enter Amy’s Bird Sanctuary. In the Date field, type a k and +. K brings you to the end of this week
and the + advances a day, which brings you to the beginning of next week. Enter Gardening
under the Product/Service column. (Some of this might be there already, if the Automation
preferences are set to Pre-fill forms with previously entered content in Account and Settings.)
Enter 3 under the QTY column and $35 under the Rate column. Click Save and close.

(-} Delayed Charge @ Haip 9

MOUST

$105.0

Mame, Tatal $105.00
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@}

o’ Step by Step: Create an Invoice from +New

1. From +New choose Invoice.

Topic 1: Sales and Revenue Transactions

CUSTOMERS

Invoice th]

Receive payment
Estimate

Credit memo
Sales receipt
Refund receipt
Delayed credit

Delayed charge

VENDORS
Expense

Check

Bill

Pay bills
Purchase order
Vendor credit
Credit card credit

Print checks

EMPLOYEES
Payroll #
Single time activity

Weekly imesheet

OTHER

Bank depasit

Transfer

Journal entry

Statement

Inventory gty adjustment

Pay down credit card

Show less

2. Enter Amy’s Bird Sanctuary. As soon as you enter the customer name, if there are any unbilled
(delayed) charges (or credits) or unbilled time (or expenses), a drawer opens on the right so you
can easily add them to the invoice.

(' Invoice

Blling sddame Toms (3

Coum

Maasaza an siatemant

[ e

! PRODUCTSERWVICE (71 DESCHITION

Chawe all fromn Adl euiriusal

Lot QuickBucks calidat your sabes s B

& @ X
BALANCE DHE Add ta Imvales
$0.00 s
r
Billable time.
¥ 00
Rati AMOUNT  TAX o
[} Add
Chargs #1
Subtotal 50,00 s
$140.00
Taxatle mubrctat $0,00 add
- %
S0.00
Fp—
Tatal $0.00
Balance due 50.00
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3. Click Add all then Save and close.

[} Invoice @ @ e M
Gomicrone (T
: BALANCE DU
= $620.00
Twrea frrecice di Do date
Comt
& PRODUCTSERCE DESCRIPTION an' RATE AMOUNT  TAX
a &
Adtd Laaa Clasr all Gnms Add suimtial 1] Subtatal $620.00
Lot QulekBasks ealeulme your sales tax 41
Tansbe subiotal S0.00
* %
s0.00
Distoust patcant =
Tatal $420.00
Balance due 620,00
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@
o Step by Step: Recurring Transactions

If you have monthly recurring charges and you don’t want to have to remember to enter them,
QuickBooks Online can create an invoice automatically and email it to your customers. Use the
Recurring Transactions feature. Most transactions (sales, purchases and journal entries) can be made
recurring.

1. From +New click Invoice.

CUSTOMERS VENDORS EMPLOYEES OTHER

Invoice th Expense Payroll # Bank deposit

Receive payment Check Single time activity Transfer

Estimate Bi Weekly timesheet Journal entry

Credit memo Pay bills Ststement

Sales receipt Purchase order Inventory qty adjustment

Refund receipt Vendor credit Pay down credit cerd

Delsyed credit Credit card credit

Delayed charge Print checks

Show less
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Topic 1: Sales and Revenue Transactions

2. Type Bill's Windsurf Shop and choose Pest Control under Product/Service. Leave the quantity at
1 and the rate at $35. At the bottom of the screen click Make recurring.

' Inveice T ©
Customat (3 BALANCE (R
o i O
o
o rropuctsERACE sCRIFION arv Rt AMOUNT | 1AX
[+] Saar T w | fen Cornedl Servem
EErE Claar all fnas A4 wibtzeal Subtotal 535.00
"
Ths Lot OQuickBooks coloubete your salus tan 31
Tansbde webiuisl $0.00
[T
$0.00
Discount parsent  *
Total 535.00
Balance dus $25.00
B i
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3. This opens a screen where you can create a recurring invoice template. You can name the
template, say whether you want it automatically entered, choose to send an email automatically
and, if scheduled, set up the schedule. Click Save template.

i Invoice SO Ty

Recurring Invoice

T

Diting estrans Torma

§ FRODUCTALACL (7 oUsCEETION arr AT AMGUNT  TAX

Al bl Subtotal $35.00

o sbtett $T00

S0.00

You have a lot of flexibility when creating a template. Experiment with it in the sample file. Note that
if you have an already-recorded transaction and want to make it recurring, you can open it up and
click Make recurring at the bottom of the screen. Remember that most transactions can be made
recurring.
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@
o Step by Step: Recurring Transaction List

1. To see a list of recurring transactions, click the gear icon and open Recurring Transactions

under Lists.
@ Heo Q. (3 @

Craig's Design and Landscaping Services

Your Company Lists Tools Profile
Agcount and Settings All Lists Impeort Data Intuit Account
Manage Users Products and Services Export Data Feadback
Custom Form Styles Recurring Transactions Reconcile Privacy

Chart of Accounts Amachments L) Budgeting

CuickBooks Labs Audit Leg & g L

Order Checks L/-‘
SmartLook

Caze Canter

2. From here you can add new templates, edit an existing template, use an existing template,
duplicate it (a good starting point for a new template) or delete it.

Recurring Transactions Furmindes List | ﬂ
€ &l

TEMFLATE MAME = e TN TYPE INTERVAL FREVIOUS DATE NEXT DATE CUSTOMERVENDOR AMOUNT ACTION
Telwakone B Sehwdoled sl Evary Marah 02082020 Cal Telwphare

021067020 Hall Propartias
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Topic 2: Expense and Purchase Transactions

Whenever you set up a new area of QuickBooks, you need to review the Account and Settings
related to that area. Before you go into the Account and Settings, you need to make sure you
understand the different types of expense and purchase transactions.

@ Bill is a transaction you enter when you receive a bill from a vendor but want to pay it later. A bill
will increase accounts payable and generally increase expenses. This is available in Essentials,
Plus and Advanced only.

® Expense is a way to enter cash, check or credit card purchases all in one window. (Note that you
cannot print checks that were entered from the Expense window.)

® Checks are a way to enter transactions that reduce your bank account. You can assign check
numbers for manual checks or checks that have already been printed. Or you can set checks to
print later and print them when you're ready.

® Bill payment is a transaction used to pay the bills entered. A bill payment reduces accounts
payable and can be from a bank or credit card account. This is available in Essentials, Plus and

Advanced only.

® Purchase order is a non-posting transaction used to tell a vendor you want to order goods or
services. This is available in Plus and Advanced only.

@® Vendor credit is used to record either a refund or return from a vendor that reduces accounts
payable. This is available in Essentials, Plus and Advanced only.

@® Credit card credit is a transaction that records a credit card refund from a vendor

All these transactions relate to monies going out. Some of these transactions can be launched from
more than one access point, whereas others can be launched only from one.
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APPROPRIATE EXPENSE-RELATED SETTINGS

Account and Settings

Click the gear icon and choose Account and Settings under Your Company.

@ rle Q (3] &

Craig's Design and Landscaping Services

Your Company Lists Teols Profile

[ Account and Settings ] Al Lizts Import Data Intuit Account
ety = Preducts and Services Export Data Feedback
Cuztom Form Styles Recurring Tranzactionz Reconcile Privacy
Chart of Accounts Arachments Budgeting
CuickBooks Labs Audit Leg EI S LT

Order Checka E‘;‘

Srmartlook

Caze Center

There are several tabs down the left side to set the preferences you want to use with the company
file. There is a separate tab for Expenses, but there are also expense-related settings included in the
Advanced tab.
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NOTE: In an actual QuickBooks Online company (as opposed to the test drive company below), you
would see more tabs down the left side.

Click Expenses. The Bills and expenses preferences allow you to use items on expense and
purchase forms (in addition to general ledger accounts), track purchases by customer and mark
them billable. You can also define the default bill payment terms.

There is also a place to set up the default email message sent with purchase orders.

NOTE: Your subscription level determines whether you can use some of these features. For example,
purchase orders can only be used in QuickBooks Online Plus and Advanced.

Account and Settings (@) nep
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Click Advanced. You'll see the same types of automation choices you saw with customers. Do you
want QuickBooks Online to apply bill payments automatically? Think about it before you turn it on.

Under the Other preferences section, it's a good idea to turn on the duplicate check and bill
warnings.

Account and Settings (@ Bep

Automation
Lmuances

Projests nane Flace on

Time irazking

Unitod Sesnn Dellar
off

Othier preferences

MEE Y
123.455.00
Customen

on

L
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ALTERNATE ENTRY POINTS TO ENTER PURCHASING TRANSACTIONS

Vendor Center

The Vendor Center, accessed by selecting Expenses then Vendors in the left navigation bar, is a
dashboard for adding, editing and reviewing vendors with which your QuickBooks Online company
does business. The list of vendors can be printed or exported to Excel, and it can be sorted by
various parameters or filtered. In the far-right column, beside each vendor listing in the Vendor
Center, is a drop-down box from which to create transactions such as bills or checks, or to make a
vendor inactive. In addition, you can email vendors in batch by using the Batch Actions drop-down
list at the top of the list of vendors in the left corner. These emails can use your choice of web-based

email or email client.

Enter Transactions from the Vendor Center

@
o Step by Step: Create a Bill

1. Go to Action > Create bill for Bob’s Burger Joint.

Vendors

Vendors

VINDOR = | COMPANY PHONL

Bob's Burger Jaint

Bouka by Beiie

Ereamahan Insusanca Agancy

e |- D

NOTE: Because of the setting Show items table on expense and purchase forms (in the Expenses tab
of Account and Settings), you have the choice to assign the detail portion of bills directly to one or
more accounts on the Chart of Accounts, or use one or more items from the Products and Services

list, or use a combination of the two functionalities.
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2. Assign a bill number 1234. Under Category details enter Advertising for $2,500, billable to
customer Amy’s Bird Sanctuary.

~ . 1,
& Bill #1234 (@ Help 4
BALANCE DUE
$2,500.00
Matling address Terms Bl date Lue date Edl no.
v Category details
# CATEGORY DESCRIPTION AMOUNT BILLABLE TAX CUSTOMER

1 Advertising 250000 v Anry's Bird Senciuacy i

3. Use the keyboard shortcut Ctrl + Alt + s to save this bill and open a new bill entry screen.

4. Enter a second bill #1333 for Bob's Burger Joint for Meals and Entertainment, $250 then Save
and close. (Note that because the Company Setting Pre-fill forms with previously entered
content is turned on (under Advanced and Automation), you'll have to overwrite the Advertising
account that appears with Meals and Entertainment; you'll also have to change the amount of the
expense from $2,500 to $250.)

Notice that when you used your keyboard shortcut to save bill 1234, QuickBooks Online saved
the transaction and assumed you wanted to enter an additional transaction of the same type. But
QuickBooks Online does not assume you want to use the same vendor. Therefore, in this case
you needed to enter Bob's Burger Joint as the vendor in the second bill.

Now you see Bob's Burger Joint has $2,750 as an Open Balance in the Vendor Center:

Vendars

Vendor o |-

ACvERDUE oPel

OPEM BALANCE ACTION

VENDOR < | COMPANY. FHONE EMAIL
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If you click Bob’s Burger Joint in the Vendor Center, you will see the two open bills adding up to
$2,750. You would then be able to make a payment by clicking on Make payment in the Action
column in the far right next to one of the bills. If you want to pay the second bill on that same
payment, you would be able to add the second bill to the payment transaction.

However, you don't have to go down to the individual bill level to tell QuickBooks Online to pay
a vendor’s bills. There are many ways to pay bills in QuickBooks Online. We will cover bill
payments next.

Bob's Burger Joint Edit New transaction
$2,750.00

| s0.00,

N PAYEE CATEGORY TOTAL  ACTION

~

Mako paymaont

QuickBooks Online 2020 Client Training 45

Cetting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 3 - Record Transactions in QuickBooks Online Topic 2: Expense and Purchase Transactions

(@

o Step by Step: Pay Bills

1. Go back to the Vendor Center if you have left it. From the Action column, click Make payment
next to Bob's Burger Joint.

Vendens

Vendors

$3,026
TIPNDLAS] J00ATS

| WENDOR - ) COMPANY

PHONL OFEN BALANCE ACTION

1275000 Maks. wﬂ\’an( -

"] Bobrs Burger Jaint

2. QuickBooks Online opens the Bill Payment screen with that vendor’s outstanding bills listed and
already checked for you to pay. At the top of the screen you can choose to pay via a bank
account or credit card. Specify the date of payment and a reference number if possible.

(5 Bill Payment #1 @ e M
e $2,750.00
Baitng scirens St e
Outstanding Transactions
— ety §
3. Atthe bottom of the screen click Save and close.
Amount to Credit S5 O
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As with the Customer Center, you can click the vendor name and get a list of transactions you can
act upon or create new transactions by clicking the New transaction button at the top right.

Bob's Burger Joint

ransaction Lt Verdor Details

r( Batch actions ) ( Filter = )

DATE TVPE MO PAVEE CATEGORY TOTAL  ACTION

Eob s Burger Joim Piesls a0 Enveainmant - 3:3.84
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Enter Transactions > Expenses

If you click Expenses - Expenses in the left-hand navigation bar, QuickBooks Online opens a list of
the last 365 days of Expense Transactions (all kinds of money out transactions), regardless of vendor
or payee. This screen can be filtered to modify the view. You can drill down on any transaction. You
can also enter a new transaction or print checks.

@
o Step by Step: Enter an Expense Type of Transaction

1. From the New Transaction drop-down menu, choose Expense. To recap: an expense transaction
(a specific transaction type under the broad Expense transactions category, including
transactions such as bills or checks) allows you to either reduce your bank account (including
cash) or increase your credit card payable for a purchase made for the company. An expense
transaction is a good transaction type to use when inputting a backlog of receipts that have been
collected but not sorted by payment type. With the expense transaction, there is no need to sort
the receipts first by credit card, check, other bank account or cash. Rather, you can enter them
using this one Expense screen by specifying the account (specified bank account, petty cash or a
specified credit card) at the top.

Expuetes

Expense Transactions Print Chacks | =

=

DWATE ™ WO, PAYEE CATEGORY
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2. Enter an expense for the vendor Books by Bessie. It was paid with a MasterCard and was for
Dues & Subscriptions for $10. (It's also a good practice for tracking purposes to enter a
meaningful reference number, even if one is not supplied by the vendor.)

(“ Expense #Feb232020 B Takewrewr 485 @D u---;:E

Tapes Paymart st (5

o e Ve $10.00

Fagmeant dete. Fugrast mamod At

¥ Category details
¢ carscomy DESCRFTIIN AMOUNT | BILLABLE (7] TAX | CusTomen |

Chas B Fubdirptans 1] i

3. Atthe bottom of your screen click Save and new.

4. Enter atransaction for Computers by Jenni. It was paid out of Checking with manual check #32
on the same date. It was for Commissions and Fees for $100. Save and close.

| (¥} Expense #32 D rbesscar B (D) ton

AMOUNT

$100.00

v Category details

' CATEGORY () AMOUNT  sniaie () TAX  customes

100.00

¥ Item details

#  PRODUCT/SERVICE DESCRIFTION ary RATE AMOUNT  BILLABLE (7) TAX = CUSTOMER (7
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On the Expense Transactions page both expenses appear, but one affected the bank account
(Checking) and the other a credit card account (MasterCard). If you are entering all checks, use the
Check feature rather than the Expense transaction. Remember, the Check feature allows you to print
checks while the Expense transaction does not.

Expense Transactions Print Chacks | =
¢
DarE wre NO, FAYLE CATEGORY TaTAL ACTION
[ 1000 View/Edit —]
o - &n 234 Adverdaing - $2.500.00 View/Edit «
Bobr's Burger Joirm Masls #nd Entertanment A $250.00 Yiew'Edit =
0 841l Pyt {Crach Card 1 Bob's Burgar Jeins 2,750,060
021E2020  Credic Card B = Aumomobile - 3400
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Enter Transactions from +New

Previously you learned how to pay one or more bills from the Vendor Center, but this would allow
you to pay only one vendor at a time. If you want to pay bills from multiple vendors at one time, you
need to access Pay Bills from +New.

@
o Step by Step: Pay Multiple Bills

1. Click +New then, under Vendors select Pay Bills.

CUSTOMERS VENDORS EMPLOYEES OTHER
Invoice Expenzs Payroll # Bank deposit
Receive payment Check Single time activity Transfer
Estimate Bill Weekly timesheet Journal entry
Credit memo Pay bills .J]Tq Statement
Sales receipt Purchase order Inventary qty adjustment
Refund receipt Vendor credit Pay down credit card
Delayed credit Credit card credit
Delayed charge Print checks
Show less
2. Select Checking as the Payment account.
& Pay Bi
- Pay Bills
Payment account
‘ hedking @J
+ add new
bo
Checking Bank
Savings Bank ||
Mastercard  Credit Card
Viss Credit Card
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3. Enter the Payment date and check the box for Print Later (instead of specifying a starting check
no. for manual checks). You can sort the list by clicking on the column headers as in the Vendor
and Customer centers. You can also filter the list. Select which bills to pay by placing a
checkmark in the far-left column next to the bill(s). If you are going to pay less than the open
balance on a bill, enter that amount in the Payment column. Note that by clicking on the column
headers, you can sort how you want to see the bills listed. Click Save and print.

(< Pay Bills @ X

e Tl Bar o $503.94

P —— 5 apan bl & poerchin 4
DATE » OFEN BALANCE CREDAT AFFLIED PAYTMENT TOTAL AMOUNT

T

5205.00

IR

xxxxx

[er— 560544

Sevuend prit ~

When you click Save and print QuickBooks Online will give you a list of bills paid as well as print the
bill payment checks. (You may see a Print Checks setup screen first if you haven't printed checks

before.)
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Print Checks
o | Baleior $597.06 3 chicks soluctnd §303.94 Ak chack

-

At el

If you chose the payment method of Printed Check but decided not to print them from this screen,
these checks can be batch printed later. You'll learn about that shortly.
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@
o Step by Step: Create a Check (write a check to pay a bill)

1. Click +New then, under Vendors, select Check.

CUSTOMERS VENDORS EMPLOYEES OTHER
rvoice Expenze Payroll Bank deposit
Receive payment [ Check ] Single time activity Transfer
Estimate e J"ﬂ] Weekly timesheet Journsl entry
Credit memo Pay bills Statement
Sales receipt Purchase order Inwventory qty edjustment
Refund receipt Vendor credit Pay down credit card
Delayed credin Credit card credit
Delayed charge Print checks
Show less

2. Enterthe vendor Diego’s Road Warrior Bodyshop. If you enter a vendor name and there is an
outstanding bill related to that vendor, a drawer opens on the right-hand side of the page which
allows you to add the bill to the check. The accounting effect is to decrease the bank account
balance and decrease accounts payable. This feature will help prevent you from writing a check
for a bill already entered and posting it to an expense account, thereby double-counting the
expense and never clearing the payables.
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3. Click Add to add the bill to the check. This changes the transaction type from Check to Bill
Payment. (Note Check #To print changed to Bill Payment #To print in the top left corner of the
transaction.) If desired, remove the checkmark in the box next to Print later to assign a manual
or already-assigned check number. Click Save and close.

(= Check #To print @ rew

¥ Category details

L o AMOUNT  SNLARLE  TAX  CUNTOMER

(= Bill Payment #To print ] @ tetw N

.......

Chtstanding Transactions

Filtar »

~  DESCR¥TION DUE DATE DRIGMAL AMOUNT DPEN BALANCE PAVMENT

v R

If this check wasn't intended to pay an outstanding bill, don't add anything from the drawer, even if
there is a bill there, and enter the account or item details in the body of the check.
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@
o  Step by Step: Print Checks in Batch

1. Click +New then, under Vendors, select Print Checks.

CUSTOMLRS VLNDORS CMPLOYLLS OTHER

nveice Expence Payroll # Benk depocit

Deloyed credit Credit cord credit

slzyed charge Print checks
&

2. The first time you click Print Checks, you must make sure your checks align correctly. Once you
have done that, all checks marked to be printed later will appear in the Print Checks screen. You
can create a new check and add it to this Print Checks screen by clicking Add check in the top

right corner. (You can also return to the Print setup screen for proper alignment with your printer
by clicking Print setup at the bottom.)

Print Checks bl
Bl SCTST 4 ko salacnd 51256
Seaning chack o

i

3. Place a checkmark in the box next to each check you wish to print, then select Preview and
Print. Before you do that, you need to make sure the starting check number is correct.
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Banking

The Banking Center allows you to link your bank and credit card accounts to QuickBooks. Once that
is done, QuickBooks Online automatically downloads transactions nightly, though you can
download manually by clicking Update in the upper right-hand corner.

@
o Step by Step: Use the Banking Center

1. Select Banking from the left navigation bar. If you are on the Rules tab, you will have to select the
Banking tab at the top or in the pop-up horizontal tab list.

Dashboard

Bank and Credit Cards e Example Bank U.S.A. -

Banking Banking

c

Savings

Expenses Rules
) _ $200.00
Sales Receipts [new BANK BALANCE Updnted mamd
Projects $-‘|5?.94 $800.00

IM QUICKBOOKS IN QUICKBOOKS
Workers
Reports : :

For Review Reviewed Excluded
Taxes
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2. Atthe top of the screen, the linked bank and credit card accounts are displayed, as well as the
number of transactions that have been downloaded and need to be either entered or matched.
Although QuickBooks Online automatically downloads transactions nightly, you can click
Update to import the latest transactions at any time.

Bomking  Bules  Reesips (Y

Bank and Credit Cards e Example Bank U.S.A. - Checking Add sccount

Chachang # = Mastorcarct =

5-3,621.93 5200.00

BANKE BALANCE

R 1 [ 1

5304.96
AN BALANCE

3. If your bank account does not connect to QuickBooks, the drop-down under Update allows you
to import CSV, QFX, QuickBooks Online or OFX formatted files. You can also add new accounts
to connect to QuickBooks Online by clicking Add account next to Update.

Baking  Bules  Becen QY
Bank and Credit Cards Example Bank U.S.A. - Checking
Checking e Savings B Mastarcard =
5-3,621.93 £200.00 $304.96
BANK BALANCE o camets e BANK BALANCE zmes ey BANK BALANCE 2wz am g
: ki $800.
sy 25 R 1 7
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At the top of the screen click MasterCard to ensure you are reviewing that account. It will turn blue,
indicating that it's been highlighted.

4. Further down the page for Banking, there are three tabs: For Review, Reviewed and Excluded:

® For Review - These are the newly downloaded transactions. They are the ones upon which
you need to take action.

® In QuickBooks - These are transactions that have been matched or added from the For
Review tab. Although there are none in the sample file, once you start using the Banking
Center in a live file, you will see many transactions listed there.

® Excluded - These are downloaded transactions you have decided not to enter into
QuickBooks. Typically, it is because they've already been entered and reconciled. Already
reconciled transactions will not show up as a match. This typically occurs when you first use
the Banking Center.

Banking Rules Receipts [
Bank and Credit Cards @ Example Bank U.S.A. - Mastercard
Checking W Savings b Mastercard
$-3,621.93 £200.00 $304.96
BANK BALANCE Updstad momants ags BANK BALANCE Updstad momant: 230 BANK BALANCE
$-157.94 $800.00 $2,917.72
IN QUICKBOOKS 25 IN QUICKBOOKS 1 IN QUICKBOOKS 7
Reviewed Excluded
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4. Inthe For Review tab, a list of downloaded transactions appears. The default is to show all
downloaded transactions, but you may see a tab for Recognized transactions. These are
transactions that are either matched from the bank download to entries already in QuickBooks
Online, or QuickBooks Online has guessed how you want to enter based on past transactions
and rules. You might want to take care of those first, just to clean up the list.

All(Ty Recognired (3) :

5. Notice to the far right there is a printer icon and a grid gear icon. You can print the list of
transactions.

6. Click the grid gear icon. You can set preferences as to which columns you want to see and how
many rows you want to see in the Banking Center. You can also elect to see a compact display.

7. Ifit's not selected already, check Copy bank detail to memo.

8. Click on the grid gear icon again to make the list of options disappear.

[

Columns

|:| Check no.
Payee

Trensaction details

D Editable date field

[ Copy bank detail to ]

mamo

Show suggested
rules

Remember category
selection

|:| Show bank details
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This feature tells QuickBooks Online to copy the bank’s transaction description to the Memo field
automatically. The Memo field can show up on reports. It's also useful for troubleshooting
entries. You can edit the memo before adding to QuickBooks.

The transactions can be sorted by any column parameter by clicking on the column header
(clicking twice sorts it in reverse order). As you scroll down, notice in the Category or Match
column that QuickBooks Online has already matched several transactions.

5. Click the column header Category or Match.

DATE DESCRIPTION PAYEE l CATEGORTY O MATCH l S e o)
View
—_— e e
===
Fopans o
[ 1 -xcurd fased |
Prvmencl Match
[} oo teet ]
Erparan 50 . & =
) —

QuickBooks Online automatically looks for a match. The match could be against a check, bill
payment, deposit, payment received from customer, etc. If upon a quick review you agree, you
can match each one individually by clicking Match under the Action column. Alternately, if you
want to enter several transactions in a row at one time, select the first transaction you want to
enter, hold your shift key down and click the last transaction you want to enter. Click the down
arrow next to Batch actions then click Accept Selected. That matches the selected downloaded
transactions against transactions that were already entered into QuickBooks.

QuickBooks Online 2020 Client Training 61

Cetting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 3 - Record Transactions in QuickBooks Online Topic 2: Expense and Purchase Transactions

6. Click the selection box for Bob’s Burger Joint. Hold your Shift key down and click the selection
box for Tania’s Nursery.

(  Batchactions » ) - A All{T) Racognired (3}

DATE DESCRIFTION PAYEE CATEGORY OR MATCH & SPENT RECEED

By holding down your Shift key, QuickBooks Online selects all the transactions between Bobs
Burger Joint and Tania’s Nursery.

7. Click the Batch Actions drop-down list then choose Accept Selected.

Batch actions -

Accept Selected

Jm

R

Exclude Selected

DATE = DESCRIFTION AMOUNT  ADDED OR MATCHED RULE ACTION

8. Atthe top of the screen, click Checking to ensure you are now reviewing that account.

9. Go to the For Review tab and click the column header twice for Description.
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10. Scroll down until you see the two expense transactions for A Rental (one for $1,200 and one for
$800). QuickBooks Online does not know the vendor name or the account to use. Click on one of
them. You will see A1 RENTAL in the Bank Detail.

Hanking e (D
Ai{zs) Rucognized (14}
DATE DESCRFTION » PAVEE CATEGORY DR MATCH SPENT RECEIVED ACTION
Mateh
. 5 Matsh
Ep— Match
[ mmnd teund |
P Mateh
...... Add
Vendar/Customer Catagory & Customer
Mam
Crem B Ads Amachmane
Add

11. Type A1 Rental in the Payee field. There is no name in QuickBooks Online for A1 Rental. Add it
on the fly as a new vendor.

12. Choose Equipment Rental as the posting account.

b O

As soon as you do that, QuickBooks Online assumes you want the second transaction for A
Rental to use the A1 Rental vendor and post to Equipment Rental. If you need to split a
transaction, you can do so by clicking Split.

You could click Add to add each transaction individually or click the selection boxes in the far-left
column next to each transaction, then under Batch Actions choose Accept Selected as you did
earlier in this exercise.
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Rules

After you categorize a vendor’s bank-fed transaction for the second time, QuickBooks Online will
prompt you with a Suggested rule, which you can dismiss (by clicking on the x in the top right
corner) or create a rule or edit one. You can also click on Don’t show me this again if you don't
want QuickBooks Online to suggest rules for you. We'll cover rules next.

1. Locate Hicks Hardware, an uncategorized expense for $24.38. QuickBooks Online does not
know where to post this transaction.

2. Click Rules from the horizontal list of sub-tabs and choose New rule.

MO, RULE NAME CONDITIONS SETTINGS MTO-ADD  STATUS ACTIONS

3. Enter Hicks Hardware as the Rule name and specify that this rule will apply to Money out
transactions. Choose All bank accounts (which means all bank and credit card accounts). If you
wanted to fine-tune this rule and have it apply to only selected bank or credit card accounts, you
would click on the drop-down next to All bank accounts and place a checkmark next to all
accounts to which this rule is to apply.

4. Enter Hicks Hardware as the contents of the Description condition field (you may have to check
the drop-down next to Bank text to reveal Description).

5. Select Hicks Hardware as the Payee and Supplies as the Category.

6. If you like, add something like “**Automatically Entered by Rules**" in the Memo field, or use
another memo that is meaningful.

7. Check the radio button next to Auto-categorize and auto-add.
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8. Click Save. You will see a confirmation that the rule has been added, as well as any transactions
that have been added automatically to the company’s books as a result of this new rule.

Rule @ e X

Huli narss Fur In

= sample Company o 2 transacticnls) have beun acldad to your books @Qre QA 0 &

Rules

If you ever want to delete a rule or inactivate it, you can go back into the Rules tab. To keep the
rule but disable it for the time being, click on Edit in Actions column on the far right and then
slide the Enable rule slider button to off:

How do you want to apply this rule?

® Auto-categorize and auto-add (7)

PRGNS L Turn this off to temporarily disabls this
rule.

Enable rule ()(Eg
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9. Back in the Rules window, click the Banking tab at the top.

Ban!?ing Rules Receipt: (2N

10. Remember, you're still in the Checking account. Click the Reviewed tab. Hicks Hardware
transactions now appear in this tab and indicate this posting was set by a rule. It also indicates,
by the green plus sign inside a picture of a document, that the rule added these transactions to
the books automatically without the need for further work by the user. (If we had not checked the
box next to next to Automatically add to my books, you could see these transactions in the For
Review tab, available to you to add one at a time or via Batch actions.)

DATE = DESCRIFTION AMOUNT  ADDED 0% MATCHED RULE ACTION

11. If you look at each posting in the Added or Matched column, you'll see that Supplies was the
posting account. You can also click on the blue hyperlink for each account to open the actual
transaction:

(' Expense B & @ twe X
s Feymestscosest AN
s ] w3900 $228.75
....................

Category detail
s caTGoRv | DESCRNTION AMOUNT BALKBLE () TAX  CUSTOMEN
7]

This rule was very simple. You can create some complex rules. For example, if Hicks Hardware is less
than $500, post to Supplies. Then create a second rule that states if Hicks Hardware is greater than
$499.99, post to Equipment.
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You can also create rules for splits. For example, Cal Telephone transactions should be split 40% to
Internet and 60% to Telephone.

Payee

Cal Telephons A

TT-TR

Percentage (&) v

PERCENTAGE CATEGORY

60.00% Utilities:Telephone ..

A0.00% [nternet . [

o+ A

When you click a transaction in the Banking Center, there are three radio buttons: Add, Find Match
and Record transfer.

I (®) Add Find masc Record transfe I‘., wre

Vendor Cuntomas Catwgory BUABE Customer

A TAL CHIN'S GAS AND CIL

You've been working with Add. If you think there should be a match, change the radio button to
Find match and QuickBooks Online will try to find matching transactions. If you can't find it, perhaps
the transaction was already reconciled in QuickBooks Online. If that's the case, and you don't want to
enter that transaction because it's already in QuickBooks Online, check the box next to this
transaction then, under the Batch Actions click Exclude Selected.

The Transfer button is used to indicate that this transaction is a transfer between two accounts in this
QuickBooks company file.
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Topic 3: Additional Transaction Types

ADDITIONAL TRANSACTIONS INITIATED USING THE +NEW MENU

There are other transaction types that can be accessed from the +New function. An example of a
transaction that can be accessed only from the +New function is time tracking. Time can be tracked
using the Single Time Activity or the Weekly Timesheet function. This feature can be used even if you
are not signed up for QuickBooks Online Payroll.

of Step by Step: Fill out a Single Time Activity
1. Select +New (+) at the top of left navigation bar.
2. If necessary, select Show More.
3. Under Employees, select Single Time Activity.
4. Enter the name of the employee or vendor whose time is being tracked.
5. Enter the date for which the time is being tracked.
6. Enter the customer for whom the time is being tracked.
7. Enter the service being rendered during this time.
8. If the Billable preference is turned on, check if the time is Billable and the billing rate.
9. Ifthe time is billable, check the box if the billable time is taxable.

10. Enter the time tracked, for example, 3.5 hours, either in HH:MM format (3:30) or in decimal
format (3.5). Or check the box next to Enter Start & End Times then fill in the fields for Start Time
and End Time.

11. Enter a description of the work done.
12. Select Save, Save and close or Save and new.

13. If you see a window suggesting you try TSheets, click Not now.
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& Time Activity & @ X

Due | greiwza Foshae B s Fnd T

Canrren,

Summary S Mprs o $I00.00 pas bace w 52000
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@
o Step by Step: Fill out a Weekly Timesheet

—_—

Select +New (+) at the top of left navigation bar.

2. If necessary, select Show More.

3. Under Employees, select Weekly Timesheet.

4. Enter the name of the employee or vendor whose time is being tracked.

5. Inthe drop-down, choose the work week for which the time is being tracked (the preferred first
day of a work week for this company is determined in the Account and Settings for Time Tracking
in the Advanced tab).

6. In each row of the Weekly Timesheet grid, enter the customer for whom this individual’s time is
being tracked, the service being rendered during this time, and the time tracked day by day
during the week, either in HH:MM format (3:30) or decimal format (3.5). If the time is billable,
enter the billing rate and the taxable status as well. (In this case, the time tracked for Cool Cars
was there already, having been entered for this employee using the Single Time Activity
function.)

7. Select Save, Save and close or Save and new.

Weekly Timesheet & (D relp X
5:00
+ DETALE b ™ O™ ™ " o H ToR
=L
TOTAL =00 500
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@
o Step by Step: Make a Bank Deposit

1. Select +New (+) at the top of left navigation bar.

2. If necessary, select Show More.

3. Under Other, choose Bank Deposit.

4. Select which bank account you are using for the deposit.
5. Fill'in the deposit date.

6. If there are any monies in Undeposited Funds, they will show up on the top part of the screen
under Select the payments included in this deposit.

7. Select any of the existing payments if they are part of the deposit which you are about to record.

8. Inthe Add funds to this deposit grid below, add any other payments received, which are typically
not sales-related transactions such as shareholder loans or insurance premium refunds.

9. If you are taking cash back that reduces the amount of the deposit, click in the posting account,
(for example, Petty Cash or Owner's Draw) and the amount of cash be taken. (Petty Cash was
created as a new “bank” account.)

10. Click Save and close or Save and new.

(% Bank Deposit @ hen 3

P Dote

$2,912.52

Select the paymaents included in this deposit

F|  RECEVED FHOM - narE e PFAYMENT METHOD MEMO REF NG, AMGUNT

.....

v Add funds to this deposit

| RECEIVEDFROM ACCOUNT DESCRIFTION PAYMENT METHOD REFNO. AMTUNT

Claas all s Ot fundly tosal $1,000.00

Cash Back geanie Cash back mamo Cask Bk wmus

Total 5291252
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By clicking Print at the bottom of the deposit form, you can also print a deposit slip and summary
using preprinted deposit slips. You can also print a summary on plain paper. This area is also used
for setting up and aligning these forms to be printed.

Print deposit slip and summary

Print deposit summary only

Setup and ﬂlignmf:nth
Print Make recurring
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@
o Step by Step: Transfer Funds

Transfers are used to move monies between two company accounts. You could transfer funds from
one bank account to another bank account or from a bank account to a company credit card
account. You don't use the Transfer feature to transfer from your bank account to your vendor’s bank
account.

1. Select +New (+) at the top of left navigation bar.

2. If necessary, select Show More.

3. Under Other, choose Transfer.

4. Select your source account in Transfer Funds From.
5. Select your destination account in Transfer Funds To.
6. Fill in the amount of the transfer.

7. Fillin the date of the transfer.

8. Enter a memo if desired.

9. Click Save and close or Save and new.

(- Transfer (G4

......

$1,860.39

b Fardia To L

$800.00
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@
o Step by Step: Record a Journal Entry

1. Select +New (+) at the top of left navigation bar.

2. If necessary, select Show More.

3. Under Other, choose Journal Entry.

4. Enter a date.

5. Enter or accept the journal number.

6. Select an account and enter a debit or credit amount.

7. Enter a description if required.

8. On the next row, select another account and enter a debit or credit amount.
9. Enter a description if required.

10. Continue until you are done entering all debits and credits. Debits must equal credits.
11. If desired, enter a memo for the journal entry.

12. Select Save, Save and new or Save and close.

(%) Journal Entry #1 & (D re E

8 ACCOUNT otars
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In QuickBooks Online, you can include multiple accounts receivable and accounts payable lines in a
journal entry. This works well, for example, if you want to trade a balance between a customer who is
also a vendor.

£ Journal Entry #2 & @ e M

®  ACCOUNT DEBITS CNEDNTS  DESCRIFTION HAME
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Topic 4: Other Tools

QuickBooks Online has tools that are especially helpful to maintain the accuracy of your QuickBooks
Online data. In this topic, you will learn where to access those tools and specifically learn about two
tools:

® Reconciliation history and Undo bank reconciliations tool

® Setthe closing date

@
o Step by Step: Bank Reconciliation History and Tools

1. Click the gearicon and choose Reconcile from the Tools column.

@ nelpe Q f_:@

Craig's Design and Landscaping Services

Your Company Lists Tools Profile
Account and Settings All Liztz Import Data Imtuit Account
Manage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Tranzactionsz [ Reconcile e ] Privacy

Chart of Accounts Attachments Budgeting

QuickBooks Laba Audit Leg El g

Order Checks E

Srmartlook

Case Center
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2. If you see the Match the books to the bank records screen, click Get started.

Recuncile

Match the books to the bank F .
records / ’

Connected accounts are easier 1o reconcile. Connect now

() See how It works (7:50)

3. If you see the Reconcile like a pro screen, click Let’s do it.

Reconcile like a pro

Get your books and benk 1o agree with each other

Match your books to your Success! Your account is
statement reconciled

( Maybe later ) II

4. You're going to reconcile the Checking account, so there is no need to change the account to

Open your statement

reconcile.
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5. Enter Statement Ending Balance $4,349.46 and Statement Ending Date of the last day of the

month before last and click Start reconciling.

Chanofdcsousts  Recondle
Chamof sccoums = Barik regiier > Reconcile
Reconcile

Reconcile an account

Cpan your statement and let's get started

0 Wo know it takes time to get used to new stuff

Which account do you want to reconcile?

I —
Aocount .
- = Welcoma! Grab your *
sz statement and we'll get

started.

Add the fellowing information

Boginning balance | Ending balance * Ending dsts *

$.000.00

6. Make sure the filter at the top of the grid shows Statement ending date. Click on the Payments

tab to display the payments and withdrawals from the account only.

Chartof accounts > Baskregistes > Fsconcile

Suwement ending date: December 31,20

Reconcile Checking

$4,349.46 _ $5,000.00
STATEMENT ENDING BALANCE CLEARED BALANCE
$5,00000 - $0%0 * 5000,

[ | )
oW e Payments Dy A
N—
_— i s
Accaenms Fegal “roaEn & AD0aEs

Lagal & Frafass Fobemaen & Auss

AusomsblaFusl  Crea Ganand ©

Edit infa Save for later |

O s¢s054

PAYMENT [USEY) DEPORIT (U]
3000

250,00
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7. There are seven transactions that cleared in the Payments area during the statement period, and
you can clear each one individually by clicking a checkmark in the circle in the far-right column
for each transaction. Alternately, you can clear every transaction in a column by clicking a
checkmark in the circle at the top of that column rather than in each individual circle. Therefore,
clearing seven would be best done by clearing all nine, then un-checking the two that did not
clear. If you do clear all transactions by clicking a checkmark at the top of a column, you'll be
asked to confirm Yes, select all. Then you can un-check the ones that did not clear.

:
. $4,174.46 =
CLEARED BALANCE ) $175.00
BALANCE = -5?..2554 + ?90_0‘.
% Stementending dase Clear fiter/ View al (: Paymonts o ] il )
DATE CLEAREDDWTE  TVPE REF KO, ACCOUNT PAVEE MEME a) PAVMENT [USD) DEPGSIT USD)

54 Payr a 5020 L]

Tipenie P -

s ”

L/

-

& -

Chack -

8. Click the Deposits tab and mark only the first item on the list, the $175 deposit early in the
month. When the difference between the Statement Ending Balance and the Cleared Balance is
zero (and only when it is zero), click Finish Now.

Reconcile Che .
$4,349.46 . $4,349.46
Leadoaoo - 384354 - $173.00
DaTE CLEARED DATE P REF 8O, MEMO § PAYMENT (US0) DEFOSIT (LSO}
a1% L]
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WARNING: if you click Finish Now with a non-zero difference, you will be creating an Auto Adjustment
transaction for the difference to be posted to the Reconciliation Discrepancies account, and you will
require your accountant user (who has access to QuickBooks Online Accountant and its exclusive tools)
to fix your problem. This may entail undoing one or more reconciliations, which can only be done with
access to QuickBooks Online Accountant. If you cannot finish reconciling to the point where you have a

zero difference, click Save for Later and come back to your reconciliation when you are fresher.

WARNING: if you reconcile an account then change an amount on a cleared transaction (something you
should never do), that will also require someone with QuickBooks Online Accountant access to fix the
problem. Even if you change something else, like a date on a cleared transaction, if the date change is
major, it could cause problems that would require someone with QuickBooks Online Accountant access

to remedy.

o Step by Step: Set the Closing Date

There is no formal closing in QuickBooks; it's a perpetually running system.

QuickBooks Online knows, by what month you set as the first month in your fiscal year in the
Account and Settings, when to roll up last year's income into Retained Earnings for reporting
purposes. However, when you have completed your review of the accounting records or sent the
information off to the accountant to complete the tax returns, you should protect any prior period
data from changing.

You do this by setting the Closing Date.

1. Click the gear icon then click Account and Settings.

CYAE
Craig's Design and Landscaping Services
Your Company Lists Tools Profile
l Account and Settings Jh_’] All Lists mport Data Intuit Account
TEREgE JEers Products and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile Privacy
Chart of Accounts Attachments Budgeting
CuickBooks Labz AuditLog 1 Sign Out
Order Checks E
Srmartlook
Caze Center
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2. Click the Advanced tab. Click the pencil in the Accounting section (or click anywhere in that
section).

Accounting January
Same as fiscal ysar

Accrusl

Oft

3. Puta checkmark next to Close the books and set a Closing date of 12/31/19.

4. On the drop-down list, choose Allow changes after viewing a warning and entering a
password.

5. Enter a Closing Date Password, confirm it and select Save. Click Done at the bottom of the
screen.

Accounting First month of fiscal year ()

w January T

First month of income tax year Same 3z fizcal year T
ccounting method (@) Aciaal W
[ [#] Closethe hooks @ ] 12/31/2019
Clocing dats
12/317/2019

Allow changes afier viewing a warning and entering password  » (3

Confirm Password

It is a best practice to protect the information by setting a closing date password. When setting up
users in QuickBooks Online, there is no place in the user permissions to restrict users from changing
transactions before the closing date, even if a closing date password has been put in place and they
know the password. If someone does change a transaction before or up to the closing date, you can
use the Exceptions to Closing Date report, which is a subset of the Audit Log, to find what was
changed, by whom and when.
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Course Conclusion

You have just covered Course 3 - Recording Transactions in QuickBooks Online. This course has
been developed to help you train your clients how to use QuickBooks Online successfully.

By completing this module, your client should understand:

® Sales and Revenue Transactions
® Expense and Purchase Transactions
® Additional Transaction Types

@® OtherTools
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Training at a Glance

Use this as a guide to select specific activities you want to cover.

TOPIC CONTENT

THE BENEFITS OF REPORTING ® Why use reports?

REPORTING CAPABILITIES e Compare versions of QuickBooks Online
e Common report settings

Browser settings (in Chrome)

REPORTING METHODS Grouped reports
Business overview
Who Owes You

Sales and customers
What You Owe
Expenses and vendors
Employees

Payroll

Sales tax

For my accountant

Custom report tools

Other reporting tools
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QuICKBOOKS ONLINE TEST DRIVE

Exercises contained in this handbook can be completed using a QuickBooks Online “test drive” file.
The test drive uses a sample company file called Craig’s Design & Landscaping Services. It can be
accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file; just complete the security
validation and click Continue.

This test drive is designed for you to explore and try out new things without worrying you will break
something or make a mistake. It is not designed to retain any changes you make. (Although you
should change the Sign me out if inactive for setting to 3 hours if you want to give yourself plenty of
time.) Once you close this QuickBooks Online test drive company it is completely refreshed, so
remember to allow sufficient time to complete each activity. Don't worry if you have to close the test
drive before you are finished; you can always begin again.
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Topic 1: The Benefits of Reporting

INTRODUCTION TO REPORTING

Reports are critical for feedback and specialized business activities. Their objective is to provide
information about the financial position, and the performance and changes in the financial position
of a company. Reports should be understandable, relevant, reliable and comparable. They show
assets, liabilities, equity, income and expenses that are directly related to an organization's financial
position.

The information provided by reports can impact an owner’s important business decisions that affect
continued operations. They can provide management with a more detailed understanding of the
figures. These reports are also used as part of management's annual report to the stockholders.

When you want to find information, the best place to start is a report. From basic financial reports to
reports for specialized business activities, being familiar with what's available allows you to locate the
information you are seeking quickly. You can use the link on the left navigation bar to access the
Report Center. From here you can easily access report groups, including your customized reports.

o

= Sampl Company C:) Hele  Q

~ Favarites

»

v Business ovarview
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It's easy to customize QuickBooks Online reports so you can quickly develop report formats tailored
to your unique business. Once you customize a report, you can save the customizations so you can
run that customized report any time you wish without reconfiguring it. (This means the settings will
be saved; however, the data may be updated when you run a saved report again in the future with
newer data.) First, choose a base report that is most like the report you are trying to create. Click
Customize to access the changes to the report settings that can be made.

Profit and Loss Report

Customize reports
instantly

e BrVices

m =

Lissd

The QuickZoom® feature in every report shows the detail behind the reports and lets you drill down
to the transaction level. Hover your mouse over a figure next to an account on the Profit and Loss
Report and it turns into a hyperlink. This opens a Transaction Report listing all the transactions that
add up to that figure.

Profit and Loss Report

€ Dot s et L

Craig's Design and Landscaping Services
PROFIT AND LO5S
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You can click Back to report summary in the Transaction Report to return to the earlier report.

Transaction Report

- v ™
Asvwunitiog mutbed
Fun rapert
by | deos Coh @ & i
~
Fim Diém dcoount 3
=8B @

wraig's Design and Landscaping Services

You can also display the original transactions and analyze the numbers behind the numbers. Once
you are in a detail report such as the Transaction Report, hover over the transaction you would like to
open. When the transaction turns blue like a hyperlink, click anywhere on the transaction.

Transaction Repert

€ Backzo mepos » s
Ry s
i o

sazom - | | ororzenn % | averaoma
Rowncolurns scmuntlag mathod

roupby | Aestwm - Cuh @ Accruel

Craig's Design and Landscaping Services

TRANSACTION REPORT

DATE TRANSACTIONTYPE  NUM NAME MEMOTESCRIPTION ACCOUNT SPLIT AMOUNT BALANCE
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This opens the original transaction so you can review, edit or delete it.

Topic 1: The Benefits of Reporting

(“! Sales Receipt #1008
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Subtotal $225.00
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Tiral 5225.00
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Balance dus 50.00
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Topic 2: Reporting Capabilities

The three versions of QuickBooks Online offer different levels of reporting capabilities.

QuUICKBOOKS ONLINE SIMPLE START: 20+ REPORTS

Simple Start, the most basic subscription level, allows for basic data entry to track your money in and
money out, as well as customer tracking and invoicing. The reports follow these same features and
include basic financial and customer reports.

For QuickBooks Online Simple Start, here are some of the reports available:

® A/RAging ® Taxable Sales

® Account Listing ® Transaction List by Date

® Balance Sheet ® Profitand Loss

® Check Detail ® Reconciliation Reports

® Collections Report ® Sales by Customer

® Customer Balance Summary ® Sales by Product/Service

® Saved Custom Reports ® Statement of Cash Flows
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QuICKBOOKS ONLINE ESSENTIALS: 40+ REPORTS

In QuickBooks Online Essentials, you can run vendor reports, product reports and have more insight
into the company’s financial results. The number of reports doubles so you can run all the reports
accessible in Simple Start as well as the A/P Aging, Product/Services List, and the Company
Snapshot and Scorecard.

For QuickBooks Online Essentials, you have access to all the Simple Start reports as well as
additional insight through reports such as these:

® A/PAging ® Profit and Loss Detail

® A/RAging Detail ® Transaction Detail by Account

® Bill Payment List ® Unbilled Charges

® Customer Balance Detail ® Unpaid Bills

® Exchange Gain & Loss Reports ® Vendor Balance

® Expenses by Vendor ® Time Activities by Customer

® Income by Customer Summary ® Time Activities by Employee
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QuICKBOOKS ONLINE PLUS: 65+ REPORTS

QuickBooks Online Plus opens all the features of QuickBooks Online Essentials and even more
comparison reports for company financials, location and class reports, purchasing and inventory,
time activities and more. With QuickBooks Online Plus you have access to all the Simple Start and
Essentials reports as well as more comparison and management reports such as:

Budget Overview Purchases by Product/Service

Budget vs. Actuals Purchases by Location or Class
Class List Sales by Location or Class

Profit and Loss by Class Transaction Detail by Account

Profit and Loss by Location Open Purchase Orders

QuICKBOOKS ONLINE ADVANCED: 65+ REPORTS & SMART REPORTING
POWERED BY FATHOM

QuickBooks Online Advanced opens all the features of QuickBooks Online Plus and more (more
users, more general ledger accounts, more custom fields, custom user permissions, etc.). Each active
QuickBooks Online Advanced subscription also includes one license of Smart Reporting powered by
Fathom, which quickly and easily transforms your QuickBooks Online data into dynamic reports to
help make better business decisions.

NOTE: The reports available in your company file depend on the features you use. For example, if
you've turned on Class Tracking in QuickBooks Online Plus or Advanced, then in the Report Center
you'll see Profit and Loss by Class, Sales by Class Summary, and Sales by Class Detail in the Business
Overview and Sales and Customers report groups. Another example is if you have not turned on
multiple currencies, you will not see reports related to currencies such as Unrealized Gains & Losses.

To compare the different versions of QuickBooks Online, visit
www.quickbooks.intuit.com/online/compare. This is a great link to have bookmarked to make quick
product selections. It offers all the pertinent details to clients when they are deciding on an
accounting solution.
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COMMON REPORT SETTINGS

To access the report settings and customizations, open a report and click Customize. Make your
desired customizations, then click Run report to re-display the report using the customizations you
have selected. The common report settings include, but are not limited to, the following:

® Accounting Method - Cash or accrual; found under General settings and at the top of the report
on the screen without having to click Customize

® Number format - These settings offer options for displaying negative numbers, large numbers
or you can exclude zero balances; found under General settings

® Rows/Columns - These settings hide or add columns when you click Rows/Columns, if it is
visible, depending on the report being customized. This can shorten the width of a report and
make printing easier. (In certain reports such as a Profit and Loss, you will see a Columns drop-
down menu that allows you to select one Total Only column or multiple columns by timeframe
such as by month or year, or by another parameter such as by customers or vendors. This is also
visible in the header of the report as Display columns by, so it can be accessed without clicking
Customize to access this feature.) There are also Period Comparison options you can choose,
depending on the report, for Previous period (PP), Previous year (PY) and Year-to-date (YTD).
There are also % of Row, Income, Column and Expense boxes you can check, depending on the
report. (These can also be accessed directly from the header of the report.)

@® Filter - These options are more complex; we will look at those more in the next topic
® Header/ Footer - For text and alignment; you can also change the text of the header by clicking

the header directly at the top of the report and typing the preferred replacement text without
clicking Customize
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There are a few more settings that appear in this window when you are running transaction or detail
reports, which we will see more of later in this module, along with saving customizations in reports
so you do not have to use this window when you access frequently-run reports.

NOTE: Accrual basis reporting is recommended so you can see the actual history and performance of
the company in the applicable periods. Also, look at your Profit and Loss from a cash basis to see how
you are doing solely with cash in and out, which is what your tax situation will most likely reflect if you
are a cash-basis taxpayer.
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BROWSER SETTINGS

Depending on the browser you use, you may have variations to the settings you can affect. With
Chrome (QuickBooks Online’s preferred browser), the following browser settings are available. You
should be familiar with the settings in your browser as you prepare and print reports. The following
are selected Print settings in Chrome that affect printing of QuickBooks Online reports.

Chrome Menu ( i) = Print

® Layout - Choose portrait or landscape; QuickBooks Online will send a suggested layout to each
report but you can see the preview of how it would look

® Margins - (Under More Settings) Choose default, none, minimum or custom; this can help fit a
report onto one page that is close to fitting but needs smaller margins

® Options: Headers and Footers - Print a header (today’s date, company file name and version of
QuickBooks) and a footer (http address to the report and page x/y)

® Options: Background graphics - The QuickBooks Online color scheme can print on reports;
uncheck this box and print the basic lines only of the background

PRINT WIDE REPORTS

If some of the columns in your report do not print, try the following:

® Preview the appearance ® Print on legal-sized paper
® Turn on text wrapping ® Scale the page by a percentage (check your
. printer setup properties to see if your printer
® Resize columns driver supports scaling)
® Remove unneeded columns ® Exportthe report to Microsoft Excel®; in a
Make th , i spreadsheet, you have more control over report
® Make the margins smaller formatting and print settings
® Change the orientation to landscape
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Topic 3: Reporting Methods

IDENTIFY FUNCTIONALITY OF GROUPED REPORTS

In order to run and read reports effectively, you need an understanding of the fundamentals of
reporting. The first thing to know is cash vs. accrual. Cash-basis reports display income at the time it
was received and expenses at the time they were paid, regardless of the dates on invoices or bills.
Accrual-basis reports display income at the time it was invoiced and expenses at the time they were
incurred, based on the dates on invoices and bills. It is important to understand the differences
between these reporting methods and the effect changing the basis can have on your reports. It is
good to view accrual-based reports to see income earned and expenses incurred, but it can also be
beneficial to view cash-based reports to gain perspective on cash flow.

We are now ready to explore the reports in QuickBooks Online. First, we will introduce the Report
Center, then discuss the Report Groupings or tabs. Finally, we'll dive into each group to get to know
some of the reports in detail. The Report Center, or Report Dashboard, is where you find the report
tabs. Inside the first tab, the Standard tab, is a grouping of reports by category. Let's start with
accessing Reports.

From the left navigation bar, click Reports. This brings you to the Report Dashboard where you can
access multiple types of reports.

P gpa— @ Q& 3
Reports

Staedend

~ Favorites

¥ Business overview
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THE REPORT DASHBOARD

The Report Dashboard features a box to search reports instead of clicking through the report
groups. It also breaks the reports into three tabs:

® Standard - The most common preset reports business owners use are here in their categories
(see below for more information): Favorites, Business Overview, Who Owes You, Sales and
Customers, What You Owe, Expenses and Vendors, Sales Tax, Employees, For my accountant,
and Payroll. The reports include: Profit and Loss, Balance Sheet, Accounts Receivable Aging
Summary, Expenses by Vendor Summary, Accounts Payable Aging Summary.

® Custom Reports - This is the list of reports for which you have asked QuickBooks Online to save
your customizations. You can run the reports, distribute them or edit their settings in this section.

® Management Reports - This feature lets you easily customize a professional-looking package of
reports, complete with cover page, table of contents, preliminary pages, reports, end notes and
other custom content. Management reports are perfect for sharing a financial summary of your
company with business partners. Three management report templates are ready to use: Sales
Performance, Expenses Performance and Company Overview.

Let's now cover those Standard categories of reports in detail. As we dive into the different
categories of reports available in QuickBooks Online Plus and Advanced, we will explore ways to
customize reports to provide the user with more specific data.

FAVORITES

The Favorites section, the first section under the Standard tab, includes a list of any report titles from
elsewhere in the Standard categories that has been marked as a favorite for easy access. If a report
name has a solid green star next to it, it has been “favorited.” Certain reports have already been
marked as favorite including the Balance Sheet and the Profit and Loss reports. To mark a report as a
favorite, click the empty outlined green star next to its name in its category. The star will become
solid and that report will also appear with the solid green star in the Favorites category for easy
access in the future. You can remove a report from the Favorites section by clicking the solid green
star next to its name.
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BUSINESS OVERVIEW

Business Overview reports offer various perspectives of how your business is doing. Included in this
group are your major financial reports: Balance Sheet, Balance Sheet Detail, Profit and Loss, and
Statement of Cash Flows, with supporting reports Balance Sheet Summary and Profit and Loss
Detail. You'll also find the Profit and Loss by Month, Profit and Loss year-to-date comparison, Profit
and Loss by Customer, Audit Log and other reports. If multicurrency has been turned on, you will
see Realized Exchange Gains & Losses and Unrealized Exchange Gains & Losses.

First let's look more in-depth at the financial reports. Simply put, they are reports indicating a
company's health. Reading a report is fairly easy. If you can read what ingredients are in a package
of soup or baseball stats from the morning paper, you can learn to read basic financial reports.

Remember Cuba Gooding Jr.'s memorable line from the movie “Jerry Maguire”: “Show me the
money!” Reports show you the money. They show you where a company’s money came from, where
it went and where it is now.

There are three main financial statements:

® Balance Sheet - Shows what a company owns and what it owes at a fixed point in time
@ Profit and Loss - Shows how much money a company made and spent over a period of time

® Statement of Cash Flows - Shows the exchange of money between a company and the outside
world over a period of time
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Balance Sheet
What is my business worth?

A Balance Sheet provides a financial snapshot of your company. It lists the balances for each asset,
liability and equity account as of a specific date. It also calculates what your business is worth (the
equity) by subtracting what your company owes (liabilities) from everything it owns (assets).

@ Assets are things a company owns that have value. This typically means they can be sold or used
by the company to make products or provide services that can be sold. Assets include physical
property such as plants, trucks, equipment and inventory. It also includes things that can’t be
touched but have value, such as trademarks and patents. And cash itself is an asset, as are the
investments a company makes.

@ Liabilities are amounts of money a company owes to others. This can include all kinds of
obligations like money borrowed from a bank to launch a new product, rent owed to the
landlord for use of a building, money owed to suppliers for materials, payroll a company owes to
its employees, environmental cleanup costs or taxes owed to the government. Liabilities also
include obligations to provide goods or services to customers in the future.

® Equity is the summary of the net worth of the business (assets minus liabilities) as well as the
company’s interaction with the owners. Are the owners putting money into the business or taking
it out, or did a new owner invest into the company? These transactions would be summarized in
the Equity section.

@
o Step by Step: The Balance Sheet

1. Reports > Standard - Business Overview > Balance Sheet. Notice the list of assets and,
below them, the list of liabilities.

2. Click Customize > Rows/Columns > Period Comparison - Previous Period (PP).

3. Click Run report.
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Profit and Loss
How much money did | make and spend?

A Profit and Loss report is also called an income statement or a P&L. It gives a synopsis of the story. It
summarizes your income and expenses for each income or expense account on your Chart of
Accounts so you can tell if you're operating at a profit or loss. The important thing to remember
about an income statement is it represents a period of time. This contrasts with the balance sheet,
which represents a single moment in time.

To understand how Profit and Loss reports are set up, think of them as a set of stairs. You start at the
top with the total amount of sales and income made during the accounting period. Then you go
down one step at a time. At each step you make a deduction for certain costs or other operating
expenses. At the bottom of the stairs, after deducting all the expenses, you learn how much the
company earned or lost during the accounting period. This is called the bottom line.

Imagine a business owner who has designed a new product. They need to set a few milestones and
here are the goals:

® Goal #1: Make sales - The product they designed should be something that will be of value to
someone else so they can receive income. That is the first section of the Profit and Loss - the
Income/Revenues.

® Goal #2: Sell the product at a price that will pay for the cost to produce it - If it costs $5 to
create the product each time, then hopefully they sell it for more than that. This is the next
section of the Profit and Loss - the Cost of Goods Sold. This brings us to a gross profit amount,
which is derived by subtracting the cost of goods sold from the total income.

® Goal #3: Sell enough of the product to cover the costs of running a business (overhead) - It
costs money to have a business. The expenses they have to pay for, regardless of selling one or
1,000 units of the products or services, are considered overhead. Overhead could be
professional fees, payroll, office rent, bank service charges and many more. Net Operating
Income shows whether this goal has been accomplished.

® Goal #4: Earn a profit so you can take some money home - Other things can happen like a
theft or interest income that are not part of the company’s operations. The overall net income of
the business shows whether this business owner has made any money. Then the owner decides
whether to take some home or reinvest it in the company's future.

QuickBooks Online 2020 Client Training 20

Cetting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 4 - Reporting Topic 3: Reporting Methods

]

o  Step by Step: Profit and Loss

1. Reports > Standard - Business Overview - Profit and Loss. Notice the listed income and,
below that, the list of cost of goods sold then the list of expenses.

2. Inthe top left corner, change the Report Period to Last Quarter. Change Accounting Method to
Cash. (Both these changes can also be achieved by clicking Customize in the top right corner.)

3. Click Run report.

WHO OWES YOU

Who Owes You reports allow you to see who owes you money and how much they owe. The reports
include: Customer Balance Summary and Customer Balance Detail, Account Receivable Aging
Summary and Account Receivable Aging Detail, Collections Report, Invoice List, Statement List,
Unbilled Charges and others. As a business owner, collecting money that customers owe is one of
the least favorite tasks. Use these reports to see what is happening and have direction on which
receivables to pursue.

Customer Balance Detail
What's the detail behind what customers owe?

The Customer Balance Detail report lists the customers who owe your company money and when
that unpaid invoice is/was due. This report shows the unpaid customer balances grouped by
customer and job. It can be very important information for you as a business owner, but it is useful to
others as well. For example, your company’s bank may want to review your Customer Balance report
if you are looking for a loan.
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@)
o. Step by Step: Customer Balance Detail

1. Reports > Standard > Who Owes You > Customer Balance Detail.

Notice the columns showing customers, dates, amounts and balances.

Sortw Add notes M e 27 {é’,‘)
Craig's Design and Landscaping Services
CUSTOMER BALANCE DETAIL
All Dates
DATE TRAMNSACTION TYPE NUM DUE DATE AMOUNT OPEN BALANCE BALANCE
v Army's Bird Sanciusry
01/15/2020 Invoice 1021 02/14/2020 45%.00 23%9.00 239.00
03/03/2020 Invaice 1039 04/02/2020 375.00 375.00 614.00
Total for Amy's Bird Sanctuary $834.00 $614.00
- Bill's Windsurf Shop
12/20/2019 Invoice 1027 /19,2020 55.00 85.00 §5.00
Total for Bill's Windsurf Shop $85.00 585.00
v Cool Cars
03/03/2020 Invoice 1038 04/02/2020 2,250.00 2,250.00 2,250.00
Total for Cool Cars $2,250.00 $2,250.00
v Freeman Sporting Goods
v 0949 Ocean View Road
02/046/2020 Invaice 10356 03/07/2020 477.50 477.50 47750
Total for 0969 Ocean View Road 5477.50 5477.50
( * 33 Twin Lane )
1272002019 Invaice 1028 01/19/2020 81.00 51.00 51.00
01/28/2020 Invoice 1005 02/27/2020 54.00 4.00 85.00
\_ Total for 55 Twin Lane $135.00 585.00 Yy,
Total for Freeman Sporting Goods 5612.50 5562.50
v Geeta Kalapatapu
02/05/2020 Invoice 1033 O3/06/2020 462910 42910 42910
Total for Geeta Kalapatapu 5629.10 5629.10
v Jeff's Jalopies
01/15/2020 Invaice 1022 02/14/2020 81.00 81.00 81.00
Total for Jeff's Jalopies $81.00 $81.00
= ok Bele
QuickBooks Online 2020 Client Training 22

Getting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 4 - Reporting

Collections Report

How do [ collect overdue payments?

Topic 3: Reporting Methods

The Collections report lists overdue invoices and unapplied credit memos grouped by customer. It
includes when the invoice was due, the number of days past due and the customer's phone number.
This report is set up almost identically to the Customer Balance Detail report because of the
usability. If you are questioning the balance, you have all the details you need and can quickly click
into the specific transaction if you need line item detail.

(@}

o Step by Step: Collections Report

1. Reports > Standard > Who Owes You > Collections Report.

Notice the columns showing customers, dates, past due amounts and balances.

Sortw Ade e = [N {c:):
Craig's Design and Landscaping Services
COLLECTIONS REPORT
As ot March 3, 2020
DATE TRANSACTION TYPE NUM DUE DATE PASTDUE AMOUNT OPEN BALANCE
Invoice 1021 02/14/2020 18 45%.00 239.00
Total for Amy's Bird Sanctuary $5459.00 $239.00
- Eill's Windaurf Shop
(41374446535
12/20/2019 Invoice 0z7 01/19/2020 44 &5.00 85.00
Tatal for Rill's Windsurf Shop SA85.00 SR5.00
~ Freeman Sporting Goods=:35 Twin Lane
(650} 205058/
12/20/2019 Invoice 1028 =2 81.00 21.00
01/28/2020 nvoice 1005 5 54.00 4.00
Total for Freeman Sporting Goods:55 Twin Lane $135.00 $85.00
- J=Fz Jslopics
01/15/2020 Invaoice 1022 02/14/2020 18 81.00 21.00
Total for Joff's Jalopies $81.00 $81.00
nvoice 007 02/11/2020 2 750.00 450.00
Total for John Melton $750.00 $450.00

NOTE: Set up an automatic distribution for this report to be emailed once a week to the individual in

charge of collections so they get the most recent list before beginning phone calls. Choose Excel and
they can color code the results of those phone calls. We'll cover scheduled reports later in this

module.
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A/R Aging Summary
How long have | been working on collecting money from each customer?

The A/R Aging Summary lists each customer with an open balance and lists the receivable balances

in different columns based on whether they are current or how long they have been overdue (30, 60
and 90+ days).

@
o Step by Step: A/R Aging Summary

1. Reports > Standard > Who Owes You - Accounts Receivable Aging Summary.

Notice the columns showing the customers’ timeliness and overall balances.

Collapse Sortw Add notes M e = {@}
Craig's Design and Landscaping Services
A/R AGING SUMMARY
As of March 3, 2020
CURRENT 1-30 31-60 61-90 21 AND OVER TOTAL
Amy's Bird Sanciuary 375.00 23%9.00 £614.00
Bill's Windzurf Shep 85.00 £35.00
Cool Cars 2,250.00 $£2,250.00
= Freeman Sporting Goods £0.00
0969 Ccean View Road 47750 $477.50
35 Twin Lane 4.00 81.00 £85.00
Total Freeman Sporting Goods 477.50 4.00 81.00 5562.50
Geeta Ka|apa‘tapu 42910 $4629.10
Jeff's Jalopies 81.00 £81.00
John Melton 450.00 $450.00
Kackiesz by Kathy 75.00 £75.00
Mark Cho 31428 $£314.28
Paulsen Medical Supplies 95475 $954.75
Red Rock Diner 70.00 156.00 $£225.00
Rondonuwu Fruit and Vegi 78.60 £78.60
v Shara Barnett £0.00
Barnett Design 274.50 $274.50
Total Shara Barnett 274.50 5274.50
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Unbilled Charges Report
For which charges do | need to create invoices?

The Unbilled Charges report lists transactions that were marked billable to a customer when the
expense was entered, but they have not yet appeared on an invoice. For example, an IT company
was helping a client with a new network setup. They needed to purchase a server on behalf of the
client. The client now owes them reimbursement for that server. If they marked Billable on the credit
card charge when they bought the server and enter the client in the Customer field, then the server
will show up on the Unbilled Charges report until the invoice is created.

]

o Step by Step: Unbilled Charges

1. Select Quick Create - Delayed Charge (you may need to click Show More).
2. From the Customer drop-down, select Amy’s Bird Sanctuary.

3. From the Product/Service drop-down, select Design. The description, quantity, rate and amount
will pre-fill.

4. Click Save and Close.

5. Reports > Standard > Who Owes You - Uninvoiced Charges. Notice your unbilled charge
for Amy’s Bird Sanctuary.

Sortv Add notes & % E’v {@}

Craig's Design and Landscaping Services

UNEILLED CHARGES

All Dates
DATE TRANSACTION TYPE NUM POSTING MEMO/DESCRIFTION AMOUNT BALANCE
¥ Amy’s Bird Sanctuary
03/03/2020 Charge 1 Na Custom Design 75.00 75.00
Total for Amy’s Bird Sanctuary 5$75.00
» Video Games by Dan
02/03/2020 Charge 1 Mo Inztallation of landzcape design 300.00 300.00
02/03/2020 Charge 1 Mo Weekly Gardening Service 75.00 375.00
Total for Video Games by Dan 5375.00
TOTAL 5450.00

Tuesday, March 3, 2020 08:3% AM GMT-05:00
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SALES AND CUSTOMERS

Sales and Customers reports allow you to see how you're doing by analyzing your sales and where
you make your money. The reports include: Sales by Customer Summary and Sales by Customer
Detail, Sales by Product/Service Summary and Sales by Product/Service Detail, Product/Service List,
Income by Customer Summary, Customer Contact List, Payment Method List, Transaction List by
Customer, Time Activities by Customer Detail, Estimates by Customer and others. Business owners
need to have visibility into the best (and worst) products so they know what to sell more of and what
they should stop selling altogether. They also need visibility into the customer by customer activity
so they can market and/or reward the most valuable customers.

Sales by Customer Summary

How much has each customer purchased from me?

The Sales by Customer Summary report can be very valuable as you see those customers who
contribute the most to the success of your company. It looks at the sales transactions for each
customer for the period of time specified.

@
o Step by Step: Sales by Customer Summary

1. Reports - Standard > Sales and Customers - Sales by Customer Summary.
2. Report Period (at the top, as an alternative to changing it in the Customize screen) > All Dates.

3. Click Run report.
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4. Atthe top of the report (above the report header), click Sort > Total in descending order.

Notice the top customers who have purchased products and/or services over time.

Collapse Sort+ Add notes = B~ @
Default
Tewlinsscending order  |ig's Design and Landscaping Services
® Towlin descending order SALES BY CUSTOMER SUMMARY
L\\? All Dstes
TOTAL
Cool Cars 4.444.00
+ Freeman Sporting Goods
0949 Ccean View Road 1,058.75
55 Twin Lane 205.00
Total Freeman Sporting Geods 1.263.75
Amy's Bird Sanctuary 1,005.00
Paulzen Medical Supplies 23475
John Malwon 750.00
Gestz Kzlapatapu 582.50
Travizs Waldron 562.55
Dukez Bazketball Camp 422.00
Weiskopf Conzulting 375.00
Dylan Sollfrank 337.50
Sonnenschein Family Store 33525
Mark Cha 291.00
v Shara Barnett
Barnett Design 27450
Total Shara Barnett 274,50
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NOTE: When on a displayed report, clicking either Reports in the left navigation bar or Back to
report list will take you to the last location you were before you launched this report, which in this
case is the Standard - Sales and Customers category. Once there, you can click Standard to go back
to the report groupings.

Reports

~ Sales and customers

Predust/Sarvics List

* What you owe
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Sales by Customer Detail
What are the detailed sales by customer?

The Sales by Customer Detail report is a more detailed version of Sales by Customer Summary. In
addition to revenue from each customer, this report lists the transactions that contributed to each
total. Set the dates on this report to give you a complete history of what transpired with your
customers over that timeframe.

()

o Step by Step: Sales by Customer Detail

1. Reports - Standard > Sales and Customers - Sales by Customer Detail.

2. Report period (at the top, as an alternative to changing it in the Customize screen): enter your
own From and To dates, starting from several months ago on the first of the month to the last
date of the current month.

3. Click Run report.

Notice the columns showing Date, Product/Service, QTY, Sales Price, Amount and Balance.

Cetting Started | Navigate QBO | Recording Transactions |

Sortw Add notes & % E"v {§}
Craig's Design and Landscaping Services
SALES BY CUSTOMER DETAIL
Movember 2019 - March 2020
DATE TRANSACTION TYPE NUM PRODUCT/SERVICE MEMO/DESCRIPTION aty SALES PRICE AMOUNT BALANCE
+ Amy's Bird Sanctuary
nvoice 1025 Landscaping:Maintz=nance & ...  Maintznance & Repair 1.00 50.00 50.00 50.00
nvoice 1025 Landscaping:Gardening Weekly Gardening Service 4.00 30.00 120.00 170.00
nvoice 1025 Pest Control:Pest Control Pest Control Services 1.00 35.00 35.00 205.00
nvoice 1021 Landscaping:Sail 2 cubic ft. bag 15.00 10.00 150.00 355.00
nvoice 1021 Design:Fountainz:Rock Fount...  Rock Fountain 1.00 275.00 275.00 630.00
Credit Memo 1026 Pest Control:Pest Control Pest Control Services -1.00 100.00 -100.00 530.00
02/03¢ nvoice 1001 Landscaping:Gardening Weekly Gardening Service 4.00 25.00 100.00 630.00
03/03/2020 nvoice 1039 Dezign:Design Custom Design 5.00 75.00 375.00 1,005.00
Total for Amy's Bird Sanctuary $1,005.00
» Bill's Windzurf Shop
Invoice 1027 Pest Control:Pest Control Pest Control Services 1.00 35.00 35.00 35.00
12/20/2019 Invoice 1027 Landscaping:Gardening Weekly Gardening Service 200 25.00 50.00 §5.00
Total for Bill's Windsurf Shop $85.00
+ Cool Cars
01725/ nvoice 1004 Dezign:Services nstallation Hours 8.00 50.00 400.00 400.00
nvoice 1004 Landscaping:Sod Sod 50.00 35.00 1,750.00 2,150.00
nvoice 1004 Landscaping:Sprinklerz:Sprin...  Sprinkler Pipes 6.00 4.00 24.00 2,174.00
Q1o a020 Duoice 1004 aod=caning Serinklare-Corin Soripkler Hezd= 1000 200 2000 210400
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NOTE: The date ranges specified in the Activities can be adjusted until you find data. It is
recommended that you expand your date range to be this year or last year or last quarter until you
find some data. The sample file may have continuous data being added automatically, but be aware it
might not.

Sales by Product/Service Detail

What are the detailed sales by product or service?

The Sales by Product/Service Detail report is a more detailed version of Sales by Product/Service
Summary. In addition to the unit and dollar sales for each product or service, this report lists the
transactions that contributed to each total. See which products/services were the most popular or
made the most sales during the timeframe you specify.

@
o Step by Step: Sales by Product/Service Detail

1. Reports > Standard - Sales and Customers - Sales by Product/Service Detail.
2. Report period: Last Quarter.

3. Click Run report. Notice the columns showing Date, Product/Service, Number, Customer, QTY,
Sales Price, Amount and Balance.

ortw  Add notes =& B9
Craig's Design and Landscaping Services
SALES BY PRODUCT/SERVICE DETAIL
DATE TRAMSACTION TYPE NUM CUSTOMER MEMO/DESCRIPTION aTy SALES PRICE AMOUNT BALANCE
Das

- ame v 5.00 3
500 $75.00

0 75.00 550.00
total for Hock Fourtain 200 550,00
Total for Fountains .00 S425.00

d ok Din =
2019 Imvsice 1028 Dukes Baskesiall Camp Gard 50 2.60
Total for Rocks 10.00 $120.00
Total for Dusign 17.00 $745.00
1030 00
1002 o0
1631 o0
1014

122952019 rsics 1004 0 80.00 580,00

Tutal for Garduning 25.00 $680.00
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Deposit Detail
Which individual customer payments make up each deposit?

The Deposit Detail report can help you identify missing or incorrect info related to bank deposits.
When looking at this report, compare each line item to the deposit slip itself, and make sure any
customer payments received are booked as such instead of as additional income.

@
o Step by Step: Deposit Detail

1. Reports - Standard > Sales and Customers -> Deposit Detail.
2. Report period: Last Month.

3. Click Run report.

Sortv Add notes 2 e 2 {«E.’}
Craig's Design and Landscaping Services
DEPOSIT DETAIL
February 2020
DATE TRAMNSACTION TYPE NUM CUSTOMER VENDOR MEMO/DESCRIPTION CLR AMOUNT
v Checking
02/01/2020 Salesz Receipt 10264 Dylan Sollfrank 337.50
Dylan Sollfrank Custom Design 337.50
02/04/2020 Payment Freeman Sporting Good=:55 T._. 50.00
Freeman Sporting Good=:55 T... -50.00
02/04/2020 Payment 2064 Traviz Waldron 103.55
Travis Waldron -103.53
02/04/2020 Ceposit 21875
Ciego Rodrigues -140.00
Pya's Cakes -78.75
02/05/2020 Deposit 408.00
6332 Army's Bird Sanctuary -108.00
3427 John Mehen -300.00
02/06/2020 Ceposit 858.15
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INVENTORY REPORTS UNDER SALES AND CUSTOMERS

The Sales and Customers category also includes reports to help you understand how much
inventory you have and how much you pay for and profit on each inventory item. The reports
include: Inventory Valuation Summary and Inventory Valuation Detail, Product/Service List,
Purchases by Product/Service Detail, Sales by Product/Services Summary and Sales by
Product/Services Detail, and the Physical Inventory Worksheet. Business owners are required to
maintain accurate on-hand inventory records. For basic inventory tracking, QuickBooks Online
provides the reports needed to track the inventory and have insight into the purchases and sales of
those products.

Inventory Valuation Summary

How much inventory do | have on hand?

The Inventory Valuation Summary shows you the quantity of each product you have as well as how
much you've paid in total for those quantities (the asset value), resulting in the calculated average
cost per product. The total asset value should match the balance sheet inventory balance as of the
same date. The total asset value is based on FIFO (first in, first out) inventory costing.

Sortw Add notes = l% E"v ‘{:—‘?}

Craig's Design and Landscaping Services

INVENTORY VALUATION SUMMARY

As of Merch 3, 2020

SKU aTy ASSET VALUE CALC. AVG
Pump P4561-17 25.00 250.00 10.00
Rock Fountain R154.23 200 250.00 125.00
Sprinkler Heads SB57-54 25.00 18.75 0.75
Sprinkler Pipes 3867-62 31.00 77.50 2.50
TOTAL 5596.25
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WHAT You OWE

What You Owe reports show what you owe your vendors and when the payments are due, so you
can take advantage of the time you have to pay bills but still make payments on time. The reports
include: Accounts Payable Aging Summary and Accounts Payable Aging Detail, Vendor Balance
Summary and Vendor Balance Detail, Bill Payment List, Unpaid Bills and other reports. As a business
owner, managing cash going out of the business is crucial. Weighing whether to pay something
early, on time or late can only be considered if you know what is coming by running these reports.

Accounts Payable Aging Summary
How much do I owe to each vendor and how much is overdue?

The Accounts Payable Aging Summary report summarizes the status of unpaid bills and unapplied
vendor credits. This report serves as a quick glance to see which vendors have bills that are the most
overdue. When cash comes in, use this report to pay vendors strategically instead of just paying the
first ones on a list of payables. If you owe a vendor who adds finance charges, then you don't want to
pay a different vendor's bill that is still current (unless other factors influence that decision) when you
could pay down the bill for which you'd be charged interest. For each vendor who is owed money,
the report shows:

® Total bills that have been entered but unpaid in the current period (based on the due date of
each bill)

® Overdue totals owed to the vendors from previous periods (again, based on the due date of
each bill)
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]

o. Step by Step: Accounts Payable Aging Summary

1. Reports > Standard > What You Owe > Accounts Payable Aging Summary.

Notice the columns showing vendors, current, past due by days late and totals.

Sortw Add notes = % Ea’ @
Craig's Design and Landscaping Services
A/P AGING SUMMARY
Az of March 3, 2020

CURRENT 1-30 31- 60 &1-30 71 AND OVER TOTAL
Broznzhan Inzurance Agency 24123 £241.23
Diego'z Road Warrior Bodyshop 755.00 £755.00
Norton Lumber and Building Materials 205.00 £205.00
PG&E G644 $86.44
Robertzon & Azzociates 315.00 £315.00
TOTAL §755.00 5§761.23 586.44 $0.00 $0.00 51.602.67

QuickBooks Online 2020 Client Training 34

Getting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 4 - Reporting Topic 3: Reporting Methods

Vendor Balance Detail
What's the detail behind what | owe to vendors?

The Vendor Balance Detail report lists the vendors to whom you owe money, as well as each bill’s
due date and outstanding balance. This report shows the unpaid vendor balances. It can be very
important information for a business owner, but it is useful to others as well. For example, your
company'’s bank may want to review your Vendor Balance Detail report if you are looking for a loan.
If a vendor appears on this report, that indicates there are open payables that need to be paid. This
report gives you each instance where that is the case. Click through to see the detail behind the
transaction.

To access Vendor Balance Detail go to Reports > Standard > What You Owe - Vendor Balance
Detail.

Notice the columns showing vendors, dates, amounts and balances.

Sortw Add notes M s &7 o
Craig's Design and Landscaping Services
VENDOR BALANCE DETAIL
All Dates
[ DATE TRANSACTION TYPE NUM DUE DATE AMOUNT OPEN BALANCE BALANCE
~ Broznahan Insurance Agency
01/30/2020 Bi 02/0%9/2020 2471.23 241.23 241.23
Total for Brosnahan Insurance Agency 5241.23 5241.23
~ Diego's Read Warrior Bodyshop
02/04/2020 Bi 03/05/2020 755.00 755.00 755.00
Total for Diego's Road Warrior Bodyshop §755.00 §755.00
~ Norton Lumber and Building Materials
02/06/2020 Bill 02/06/2020 205.00 205.00 205.00
Total for Morton Lumber and Building Materials $205.00 $205.00
+ PG&E
12/23/2019 Bil 01/22/2020 36.44 36.44 36.44
Total for PG&E 586.44 586.44
+ Robertzon & Associates
02/06/2020 Bill 02/06/2020 315.00 315.00 315.00
Total for Robertson & Associates §315.00 $315.00
TOTAL $1,602.67 51.602.67
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EXPENSES AND VENDORS

Expenses and Vendors reports allow you to see where you're spending your money. The reports
include: Expenses by Vendor Summary, Transaction List by Vendor, Vendor Contact List, Open
Purchase Order List, Purchases by Vendor Detail, Purchases by Product/Service Detail, Check Detail
and Open Purchase Order Detail. Business owners focus a lot of time and energy to evaluate how
they can control and cut down on costs. Use these reports to facilitate better flow of information for
more effective decision making.

Transaction List by Vendor
What have my interactions been with each of my vendors?

The Transaction List by Vendor report lists all interactions with each vendor during the report period
specified. Transactions can include cash expenses, credit card expenses, bills, bill payments, checks
and purchase orders. This report could be compared against a monthly transaction statement
provided by the vendor to ensure all entries in both sets of books match up exactly. Any
discrepancies can be identified and addressed with the vendor.
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0

1.

]

Topic 3: Reporting Methods

Step-by-Step: Transaction List by Vendor

Reports > Standard > Expenses and Vendors - Transaction List by Vendor.

2. Report period: All Dates.

3. Click Run report.

Notice the easy-to-follow layout, transaction type, memos and amounts.

Sortv Addnotes = o
Craig's Design and Landscaping Services
TRANSACTION LISTBY VENDOR
All Dates
DATE TRANSACTION TYPE NUM POSTING MEMO/DESCRIPTION ACCOUNT AMOUNT
+ Bob's Burger Joint
01/28/2020 Cazh Expanze Yes Checking -5.66
02/02/2020 Cazh Expenze ez Checking -3.86
02/11/2020 Cradit Card Expenze ez Bought lunch for crew 102 Mastercard 18.%7
v Books by Bessie
12/27/2019 Chack 12 ez Checking -55.00
0172372020 Bill Yez Accounts Payable (A/P) 75.00
02/04/2020 Bill Payment (Check) 3 Yaz Checking -73.00
+ Broznahan Insurance Agency
01/30/2020 Eill Yes Cpening Balance Accounts Payable (A/P) 2,000.00
01/30/2020 Bill Yesz Accounts Payable (A/P) 24123
02/03/2020 Bill Payment (Check) 1 Yaz Checking -2,000.00
+ Cal Telephone
12/22/201%9 Bill Yez Accounts Payable (A/F) 54.50
01/21/2020 Bill ez Accountz Pavable (AP 7436
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Vendor Contact List
How can | print a list of my vendors and their contact information?

The Vendor Contact List shows a list of vendors along with any contact info you have for each of
those vendors. If you have additional info to add or if something needs to be changed, you can click
anywhere along the vendor record in this report, then make sure you're in the Vendor Details tab for
that vendor. Click Edit in the far right and the Vendor Information screen opens for you to edit. Upon
saving, if the Vendor Contact List is already open in another tab, you'll need to refresh the browser
so this report is updated with the new information.

NOTE: Customize the columns to display the info you would most like to see.

EMPLOYEES

Employees reports show employee activities related to time: Time Activities by Employee Detail and
Recent/Edited Time Activities. See Course 5 for training on using the Payroll reports available when
using QuickBooks Online Payroll. Business owners use the time reports to monitor employee activity
and ensure timely entry of data.

PAYROLL

When payroll is turned on, several additional reports appear in this group: Payroll Summary, Payroll
Tax Liability, Payroll Tax Payments, Payroll Billing Summary, Payroll Details, Employee Details, Payroll
Tax and Wage Summary, Workers’ Compensation, Total Payroll Cost, Payroll
Deductions/Contributions, Paycheck List, Total Pay, Vacation and Sick Leave, Retirement Plans,
Multiple Worksites and Employee Directory.

SALES TAX

Sales Tax reports allow you to manage the sales taxes you have collected then report and remit
those taxes to the appropriate tax agencies. The reports include: Taxable Sales Summary and
Taxable Sales Detail, and Sales Tax Liability Report. All business owners must be aware of the
potential for sales tax collection and payment in their place of business and as they deal with other
locations. Based on the details entered in QuickBooks, Manage Sales Tax reports help prepare
monthly, quarterly or annual sales tax returns.
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Sales Tax Liability Report
What did I collect in sales tax last quarter?

The Sales Tax Liability report lists each government entity and sales tax rate you have charged to
your customers for the report period specified. Print this report to help with sales tax filings. For
more information, click the Sales Tax Center (Taxes in the left navigation bar, then click Sales Tax)
and see Gross Sales vs. Taxable Sales to find out the amount of exempt (non-taxable) sales, which
often need to be reported alongside the sales tax that was collected.

FOR MY ACCOUNTANT

For My Accountant reports include many reports that reside in other groups, but also include reports
of particular interest to accounting professionals and accounting-savvy business owners. The
available reports in this group are Account List, Reconciliation Reports, Trial Balance, Journal, Profit
and Loss, Profit and Loss Comparison, Balance Sheet, Balance Sheet Comparison, Transaction Detail
by Account, General Ledger, Recent Automatic Transactions, Transaction List with Splits, Statement
of Cash Flows, Transaction List by Date, Recent Transactions and Recurring Template List.

Trial Balance

What are the debit and credit balances in all my accounts?

As of the specified date, the Trial Balance lists each account in the Chart of Accounts with its
associated debit or credit balance on that date. Total debits will always equal total credits.
Recent Automatic Transactions

What transactions were automatically added from my recurring transaction list?

Often, recurring transactions are set up to be entered automatically on a certain date. This report
shows which ones were automatically entered within the last four days. For instance, if you set 10
recurring transactions to enter automatically on the first of each month, this report should be run on
the second or third of each month to capture those automatic transactions.

NOTE: If you set this report for automatic distribution on the second of the month to yourself and
others who may need to see the automatic transactions, then there is no need to make sure you log in
on the correct dates to run this report.
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Journal
What actually happened behind the scenes with debits and crediits this month?

The Journal report shows each transaction’s debits and credits during the specified date range and
displays them chronologically. It is a great backup support when documenting the detail of the
month or quarter for a tax return, audit or other financial statement.

LIST REPORTS

There are a few different ways to pull a list report in QuickBooks Online.

Click the gear icon. Under the List column, you can see a shortcut for All Lists, the Products and
Services list, the Recurring Transactions list and Attachments. Click All Lists to see the option to
access many different lists.
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If you need to run a vendor or customer list, start with Standard from the Report Center.

@)
o Step by Step: Run a Customer List

1. To open the Report Dashboard/Center click Reports in the left navigation bar.
2. Click the Standard grouping.

3. Click Sales and Customers.

4. Click Customer Contact List.

@
o Step by Step: Run a Vendor List

1. To open the Report Dashboard/Center click Reports in the left navigation bar.
2. Click the Standard grouping.
3. Click Expenses and Vendors.

4. Click Vendor Contact List.
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CUSTOM REPORTS AND SCHEDULED REPORTS

After you have performed all the customizing and filtering required to create a more useful report,
saving those customizations saves time in the future when you must run the same report. You can
decide whether you want to be the only one to see the report, or if you want all users to be able to
see the report (subject to the user permissions they have set up).

@
o Step-by-Step: Custom Reports

1. Find and display the report you want to customize. To change what's in the report without
displaying it first (thereby saving time), click the three stacked dots next to the report name,
then click Customize.

¥ Who owes you

Accounts receivable aging detai Invoices snd Received Payments
Accounts receivable aging summary * Cpen Invoices

Collections Report Statement List

Customer Balance Detail Terms List

Customer Balance Summary Uninvoiced charges

e ..':D.:ec ”

2. Click Rows/Columns. Under Period Comparison (if the report you've chosen has this option),
mark the box to add a subcolumn for % of Column. Click Run report.

3. Click anywhere in the title area to alter the displayed title and/or subtitle of the report. Click Run
report.

4. Once the report is customized the way you like it, click Save Customization.
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5. Enter a descriptive name for the report in the Custom report name field.

Custom report name

Cust Bal Sum with 5%

|I Add this report to a group

L N v
Add new group
~
Share with
| -
All
Save
Mone @
\L J

6. If appropriate, add this new custom report to a pre-existing group or create a new group on the
fly by clicking on Add new group.

7. Check the drop-down under Share with to elect to share it with all company users. If you do not
select it, this custom report is available only to your user. Others with the user permissions to see
this information can create this (or a similar) report for themselves.

8. Click Save.

NOTE: Adding reports to a group allows you to set a common email schedule for all the reports in the
group. The reports appear under the group name on your list of custom reports. If you add a report
with an email schedule to a group that also has an email schedule, the newly added report will follow

the group's email schedule.
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Once you click Save customization of a report or group of reports, select Reports > Custom
reports to then run, export as PDF, export to Excel, edit or delete them from this list. (You can use
the Edit function to move a report to be part of an existing report group or to create a new report
group.) You'll see a list of all custom reports or groups of custom reports. Select the report or group
of reports you want and click the desired function in the far-right column (the Action column).

Reports

NAME CREATED DATE RANGE EMAL ACTION

You can also set a schedule for automatically sending the report (by itself or with a group of other
reports) by email in PDF format or Excel format. You can have standard reports sent to you (and/or
others, whether or not they have login credentials for QuickBooks Online) that will help monitor
company information, even if you haven't logged in to QuickBooks Online.

If you have a standard set of reports that need to be sent, there may be zero customization required
on some of them but running the standard reports once and memorizing them into a group to be
sent together will provide useful automation.

NOTE: If you change the settings on a custom report, you need to click Save Customizations again
to save the changes.
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@)
9! Step-by-Step: Automatic Distribution

1. Reports > Custom reports.

2. Find the report or report group you desire. Under the Action column, click Edit in that report or
group’s row.

3. Flip the switch under Set the email schedule to ON. More options will appear.

Custom Report

Report Name

Callactions Raper

Add this report to group

Share with

Set email schedule
[ (@ ]

4. Edit the schedule to set the desired timeframes (weekly and the day of the week you prefer to
have it sent) and when, if ever, the schedule should stop.

5. Enter the email information, separate multiple email addresses with a comma, and click Cc if you
want to copy any other recipients.

6. Enter a subject line and standard email message to be attached.
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7. Check the box next to Attach the report as an Excel file (the default, if this box isn't checked, is
PDF attached to the email). Click Save and close.

SET RECURRENCE

Repeats:| Daily - Every: | 1 day(s)

Next Date: 03/03/2020

End Date: -

EMAIL INFORMATION
To: Cc
Financizal repores for Craig's Design and Landscaping Services

Helle,
Artached iz the zet of financial reports for Craig's Design and Landacaping Services.

Regards,

Craig Carlson

[I:‘f-‘n:tach the report as an Excel file ]

NOTE: One helpful use of the automatic distribution report is to select problem accounts about which
you often receive phone calls. Customize a report and set the automatic distribution to email you the
detail of this account on a weekly or monthly basis so you know when something needs your
attention. This allows you to be proactive when you notice a build-up of issues that should be
addressed.
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EXPORT REPORTS
You can export reports in QuickBooks Online by downloading the report in Excel format. This can be

helpful for sending, modifying, printing and analyzing data.

@
o  Step-by-Step: Export to Excel

1. Open the report you would like to export.

2. Click the blue Export button (it looks like a document with a curved arrow coming out of it) from
the top toolbar in the report and select Export to Excel.

Collapse Sortw Add notes M = E" {"9}

Exportto PDF

Craig's Design and Landscaping Services

PROFIT AND LOSS

The report will download as an Excel file to your default downloads folder. You could also choose to
export the report to PDF.
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SEND REPORTS

Sending reports from QuickBooks Online is a quick and easy way to share financial information. The
default format for sending reports is as an attached PDF. You can send reports to multiple recipients
and even include a note in your email.

@
o Step-by-Step: Send Report

1. Open the report you would like to send.

2. Click the blue Email button (it looks like an envelope) from the top toolbar in the report.

Colispse Sortw Add notes B~ &

Craig's Design and Landscaping Services

PROFIT AND LOSS

3. The Print, email, or save as PDF screen opens.
4. Choose your print orientation (Portrait or Landscape).
5. Choose Smart page breaks to keep groupings together on multi-page reports.

6. Select Email.

Print, email, or save as PDF
' solect Print. Or, click the Print e

Crientata

et Craig's Design and Landscaping Services
| Snact gage bresks Fesdback? PROFIT AND LOSS

January 1 - March 3, 2020
Closw
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7. Enter the email address(es), separated by a comma, to which you would like to send the report,

and enter any CC addresses if desired, as well as a subject and a body.
8. Add a note if you wish.

9. Press Send.

Email Report

To

craig®example.com

cC

craigzpartner@example.com

Subject

Your Profit and Loss Report

Body

Helle
I'm emailing thiz one regularly and automatically to myself and my partner

Regards
Craig Carlzon

Report

Profit and Loss Report

Cancel
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Course Conclusion

You have just covered Course 4 - Reporting. This course has been developed to help you train your
clients how to use QuickBooks Online successfully.

By completing this module, your client should understand:

® The Benefits of Reporting
® Reporting Capabilities

® Reporting Methods
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Training at a Glance

Use this as a guide to select specific steps to be covered.

TOPICS STEP BY STEP WORKFLOWS
1. ACTIVATE ® Setup a new QuickBooks Payments account
QUICKBOOKS e Configure Account and Settings for Online Invoices
PAYMENTS e Send Online Invoices
® Invoicing Portal from the customer’s perspective
2.PAYROLL ® Links to add QuickBooks Online Payroll
e Add employee to QuickBooks Online Payroll
e Configure payroll settings for QuickBooks Online Payroll
® Payroll Summary Report in QuickBooks Online Payroll
® Tax Liability Report in QuickBooks Online Payroll
® Paycheck List Report in QuickBooks Online Payroll

3.INTUIT APP CENTER ® Find and explore the Intuit App Center
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QuICKBOOKS ONLINE TEST DRIVE

Some exercises contained inside this handbook can be completed using a QuickBooks Online “test
drive” file. The test drive uses a sample company file called Craig’s Design & Landscaping Services. It
can be accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file; just complete the security
validation and click Continue.

This test drive is designed for you to explore and try out new things without worrying you will break
something or make a mistake. It is not designed to retain any changes you make. Once you close
this QuickBooks Online test drive company it is completely refreshed, so remember to allow
sufficient time to complete each activity. But don't worry if you have to close the test drive before you
are finished! You can always begin again.

Certain exercises cannot be completed in the test drive file, and those exercises will be highlighted
as requiring a live QuickBooks Online company (even one that is within the free 30-day trial period
will do).
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Topic 1: Payments — Activate QuickBooks
Payments

TopriC OBJECTIVES
@ Identify the functionality of QuickBooks Payments
® Recognize the features of Online Invoices

® Recognize the steps to use the Invoicing Portal

FUNCTIONALITY OF QUICKBOOKS PAYMENTS

Consumers use a variety of methods — bank transfers (ACH), Apple Pay, Samsung Pay, Google Pay,
and credit cards — to make payments in the store, in the field, online and via mobile devices.
QuickBooks Payments allows companies to connect to their customers electronically,
accommodating customer payment preferences with both credit card and bank account options.

QuickBooks Payments is the one central payment service associated with QuickBooks Online. It
helps companies using QuickBooks Online get paid faster and save time, eliminating unnecessary
transaction data entry and trips to the bank.

In this section we’ll learn about QuickBooks Payments and how to apply and activate it in a
QuickBooks Online account.
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Features Available in QuickBooks Payments
® Supports accepting credit cards and ACH bank transfers

® Powers the payment screens (i.e., Sales Receipt and Receive Payment screens) to accept
payments directly into QuickBooks Online

® Enables users to add a Pay Now button on an emailed invoice so customers can easily pay online;
this automatically creates a Receive Payment transaction in QuickBooks Online linked to the invoice

® Powers mobile payments with transaction processing in the QuickBooks mobile app on mobile devices

® Funds move directly from the customer to the company’s selected bank accounts

® There is typically a one-day window from the time the payment is submitted to the time it is
received in the merchant’s bank account. The exception is for users signed up for QuickBooks
Payment prior to May 21, 2019 get next-day credit card deposits but must upgrade to get ACH
deposits the next day. This is done by selecting the Gear icon > Account and Settings >

Payments > (if you're eligible to upgrade) Upgrade.

® The bank deposit and merchant service fees are automatically recorded in QuickBooks Online by
the QuickBooks Payments reconciliation feature. No competing accounting software can do this!

@ |[t's the only payment service that allows credit card payments to be accepted directly in
QuickBooks Online via either the Sales Receipt or Receive Payment screen

Recurring sales receipts and credit card payments can be set up automatically
It supports the Invoicing Portal referenced in the next section

® Payments made in the Invoicing Portal are automatically recorded in QuickBooks Online and the
invoices marked as paid

® QuickBooks Payments includes GoPayment for mobile devices

® With GoPayment, credit cards can be swiped inside or outside of the QuickBooks Online mobile
app and a card reader can be added for free

® GoPaymentis great for those providing on-site services such as pool service technicians,
electricians, personal trainers, inspectors and appraisers

® QuickBooks Payments is available separately as a stand-alone pay-as-you-go payment solution if
a company does not invoice customers

® Payments are downloaded into QuickBooks Online; downloads not matched are saved and
available to continue working on later
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® Merchant service fees are automatically recorded with the deposit in QuickBooks Online

@® More information can be obtained at https://quickbooks.intuit.com/payments/

NOTE: For those who previously used Intuit Payment Network, it is no longer associated with
QuickBooks Online as QuickBooks processes both credit card and ACH customer payments.

@
o Step by Step: Set up a New QuickBooks Payments Account

For purposes of this activity, we will search for the permanent settings to turn on QuickBooks
Payments.

1. Open a live QuickBooks Online account; this will not work in the test drive file.

2. Goto the gearicon on the top right and select Account and Settings.

@) Help Q Iﬁ

Larry's Landscaping & Garden Supply

Your Company Lists Tools Profile
Account and Settings All Lists Import Data Intuit Account
TMenege Ueers Preducts and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile Refer 2 Friend
Chart of Accounts Artachments Budgeting Privacy
Payroll Settings Audit Log Switch Company
QuickBooks Labs Order Checks [
n
SmartLoak [ Sign Out

Casze Centsr

SmarnScan
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3. Click Payments on the left navigation bar.

Account and Settings

QuickBoaks Payments Gt paid moro ways, fast! . i
» Take el r Dank trangtors

baoks, emailed invoices, and

yments through

» QuickBooks sutomatically updates when you're paid

4. For a new account, click Learn More.

5. Review the pricing plans available. QuickBooks Payments (call 1-888-216-7125 for live info) has
two special pricing plans for ProAdvisors’ clients and you can add a mobile card reader (see
https://quickbooks.intuit.com/payments/readers/ for card reader choices) to either one:

® Pay as you go - $0/month with slightly higher processing rates
® Monthly fee - $16/month with lower processing rates

As you go Monthly

For QuickBooks Online $0/mo $16/mo
+ transaction fees + transaction fees
Card - Swiped 2.2% + $0.25 1.5% + 50.25
Card - elnvoice 2.9% + $0.25 2.75% + $0.25
Card - Keyed 31% 4 $0.25 2.9% + $0.25
Bank Transter (ACH) 1% {max $10) 1% (max $10)
Q, Callto sign up: 800-236-9501

Regular QuickBooks Payments charges can be found at https://quickbooks.intuit.com/payments/.
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your invoices

Customers can pay you onfina.

(@]
=]
Paid
Aued debbioedt cads Sopie Pay

w Lank lrarsfe payrments righ on
e invoice.

Bank Transfers

Accept payments on

Finish safling up your paymants profia so

)

53

Matched Done
Payments malch lo your deposits in Sew all malched reconcied
red lime. sulumatealy Wel wdate wayments in your Banking lab
your bocks for you, leo.

Low rates per transaction

Credit card rates

pae Twipe ar invaice aywen

1% (max $10)

2.4% + 26¢

For camts puncested wi B free mobie card
reader

)

il

Paid Matched Done
Rotagt dektsmat saeds. Asgi Fay, Baymasts mateh 18 piot SHpEEEE i a4 T MILIAAL, 1eSanzAE
0 BAAK IEANS pAYMANLS gt an Pl bee, aubmanealy. VAT update Baymants s your Basing b
th iatice your boeks for you, 198

Accept payments on
your invoices

Finish seting up your payments prcdile o
cuslomers can pay you onking

Low rates per transaction

Bank Transfers Credit card rates

PEAEE P dmunirm

1% {max $10)

2.9% + 25¢
For invoicas paid solint

vish O s [ e
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Accept payments on
your invoices

Finish setting up your payments profie so
cuslomers can pay you online,

i

Paid Matched Done

Azouse senmarest carss, Apgie Puy Faymarcs matcn 1 yoce sapeaes in 544 20 mateees. reconzine
0F Bask rangter payments rght o N B atamabsaly Vel update SAYMEnS N your Bankng tab
he Pvoite Your Baoks for yau. 108

Low rates per transaction

Bank Transfars Credit card rates
3.4% + 25¢
For £ard numbess Bty ype A yourse
T r—

6. Click Get set up.
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7. Complete the application. The application requires basic company, owner and banking
information. Most of the basic information automatically populates from what was entered during
the initial QuickBooks Online company file setup.

Let's get you paid
visa @8 =y [ ¢ry

) Business
[ e Start
lfl:::

a— Federal Tax ID (EIN). website, addreza, phone

| Owner/Proprietor
Start
=3 MName, addreszs, phone number, last 4 of SSN

Bank

Start

S Routing and account numbers

By zelecting Accept and Submit, | agree to the Intuit Merchant Agreement, the privecy policy. #nd the pricing. | provide my “written instructions” to
muthorize Intuit to pull my credit report to use for this senvice.

Accept Payments x

s Let's get you set up for online payments

We'll ise this inbs b eanfirm paisr seeaunt 18 you san casly réccive pryments
Legal business name

StacyKAcademy com

Email Wihich stdress should you smer?  Phone
StneyKAcademyBgmall som | 248 s g704
Address line 1 Agt/SeeUnin
2P coda cay
403034000 White Lake
State
MI - Bhehigan 5
Industey eategary Industry
| Serveces = | | Businexs Services INot Elsmwhers Clasaified) -
Business type
Limited Liabiity Compary -

Federal Tax 10 (D84}

= -
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8. After completing the company information, click Next.

Accopt Payments

MNow let's got the owner info for this business
1 utad 12

9. After completing the business owner information, click Next.

Accopt Paymenta

Connect your bank account

o -

10. After completing the bank information, click Submit.

® |f the QuickBooks Payments application is approved, you'll receive a message congratulating
you, along with a notification that you'll receive an email when your account is ready to use.
The service will be available for use within 24 hours for both credit card and bank account
payment processing.

® |f the QuickBooks Payments application is pending review, this typically means additional
information is required before a decision can be made. Normally a business should receive a
reply within one to two business days.

® |f the QuickBooks Payments application is declined, the merchant can call the number on the
screen to inquire about details or if a mistake is suspected. Sometimes companies are
declined because of the kinds of products they sell.
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FEATURES OF ONLINE INVOICES

Here we'll explore activities related to Online Invoices and the Invoicing Portal with which customers
will interact.

® Allows the customer to pay the invoice by various payment methods (including Bitcoin) if
QuickBooks Payments has been activated and enabled for the emailed invoice

® Currently, the Online Invoice is entirely “guest view,” and does not require a username and
password login. Based on the payment type selected, the payer enters the payment method
information each time. This information is not saved.

® Both full and partial payments are allowed
Batch payments (paying multiple invoices at once) and overpayments are not allowed

Once a payment is made from the Online Invoice

® A confirmation screen shows to the customer

A confirmation email is sent to customer and merchant

The invoice in QuickBooks Online is automatically updated as paid
A receive payment transaction is posted and linked to the invoice

The customer’s Online Invoice shows a status of paid and the date payment was received

® When funds settle, the deposit transaction is automatically recorded in QuickBooks Online with
the payment; the merchant service fees are recorded as an expense
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STEPS TO USE THE INVOICING PORTAL

Take a look at the Online Invoice functionality in the Invoicing Portal. This is available in QuickBooks
Online, even if QuickBooks Payments are not activated.

Benefits of the Invoicing Portal

® Professional invoice presentation (remember, the format of the invoice is controlled from the
Account and Settings)

® Consolidated messaging and attachments

® Pay Now button

® Tracking

® Transactions are automatically marked paid in QuickBooks Online

® |[f payment is accepted via the Portal, full reconciliation will be automated within QuickBooks
Online (the bank deposit and expense filed for any associated fees are recorded in QuickBooks
Online when the funds settle)
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(¥}
o Step by Step: Configure Account and Settings for Online Invoices

1. Open your QuickBooks Online account. First we will set up the proper preferences for Online
Invoices to complete the next activity.

2. Click on the gear icon on the top right and select Account and Settings > Sales.

3. Click Edit (pencil icon) to the right of the online delivery section to expand it for editing.

Account and Settings (O ="

PP E 8

D o

4. Use the drop-down to select Email options and choose Online Invoice.

5. Make sure the box for PDF Attached is unchecked.

6. Click Save.
7. Click Done.
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]

o Step by Step: Send Online Invoices

1. Open your QuickBooks Online account in which the Account and Settings were saved in the
previous activity. This activity will not work in the test drive file.

2. Click Quick Create Menu (+ sign) at the top right and select Invoice.
3. Ensure the Online payments checkboxes are checked at the top of the invoice.
4. Enter the invoice details.

5. Click Save and send in the lower right corner.

= Invaice &Z2334 W LE) Halp
St b weall Fhrlrn gt EALANCE D
. - Sl o $1.00
-
= e | Fond Bk iaahes
b ] P bryirs deis Loss dada bmyrnna ran,
K 10 - OEITNG ik Bl i G L) T
Wil el b5 PO Rl
5 GEEWCE OATE FRDDACT S ERVICE DERCR TN o EATE AMDUNT TAN CLASS
? = '] CR =
@
ey - T ST — B ol Sultotal .00
P bk o T Epnadia waldstal $0 00
- o
Teeal 41006
Balimee dise 5100
L el ]
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6. The next screen shows the option to edit the subject line and/or body of the email that the
customer will see. The online payment options can be turned on here as well.

Send email

T s e TS S T L

Errall Facey
athenEe-oom BubeDinLenm Te 1 I
Subject
1 Imvaice 2334 from MBE Rsimendl CPACITP

| e 2304 S

Hare's your mmvasce® ii'e spprece your pro

Teasnia for your Bunicaas!

Dinlns paprash
Here's your invoice! We appreciate your prompt

o Cardy wia @0 ==, Jl ==
payment.

of | Frew bank trarader

Thanks for your business]

INOHCE 33

7. Click Send and close to send the invoice.
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(¥}
o Step by Step: Invoicing Portal from the Customer’s Perspective

1. Once the invoice is sent, the recipient will receive an email with a link to view the invoice directly
in the body of the email.

Here's your invoice! We appreciate your prompt payrment.
Thanks for your business!

MB
MEB RAIMONDI, CPACITP

DUE D3crarzig

$1.00
SR

Prerarerid by QusckBooks

MARY ELIZARETH RAIMDMN DI CPA
L [
- DT
mrbmbe pamond p coem
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The interactive Online Invoice in the Invoicing Portal is branded with the company’s name and
shows the customer an image of their invoice and the due date and balance due amount per the
QuickBooks Online account. Print & Save PDF options in the top right let them archive a copy of
the invoice by printing it or saving it as a PDF.

Invoice

$1.00
'

wia 90 B == s

Mavy Edlirabath Raimaadl, CPA,CTTR

'g_._ il T
e

DA By Carsaryg

In addition to messages, the company can also see when the invoice was sent and when the
customer viewed the invoice. When invoices are emailed they get tracked, making it easy for the
business to know when their invoice has been opened.
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2. The recipient can post a message.

MARY ELIZABETH RAIMONDI CPA

Invoice

ety

Tron m el BT T WS FT D

AARY ELIZABETH RAIMONDI CPA

Invoice
Mwch §, 2018
§1.0¢
itk @B [ sees Ao
Bty
*  Fabruary 27, 2019
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Py eriosce @104

Prymesd wxwsunt

Paymes! mrod

BT
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3. The company will receive an email notice that the message has been sent and includes the text
of the message in the email. In addition, the message is posted inside the QuickBooks Online
account in the Activity tab. This two-way messaging allows the business and customer to
communicate directly about this invoice and serves as an important archive of this

communication.
Message received: Invoice 2334 (Esther Friedberg Karp) nbox « &
Esther Friedberg Karp <quicknaaksgnatification infult coms 159 PM (14 minutes ag) Yy -
tnmh «

New message received on invoice 2334 ($1.00)
Esther Friedberg Karp
"This is well worth the fee, cven at twice the price!™

View invoice

@a‘a‘lckhﬂkﬁ ® Intuit, Inc. All rights reserved. Privacy | Terms of use

Activities

Why thank you. | appreciate the business

Send

o 02/27/2019

TODAY

Esther Friedberg Karp Viswad thisinvoice.

n Standard Time

Esther Friedberg Karp Viewsd this invoics.
02/27, 3:57 pm Eastern Standsrd Time

Esther Friedbe g Karp Viswsd this inveics.

02/27, 3:53 pm Eastern Standard Time

Esther Friedberg Karp Vie: -.ed thig invoice.

02/27, 3:34 pm Eastern Standsrd Time
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4. If the customer wants to see the invoice again, they can click the Invoice detail tab. A Pay now
button is prominently displayed in both the Invoice detail tab and the Activity tab so the
customer can pay right away.

5. Depending on the preference at the time the invoice was sent, the Invoicing Portal allows the
recipient to pay the invoice by one of the available payment methods (ACH/bank transfer or
credit card).

6. Based on the selection, the customer enters bank, credit card or (if activated) Bitcoin information,
and clicks Send payment. Both full and partial payments are allowed, but you cannot pay more
than what the invoice states. Batch payments (paying multiple invoices at once) are not allowed.

7. A payment confirmation page shows the payer their payment has been processed successfully.
The payer can then click Print receipt if desired. An email with a receipt will be sent to the
payer's email address.

8. Once a customer pays an invoice an email notification is sent to the merchant and QuickBooks
Online is automatically updated.

9. The invoice will appear with a status of paid and the date payment was received.

Keep in mind there is no login process for your customers, so their payment card information is not
saved. Customers will have to enter their bank and credit card information each time they wish to

pay you.
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Topic 2: Payroll

Toric OBJECTIVES

® Identify Intuit's payroll offerings that integrate with QuickBooks Online
® Recognize the steps to set up QuickBooks Online Payroll

® Identify the various payroll reports available in QuickBooks Online Payroll

INTUIT'S PAYROLL OFFERINGS THAT INTEGRATE WITH QUICKBOOKS ONLINE

QuickBooks Online Payroll is deeply integrated in QuickBooks Online. QuickBooks Online Payroll
offerings provide tremendous value and time saving to businesses.

For more info, call 1-877-202-0537

or go to https://quickbooks.intuit.com/payroll.

For business owners, QuickBooks Online Payroll is available in one of three options: Core
(previously QuickBooks Online Enhanced Payroll), Premium (previously QuickBooks Online Full
Service Payroll) and Elite.

NoOTE: If you wish to have your accountant handle your payroll exclusively outside of QuickBooks
Online (but the information can be downloaded into QuickBooks Online), you may wish to let your
accountant run payroll in Intuit Online Payroll for Accounting Professionals.
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SET UP QUICKBOOKS ONLINE PAYROLL

@
o Step by Step: Links to Add QuickBooks Online Payroll

1. Open a live QuickBooks Online company; this will not work in the test drive file.
2. From the left navigation bar select Workers.
3. Choose the Employees sub-tab.

4. Click Get started.

{ + New } Employeas Cantractors Workers' Comp - [

Conquer payroll.
Empower your team.

Workers » . M,

RSDOMS * Acc

Want to track employees but don't need payroll yet? Add an employee

Hove questions? Csll ssles st 855-570-8032
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Download a PDF that details the features of the various payroll offerings here.

Features
Reetad price

Fast wnlimited payrall rurs
Calculate paychocks & taxes’
Year-end flings incheded

Soll-serice employes ponal [Woerkd,

Avadlabde in all SO states

and deducts

Manage gamish
Payroll reporns
Aute Payroll”
Hoalth benafits for your team”

State new-hire reporting

Grant users permissions’
Automated tax payments & form filing"
Mutti-state filing " [single seate filing included]

Warkers' compansation admint fasa

Preduct support

Direct deposi

HR support conter

Time tracking by TSheets

Onboarding

Guarantess

QuickBooks Online Payroll lineup

$5/mo &
Sd/employeelma

o b e w e s [a s

5

A

Faderal, state

512 loe add on per additional state

$5 administration fee add on

Expert praduct suppart®
Mext day™
MYA
A
Sol-zorve satup™

Existing Erroe-froe
Filing Guammtes'

Premium

75 ma &
Shiemployes’mo

Gl b [l ||y

of
Faderal, state, local
$12 fee acd on per additional state
Admanistration fee ncluded
Eapert product suppan®
Same diy™
HR support conter™
Premium teme tracking™
Export sotup rowiew'

Exrsting Enlnr-frnﬂ
Filng Glnrarbins

Elite 3

$115/ma =
£employesimo

A A S AR e

o

Faderal, state, local
Additional states included
Adminstration fee micluded

Elite prodhct suppost’

Saeme dary'!
Perzcnal HR adwor™
Elite teme tracking™

Elite onboarding assistance™

Tax Penalry
Frii Giiarantis ™
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5. Back in the Employee Center, click Get set up.

Employwes Counuaciors Workers' Comp

§.

A
= == |
Zetuz Cresta paychecks Cur sxar
A SR A

Let's set you up to pay emplayees.

You're signed up for Full Service Payroll.

Geat sst up

Mead hein? Call 1= 3t RAA 720 ARAT

6. You will be asked to answer some questions, including if you've already paid any employees in
the current calendar year. Go through the questions and answer them.

7. After signing up for and setting up payroll, the Employee Center provides reminders and

suggestions. (For example, you'll get reminders to sign up to e-file and e-pay payroll taxes and to
check enrollment status for direct deposit, e-pay and e-file.)

Owvarview Employees Contractors Workers' Comp Benefits @
WELCOME TO PAYROLL
L t' t t Meed hel theriria info?
et s ge you se up eed help gathering info?
Take a look and help us make sure we HU:J Nt getyou i
moved all your QuickBooks Desktop Payroll started,
info ta the right place.
view
TO DO
Your team's 2020 payments are ready
Review your employees and confirm if they were paid in Ranie
2020 to keep your tax payments on track. o
Your business info is complete i
We have sverything we need to calculate your payrall taxes. =
@ Finish adding your team o
Make sure your employees are set up for payday. e
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]

©. Step by Step: Add Employee to QuickBooks Online Payroll

1. Open a live QuickBooks Online company; this will not work in the test drive file.

2. Navigate to the Employee Center by clicking Workers in the left navigation bar then clicking
Employees.

3. Click Get started.

4. Click Add an Employee.

w@E Employsss  Comrserars  Workers' Comp  Benafs (B3
My payroll [
@ 2uaid Iata feet 51 up YoUu taxes nowl
Want to automate your pa
Check out Full Sa
~
Employees list ravacy (T

Active employees  w Add an employes

NAME - PAY RATE FAY METHOD
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Fill out the information to add an employee: Personal info, W-4 info, pay schedule, type and

amount of pay, deductions, how they're getting paid, date of birth and gender.

LoD o vy

5. Click Done. Notice the new employee has been added to the Employee list.

Erniplivgaini Conrpetant Wk’ Camp
Employees list
a, Acthve emDioyees .
MAME
S SApma, A

PAY RATE

S

Nt payral ok lormairow, 301

Papeheiecs ot

THRaatE 1R SRSyl BOUTy 30 i SHA" Rl o

Payrcll i -avedl Guaichie

PAY METIO

b

ry Tirmg Tencicing Frae

Addd wn employea

STATUS
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@
o Step by Step: Configure Payroll Settings for QuickBooks Online Payroll

1. To practice configuring payroll settings, open a live QuickBooks Online company; this will not
work in the test drive file. (These instructions are for companies using Self Service Payroll; Full

Service Payroll has different options.)

2. Click the gear icon on the top right and select Payroll Settings.

@ Help Qg || ©
L, H& M Squared
Your Company Lists Tools Profile
Account and Settings All Lists Import Data Intuit Account
Mznage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile Refer a Friend
Chart of Accounts Attachments Budgeting Privacy
Payroll Settings Currencies Audit Lag Switch Company
QuickBooks Labs QOrder Checks [
[}
Sign O
SmartLook L) Sign Ou
Case Center
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3. Inthe Payroll section click Pay Schedules.

4. Click the Preferences tab in the Setup section.

Preferences
SEtLIp: E-file and e-pay | Pay Policies | Tax Setup | Deductions |
Setup Overview
Payroll and Services Company and Account Employees
PayED Business Information Overview
Pay Schadules Contact Information Employees
Vacation / Sick ! FTO Work Locations Time Sheets
Deductions ! Contributions
Preferences
Bank Accounts Accounting
Company Paycheck Printing
Employees Form Printing
Emails
Taxes Reporis
General Tax Information Chert Servics Level
Federal Tanes
State Taxes - CT
State Taxes - R
Federal Form Preferences
E-file and E-pay
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Preferences

Setup: E-file and e-pay || Tax Setup | Deductions | Preferences
Edit Pay Policies

Pay Schedules

These are the pay schedules you have created. To add another schedule, click the Create button below.
Description Frequency

Every Friday (Default) Every Friday, starting 09/21/2018 Edit

| Create

Vacation and Sick Leave Policies
Click the Create button to create a vacation or sick leave policy. When you're finished, you can add

another policy.
Create

Mext Step: To assign new pay types, policies, or schedules to employees you have already set up, go to the
Employee Overview. Click on an employee’s name to edit their information. Each time you add an employee,
you can assign policies that you've already created 1o that employee

5. Click Accounting Preferences.

Preferences

Setup: Cverview | E-fileande-pay | PayPolicies | TaxSetup | Deducfions | Preferences

Preferences

To view or change your current settings, click the title of a section.

Accounting Preferences Paycheck Printing Settings

Form W-2 Printing Settings
Email Preferences

Group Report Settings

6. Click Next.

7. For Bank Account, select the Checking account.

8. Click OK.
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9. Click OK.

10. Review other company payroll settings. This information is initially populated in the informational
interview when payroll is turned on in a live account. This Payroll Settings menu is where
companywide settings related to payroll are adjusted, such as:

® Add a pay schedule for any new employees to be paid at a different frequency from others
® Add a new vacation policy for employees who accrue paid time off differently from others

® Add or modify a deduction or contribution plan such as a health plan, 401(k) or
garnishments. To modify an employee’s specific deduction details, go to the Employee list
and click the Employee name to edit the employee’s information.

® Update anything related to your federal and state employer accounts, such as your new
unemployment rate

® Update electronic services
® Addthe company’s new work location

® Customize the payday experience by setting which pay types show on the Create Paychecks
screen

Choose whether employees will be entering time from online timesheets or time will be
manually entered

Determine which steps are to be completed each time paychecks are approved

Set which payroll reports will show when the payroll processing is completed

Update which general ledger accounts and classes will be used to post paychecks and taxes
Set printing preferences

Customize email reminders

Allow employees to import W-2 data to TurboTax

Apply for Workers Comp pay-as-you-go service

;\.«"I.a_.r-ia Garcia $1 ,63516

¥ Pay

TYPE HOURS RATE CURRENT YD

Total §1,922.08 §1.923.08

¥ Other pay

TYFE CURRENT ¥TD

orp Owners Heakth insurance $50,000.00 $50,000.00

Total 550,000.00 550,000.00

v Employee taxes
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VARIOUS PAYROLL REPORTS IN QUICKBOOKS ONLINE PAYROLL

The payroll reports available include:

® Time Activities by Employee Detail ® Workers' Compensation
® Recent/Edited Time Activities ® Total Payroll Cost
® Payroll Summary ® Payroll Deductions/Contributions
® Payroll Tax Liability ® Paycheck List
® Payroll Tax Payments ® Total Pay
® Payroll Billing Summary ® Vacation and Sick Leave
® Payroll Details ® Retirement Plans
® Employee Details ® Multiple Worksites
® Payroll Tax and Wage Summary ® Employee Directory
Reports
L]
¥ Payroll

M
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]

o. Step by Step: Payroll Summary Report in QuickBooks Online Payroll

1. Practice running payroll reports by opening a live QuickBooks Online company; this will not work
in the test drive file.

2. From the left navigation bar select Reports.
3. Click Standard.
4. Scroll down to the Payroll report group.

5. Click the Payroll Summary hyperlink. Notice the Payroll Summary Report shows sub-totals for
each paycheck created in the date range, including total wages, total taxes withheld and total

deductions.
Payroll Summary Report Share
B | cansaoz m Run Report
CHECK DATE Nane MNET AMOUNT TOTAL HOURS TAXES WITHHELD TOTAL DEDUCTIONS TOTAL PAY EMPLOVEN TAXES COMPANY CONTRIBUTIONS TOTAL COST CHECK NUM
2/282019 Ciant Jos §390.17 36.65 511843 $54.48 $561.00 545.46 5100.00 S704.45
meloyes ew 3OO0 @ S2000 0000 S000 52000 52441 i
3182.52 113
Q 9. v &
------ ] 0 8 & $100:00 $1,000.00 &
$100.00 3
$1.0
----- L 538 5 520
$203.01 51,015
Totals $3553.88 262.65 $1.00%.07 $408.07 $5,171.00 saan.m $400.00 $6,210.81
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]

o Step by Step: Tax Liability Report in QuickBooks Online Payroll

1. Open a live QuickBooks Online company; this will not work in the test drive file.
2. From the left navigation bar select Reports.

3. Click Standard.

4. Scroll down to the Payroll report group.

5. Click the Payroll Tax Liability hyperlink. Notice the Tax Liability Report shows the payroll taxes
that have been paid and amounts still due.

Tax Liability Report
o« B e
i Wark Lecation: Werkars' Comp Class:
Cuwrem - | OLR0T9 B o | tzmnaoe B auweorkissmions - ANCIBmes  w
TAX AMOUNT TAX PAID TAX OWED
CT Incoms Tax 51462.24 50.00 £18322
CT income Tax 516324 000 $18324
CT Unemploymant Tax $0.00 50.00 50,00
CT 501 Emgployor $0.00 $0.00
Faderal Taxes (941/944) 5130294 $0.00 $1.2022¢
$0.00
3303
3 3
[ fim
Fadersl Unamploymant [940) 531.99 50.00 53169
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]

o  Step by Step: Paycheck List Report in QuickBooks Online Payroll

1. Open a live QuickBooks Online company; this will not work in the test drive file.
2. From the left navigation bar select Reports.

3. Click Standard.

4. Scroll down to the Payroll report group.

5. Click the Paycheck List hyperlink.

Notice the Paycheck List Report shows all the paychecks created in the specified date range. This
interactive report lets you take action, such as changing the check numbers (by clicking the Net
Pay amount to open the paycheck) or printing pay stubs (by checking the box next to each
paycheck and selecting Print, which appears after the first box is checked). You can edit the
columns in this list to display just what you want to see. You can elect to show or hide tax
adjustment checks by clicking the hyperlink at the bottom of the list. You can also void or delete
checks in this list, displaying either Show tax adjustment checks or Hide tax adjustment checks,
depending on what has been currently selected.

Paycheck list
{E t
e
0 - %
W Cusem = g @ o | 12312000 -] Run Report i:‘
PAY DATE MNAME TOTAL PAY NET PAY PAY METHOD CHECK NUMEBER STATUS
$2000
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Intuit Online Payroll Mobile App

® Process payroll on the go with QuickBooks Online Payroll's mobile app
@ Preview paychecks before approving

® Pay employees with direct deposit

® View past paychecks

® E-pay taxes and e-file forms in all states

Everything you need

Create accurate paychecks for employees

Electronically pay taxes and file forms in all 50

states
« Pay employees with free direct deposit

« Get automatic reminders for payday and tax
deadlines

» View past paychecks and employee details

ooks Onfine Payroll products. it doss not

e Payroll desktop versions
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Topic 3: Intuit App Center

Toric OBJECTIVES

® Recognize the benefits of Intuit approved add-ons

® Identify steps to find, purchase and access QuickBooks Online add-ons

BENEFITS OF INTUIT APPROVED ADD-ONS

While QuickBooks Online focuses on tackling core accounting tasks, there are many other related
business management tasks for small businesses addressed by other apps that integrate with
QuickBooks Online. The cloud offers an unparalleled opportunity to connect to these applications
so that data is shared. Instead of re-entering data, which creates unnecessary workload and the
potential for errors, data flows seamlessly across applications.

QuickBooks Online connects to third-party apps through the Intuit Partner Platform. QuickBooks
Online is an open platform, allowing third-party developers to build integrations. Developers must
meet strict requirements to be eligible for listing in the App Center.

Features Available with Intuit Approved Apps

® Apps customize QuickBooks Online to further fit specific business needs
® Apps are mobile- and web-based for anytime, anywhere access

® Data entered in an invoicing app can use QuickBooks Online data such as customers, jobs and
product/service items outside of QuickBooks Online and send invoices to QuickBooks Online,
without the need for duplicate work or the potential for error

® QuickBooks Online can be updated automatically without exposing company information. For
example, time-tracking entries entered by staff and contractors outside of QuickBooks Online are
updated in QuickBooks Online without giving them access to QuickBooks Online accounts.

® Importto QuickBooks only when necessary. An app can handle an important job, but won't
clutter up QuickBooks with unnecessary information. For example, an app captures requests
from a company’s website and tracks them as sales leads. Only when a lead is converted to an
actual customer does the app automatically add them to the company’s QuickBooks Online
Customer list.
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® Separation of duties - Many apps can have separate logins that don't allow users access to
sensitive financial data stored in QuickBooks Online

® Apps are created by Intuit and independent developers; Intuit reviews and approves each app to
ensure it meets exacting quality and security standards

® Only apps that are authorized can access the QuickBooks Online data

Intuit’'s security review team makes sure apps use and protect data properly. Also, the app'’s
connection to QuickBooks Online can be turned off or on as needed.

=®.am Select the Right App for Your Problem

Yo'l find OuickBooks ancs desinned for many dfferent

€

Sign up for free app trials - no credit
card needed

Sign up for free apo trials using your OuickBooks og-n

U OeCioe 10 subsCnbé 10 an app, the Oavelopear W

No Double Data Entry

Cd
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FIND, PURCHASE AND ACCESS QuUICKBOOKS ONLINE ADD-ONS

@
9! Step by Step: Find and Explore the QuickBooks Online App Center

—_—

Open your QuickBooks Online account; this will not work in the test drive file.
2. From the left navigation bar select Apps.

You will see two tabs at the top: My Apps (which displays all apps currently linked to this
company) and All Apps (which displays all apps in the Intuit App Center).

Click the All apps tab at the top or the See all apps button at the bottom to get a complete
listing of apps in the Intuit App Center for QuickBooks Online in the United States. You can
search by name or browse by category.

3. Click on any app to view more information.

4. Many of the apps accessed in the Intuit App Center from a live account can be tried for free by
clicking the app then clicking Get App Now (if it's visible).

5. The Intuit App Center may also be accessed without having a subscription to a live QuickBooks
Online company by going to apps.com. Make sure to choose the correct country flag in the top
right. You can click View all apps, find specific apps by browsing by category, or search by an
app’s name in the top right corner next to the country flag.

@ Juickbooks  GuickBooks Apps Q EE gy ey

== us
o

el =

@ QuickBooks Payr

[

#1 payroll provic & * ' small businesses

Get payroll, HR, benefits and time BB F® i within QuickBooks

Find the right apps for your business

APP COLLECTIONS Popular apps
® Fopular apps

Trending apps

B

QuickBooks Online 2020 Client Training 41

Getting Started | Navigate QBO | Recording Transactions | Reporting | Expanding Usability



Course 5 - Expand Usability Topic 3: Intuit App Center

Features of Some Apps

® TSheets.com Time Tracker - Use this app to track employee time for payroll and job costing,
job and shift scheduling. This app includes tools to comply with DOL, DCAA and FLSA
regulations. TSheets time tracking is now available to be embedded inside QuickBooks Online.

@) SHEETS ToeTuckng  Sheduleg  iing

Web

Mobile App

Unlock valuable business insight with Employees and admins use the TSheets

TSheets online time tracker. Get real- mobile time tracking app to capture,
time reports, customize company submit, and approve time from their
settings, and manage employee smartphones. Push notifications remind
timesheets in one place. Then track, employees to clock in and out, and
edit, and submit time trom the T5heets mobile scheduling makes it easy to
web dashboard ar the TSheets Chrome update and share employee schedules.
app.

| eheck it aut | Tour the app

Accountants

Time Clock

TSheats Time Clock Kiosk is a simple
way for employees to clock in from ane
device, A cost-effective alternative to
traditional punch clocks, TSheets Time
Clock works on any computer or tablat

with an internet connection, is

biometric, and is optimized for quick

clock in,

| Sew itin action

Schedule by shift

Schedule by johb

Schedule by shift

What took hours now takes minutes. It's simple to create, edit, and assign

a shitt. Choase the time and day, whao ta assign it to, and share it when

you're ready. Repeat the shift schedule with a single click. Learn more
Create or modify schedules with drag and drop shifts
Add, edit, or delete scheduled shifts from your phone

Alert employees of new schedules and shift changes

Easily copy and edit a previous week's schedule

Manare remately
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® WORKetc - This is an all-in-one social CRM, projects, quotes and billing platform to keep
everyone on the same page and always up-to-date using a web browser, mobile device or tablet

ENTERPRISE SOFTWARE FEATURES. SMALL BUSINESS PRICE

Workflow Solutions

© Permissions and access control.

© Build workgroups. Manage by roles.
© Auto alerts and reminders.

© Two-way sync with Google.

o Cross-department reporting.
Sales, CRM & Social

© Capture leads from forms and email.
© Assign leads based on qualification.
© Custom sales processes and stages.
© Sales pipeline and custom reporting.

o Use email templates o nurure leads.

o Slice and dice dara wirh Smarr Lisrs.
Help Desk Software

© View entire case history on one page

© Extend case detail with custom fields,

1

Start Your Free Trial
Every Meature unfocked for 14 days.

Mo credit card required.

GET STARTED
2.

Invite Your Team
Artivare your nal account and one-chick

invitations for your leam.

3.

See It Working

All setup? We'll present a demo

Project Management Software

-]
-]
o
o

o
o

o

Gantt, Tree and Timeline views.
Dependant tasks and alerts.

Update from web, email or mobile app.
Custom project types and stages.
Extend detdil with custom fields.

Track project hudgers.

Resolve 1ssues with online chat.

Billing Software

-]

]

o

o

Products, timesheets & expenses.
Track and remind overdue accounts.
Sell service portal for customers.

Connectors for Accounting Software.

Power Features

Custom web form builder.

Email marketing & newsletters.

matched to your company needs.
© Custom support processes & stages

JUEST A DEMO.

-]
© Open API for custom development.
o

© Report on key performance indicators Powerful custom fields & data types

o

o Solve from emall, web or mobile Twitter, LinkedIn & Facebook Integration
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® Receipt Bank - This app uses OCR technology and syncs data from your receipts and bills with
QuickBooks Online

a . —:;1
Snap it B Send it © Sorted o
Use your phone to snap and extract all the Upload bills, receipts, invoices and bank The time you'd usually spend on your
imporlant data, and then scrap the statements on-the-go from your phone, financial admin? You've just won it back
physical copy. Simple and paperless! laptop or email account, before connect Now you're free to focus on what really
your accounting software via our matters — like growing your business.

seamless inlegration.

Data extraction Expense management Integrations

Extract all the important information Send every submission directly to Connect your preferred accounting
from your documents, instantly and your accounting system with no software in just 2 few clicks. Simple
accurately. paper and no data entry. and seamless.

Learn more Leamn more Leamn more

% I-N\'O.I‘CE ﬁ) ‘

Sales invoices Self employed Bank statements
Upload a record of the sales you've Just because you're self employed Upload your important information
made to customers and then let our doesn't mean youneedto goit to a spreadsheet or .CSV file within
technulugy do the rest. dlune. secunds.
earn more Learn more Leamn more
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Course Conclusion

You have just covered Course 5 - Expand Usability. This course has been developed to help you train
your clients how to use QuickBooks Online successfully.

By completing this module, your client should understand:

® Activating QuickBooks Payments
® Using Payroll

® The Intuit App Center
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