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 Member / Instructor, National Woodard Network

« Sleeter Group Certified Consultant / Speaker

 Intuit Premier Reseller

 Insightful Accountant Top QuickBooks Online ProAdvisor, 2016

 Insightful Accountant Top 100 ProAdvisor, 2014-2017



@ Guickbooks.

Agenda

Introduction: Benefits of the Cloud
QuickBooks Online Accountant (QBOA)
Manage Your Workflow

Accountant Toolbox

Train Your Clients

Navigation
Common Workflows



@ Guickbooks.

Agenda

Introduction: Benefits of the Cloud
QuickBooks Online Accountant (QBOA)
Manage Your Workflow

Accountant Toolbox

Train Your Clients

Navigation
Common Workflows



@ Guickbooks.
Introduction: Benefits of the Cloud

By 2020, 78% of small businesses will be fully adapted to the cloud

(Intuit and Emergent Research Study, 2014)

More than 2.2 Million :
. . 70% of new QuickBooks
QuickBooks Online @ ’ Q

h loud
subscribers worldwide e USErs c¢ (dJOSitC ou
(up 59% from 2016) quickbooks. OVer deskiop



Introduction: Benefits of the Cloud

QuickBooks Online Accountant

Save Time
Accounting and Taxes
In the same application

Grow Your Practice
Connects you with new clients

Manage the Work

Make a Difference p3 Confidence through visibility

Get insights, collaborate and share

& = O
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@ Guickbooks.

QuickBooks Online Accountant

« For Professionals (Bookkeepers, CPA's, EA's,
Consultants, etc)

« Access many companies from ONE access point

- Special tools/features to manage and monitor client
companies

« Your window to view QuickBooks Online companies

through
R




@ quiickbooks.

How do | get QuickBooks Online Accountant?

ab quickbooks.

Small Business

"l love this program.
support to free train
it's a must for my fir

Accountants

Accountants

Learn & Support

CQuickBooks Online Accountant

QuickBooks ProAdvisor Program
Self-Employed

Payroll

Payroll Full Service

Payments

Tax Products

QuickBooks.com

#E You are signing up in The United States.

Change QuickBooks Online Accountant

@ No credit card needed

| You'll use this as your user ID Quick and easy setup
First Name

Live expert help
Last Name

Phone

Sign Up for QuickBooks
Online Accountant

Already have an Intuit account? Sign In

Email Address (User ID)

Standard call. messaging or data rates may apply.

Password

I would like to receive marketing emails

Continue

By clicking continue above, you acknowledge you have
read and agree to the Terms of Service, Privacy Policy
& ProAdvisor Program Terms




@ quiickbooks.

How do | get Clients to Show on
QuickBooks Online Accountant?

Manage Users

Contact Name Email Address Access Rights Billable User? Status

Craig Carlson norepl\;@quickbaoks.com Master Admin Pending Invited

infuit

QuickBooks.

Online Accountant

Co T oee [ oom |

Accounting Firms

You can invite up to two accounting or bookkeeping firms to provide them, and any employees they may have authorized, access to your company data.

Contact Name Email Address Status

WAGC has invited you to access their
) Accept Invitation
QuickBooks as an accountant user.

WAGC has invited you to access their QuickBooks Online company as an accountant
user. When you accept this invitation, you'll be able to access WAGC's books using
QuickBooks Online Accountant.

With QuickBooks Online Accountant, you can work with any of your clients, even if they
don't use QuickBooks. Even betier, it's free for accounting pros like you.

Click accept invitation to get started.
Have any questions? Contact us

We are looking forward to working with youl
The QuickBooks Online Accountant Team




@ quiickbooks.
How do | Log into QuickBooks Online

Accountant

db QuickBooks

Next time, skip this sign-in

Download the Windows app to run QuickBooks 2x faster

http://gbo.intuit.com

New to QuickBooks? Sign u



http://qbo.intuit.com/

Client List

Easy oversight to QuickBooks Online data

@

InfuIt

quic

Go to client’s QuickBooks

@ Accountant

EOEEEN © ¢ © O

YOUR PRACTICE Adams, Guild, Gibson, LLC Add dlient
M's clients (&)
I Clients
Team Find a client q All clients (6] =
ProAdvisor CLIENTS BOOKKEEPING TAX
Mama & Status For Review Banking Trial Balance Tax Return
Work
Beautiful Landsca. . @ Closed 7 changes to closed books Lest download 2016: Continue review 2015: 5 tax returns
(650) 321-4567 1243142 2 more items... 08/09/2016 2/06/2016 PP T
YOUR BOOKS Jael-Ga 2016: 11208
Castle Constructio. . & unaccepted transactions Lest download 2016: Continue raview
Lzzizee @ 2 more items... 03/27/2017 03/14/2017
Banking Heather's Consulti_ . @
Sales
L, Hand M Sguare... @ Closed 7 changes to closed books 2016: Continue review
Expenseas 2/31/2 03/16/2017
Employees Larry's Landscapin. @ Closed 18 changess to closed books Lest download 2016: Continue review 2015: 3 tax returns »
(408) 721-3486 2/31/2.... 2 more items... 0/05/2016 01/05/2017 2016: 2 tax returns
Reports
@ Closed 4 changes to closed books Download Failed
Taxes 0971442 115 unaccepted transactions 0&6/22/2017
Accounting First Previous 1-6ofé6 MNewt Las

kbooks.



Client Detall Page

@ Accountant

YOUR PRACTICE
Clients
Team
ProAdvisor

Work

YOUR BOOKS
Dashboard
Banking
Sales
Expenses
Employees
Reports
Taxes

Accounting

Apps

Go to client’s QuickBooks v

¢ Beautiful Landscapes 1 220

Don't call before noon....

Bookkeeping @

Books closed: 12/31/2014

Account watchlist

ACCOUNT

Amex

Accounts Payable

Accounts Receivable (A/R)

Bank Loan

Bank of Stave

Shared documents

Last sign in: 06/24/2017

Blue from American Exprass [ROCGOOG000000 .

Chass Checking

Credit Card

Beautiful Landscapes 1 [ )

Tax

Last download: 08/0%/2014

CURRENT  LAST RECONCILED

572097  11/30/72016

856,157.69

$15,290.78

5-2,943.00

5-124,672.90  06/01/2016

5-1,176.47

$2,73551  11/30/2016

5216.00

@ infurf
quic

N © ©

Edit d

Review in QuickBooks

7 changes to closed books
1273172016
Review now

1 unaccepted transaction
Downloaded 08/09/2016
Review now

Changes to reconciled
Bank of Steve

Last reconciled 06/01/2016
Review now

Changes to reconciled
PayPal

Last reconciled 12/31/2013
Review now

Trial Balance EE3

Last updated 10/26/2015
2014: Continue review
Last updated 06/13/2016
2015: Continue review
Last updated 12/06/2016
2016: Continue review

b

kbooks.



@ quiickbooks.

Add Client

@ Accountant

YOUR PRACTICE

Clients

Team

Go to client’s QuickBooks v

Adams, Guild, Gibson, LLC

Emily's clients (7) Create
Client
Find a client Q, | | Aliclients(7) ~ '
User

£LICRITE Croume

Add client

® Business Individual

Business name *

Display name as

+ Add more info

$18/me 50% off for life of the
subscription’

Essentials

$36/me 50% off for life of the
subscription’

Plus

$46/me 50% off for life of the
subscription’

® Wholesale discount (firm is billed)

Client contact information

$15!’[7’10

$201'17'10

Mobile

QuickBooks subscription compare

Direct discount (client is billed)

Wholesale discount

Grow your practice by bundling QuickBooks
into the services you provide clients.

Learn more about the benefits of the wholesale
discount.




Add Client

Add client

Client contact information

@® Business

Business name *

Display name as

+ Add more info

QuickBooks subscription compare

® Wholesale discount (firm is billed)

$184me 50% off for life of the
subscription’

Essentials

$30/me 50% off for life of the
subscription!

Plus

$40/me 50% off for life of the
subscription’

Direct discount (client is billed)

sls;’mo
s2[]/m0

Mobile

@ quiickbooks.

Wholesale discount

Grow your practice by bundling
into the services you provide cl

Learn more about the benefits
discount.

Add client

/Mo

Team access

Select which team members in your firm can access your client.

Clay Adams (Firm Master Admin) Emily Watkins
X Show less
Find a team member
TEAM MEMBER TITLE EMAIL

a

Michelle Long QB guru

Eric Randall 1AM

Val Heckman

Leah Hartman PS

Jason Meredith
-

Rvan Kellev




@ quiickbooks.

Add Team User
@ Accountant = 9

YOUR PRACTICE
) Add user
b Create
Team o
Client USER PROFILE
ProAdvisor User

Add user profile information

* First name Middle name *Last name

*Email

Title




@ quiickbooks.

Add Team User - Firm Administration

and Books

Add user

USER PROFILE

Access: | Basic

YOUR FIRM ADMINISTRATION

Firm information

Firm users

Subscriptions and billing

YOUR FIRM BOOKS

Customers and accounts receivable

Vendors and creditors

Specify access to firm administration and books

ACCESS

View only

None

None

ACCESS

No

FIRM ADMINISTRATION AND BOOKS

Access to firm administration and books

Full
« Full access to administrative functions for your firm
 Full access to your firm's books
» Administrator access to client QuickBooks

Basic
o Limited access to administrative functions for your firm

» No access to your firm's books
¢ Administrator access to client QuickBooks

Custom
¢ Custom access to administrative functions for your firm

« Custom access to your firm's books
¢ Administrator access to client QuickBooks




@ quiickbooks.
Add Team User — Manage Client Access

Add user

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Specify client access

Find a client q

CLIENT v )
Client access
'

Beautiful Landscapes

Granting user access to a client gives them full

| A Musici v
Clayton Adams, Musician (admin) permissions to that client’s QuickBooks
Online file.
David Client v
Full Service Payroll v
Katie's Company v
Larry's Landscaping & Garden Supply v
Planet Paws Pet Supplies v
Revel Watches v

StacyK Academy Essentials v




ProAdvisor Program © dlickbooks

YOUR PRACTICE ProAdvisor Diamond member
Get all Gold benefits plus premium technical support and many more benefits.
Clients
S A Unlock more benefits
32 diients, Get certified -
ProAdvisor advanced cortified
Work Watch the video
YOUR BOOKS ! ! ! !
Certification ~~ Profle ~ Training = Software and Discounts Resources  Notifications |@D
Dashboard ' ' ' ' |
Banking . " . .
Benefits of Certification Basics of ProA
Salas Once certified, you not only receive a certificate and badge, but also increase your opportunity to generate and Certificatig
client leads by showcasing your profile in the Find-a-ProAdvisor directory. Read our FAOS to
Expenses the basics of the
ProAdvisor Progra
Employess »  QuickBooks Online %) CERTIFIED more info | Download Badge v ‘
Reports
» QuickBooks Online Advanced %) CERTIFIED more info | Download Badge ~ ‘
Taxes
=EEILTEN » QuickBooks Desktop 2017 %) CERTIFIED more info | Download Badge v ‘
Apps
» QuickBooks Desktop 2016 %) CERTIFIED more info | Download Badge v ‘
»  QuickBooks Desktop Enterprise 2017 %) CERTIFIED more info | Download Badge v ‘
»  QuickBooks Point of Sale Desktop 12.0 %) CERTIFIED more info | Download Badge v ‘




Your Books

YOUR PRACTICE

Clients

Team

ProAdvisar

Waork

YOUR BOOKS

Dashboard
Banking
Sales
Expenses
Employees
Reports
Taxes

Accounting

Apps

@ quiickbooks.

Client list in Your Books is same as Clients in QBOA

@ Accountant

YOUR PRACTICE
Clients
Team
ProAdvisor

Work

YOUR BOOKS
[

Banking
Sales
Expenses
Employees
Reports
Taxes

Accounting

Apps

g Adams, Guild, Gibson, LLC ¥

52 Adams, Guild, Gibson, LLC

Income Last 365 days
$0
E
OVERDUE
$1,150
PAID LAST 30 DAYS
Profit and Loss Last month ¥

=11

=T INCOME FOR MAY

el

P

Expenses Last month ¥

el

| $1,200

Rent

| $90

Purchases

Sales Last month ¥

$1,150

LAST MONTH

$1.2K

$800

Search

PRIVACY
Bank accounts
Bank of America 18 to review
Bank balance $0
In QuickBooks $61,326.57

Connect account Go to registers w

@
.

Set your payments free
Get your invoices paid twice as fast with



@ quiickbooks.

QBOA Toolbar

Client Switcher

@ Accountant — Go to client’s QuickBooks

Beautiful Landscapes 1
Castle Construction Company
Clayton Adams, Musician

Heather's Consulting Business

L, H and M Squared Landscaping QUICk Create

Larry’s Landscaping & Garden Supply

Create

Client

User




@ quiickbooks.

Search

QBOA Toolbar

YOUR PRACTICE Adams, Guild, Gibson, LLC Add dlient
M's clients (6)
I Clients

Team Find a client q All clients (6) ¥

ProAdvisor CLIENTS BOOKKEEPING TAX

Work Name & Status For Review Banking Trial Balance Tax Return

[F] Beawtiful Landsca . @ Closed 7 changes to closed books Lest download 2016: Continue review 2015: 5 tax returns w G e ar I ‘ O n
YOUR BOOKS (& 4567 12/31/2.... 2 moreitems... 08 2016 2/06/201 2016- 11208
Castle Constructio & unaccepted transactions Last download 2016: Continue review
Dashboard @ 2 more iteme... 03 5017 03/14/2017

EEN © ©

Adams, Guild, Gibson, LLC

Settings

Company Settings
Customn Form Styles
Chart of Accounts
Payroll Settings
QuickBooks Labs

Company Templates

Lists

All Lists

Preducts and Services
Recurring Transactions

Artachments

Tools

Import Data

Import Decktop Data
Export Data
Reconcile
Budgeting
AuditLog

Order Checks |__|;l

Rezolve Duplicats Clisms

Your Company

Your Account

Your Team

Videos and Welcome
Guide

Sample Company
Feedback

Refer a Friend
Privacy

Switch Company
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Workflow Management

Where accounting professionals engage clients in the cloud

@ Accountant

YOUR PRACTICE
I Work
Clients
Team

FroAdvisor

YOUR BOOKS
Dashboard
Banking
Invoicing
Expenses
Employees
Repons
Taxes
Accounting

Apps

Go to client's QuickBooks

Thursday, March 16

. Alison Ball Accounting

All my clients v ’

OVERDUE: 3

I Everyone

@ MALIBU CONCEFTS

Send February
financials for

1 2 January Books

£y
MAR

16

Update new
MAR  client onboard-
12  ing PDF for amy

Onboarding

REQUEST FOR JOMN JAMES

& W2s for John
- James 1040
MAR | 0 amachments

12 L) 3comments

3

MALISU CONCEPTS
January Books

o
2 of 4 Tasks

0 of 1 Requests

MALIEY CONCEFRTS

Review BofA
and Chase
statements far

Jlanuary Books

PIXEL CONSTRUCTION

Send financial
statements to
Meg for client

ftmanciais

PIXEL CONSTRUCTION

Send financial

MAR

17

MAR

17

MAR

18

AL LANDSCAPING, L
January Books

2 of 3 Tasks

L LANDSCAPING, 1

Review Amex
Statement for

January Books

CALHOUSING EXTRA

LONG NAMIE, LLC

QBO expense
#234 for Cali

February Books

PXEL CONSTRUCTION

Send updated

contract

®©

MAR

23

MALIBU CONCEPTS

Configure QBO
lorem ipsum sit

FIXEL CONSTRUCTION

Month-end

dolor sit amet

APEX INTERIORS, INC

Financial lorem

QB0 dolor sit amet

2 of 2 Requests

APR

08

APR

11

3

APR

12

o

-

DUE TODAY: 4 NEXT WEEK: 3 NEXT 30 DAYS:

JAL LANDCAMNG, LLI

Review Amex
statement for
March Books

JEL LANDCAPING, LLC

Reconcile QBO
transactions for
March Books

151 LANDCAPING, LL(

Send financials
to Amy for March

Boaks

JEL LANDSCARPING, LLC

March Books

@

Infult

quic

kbooks.



quickbooks.

Add Project

Create project

Go to dient’z QuickBooks ¥ Project name *

Flagg's Trizl Balancs 1o Tax

YOUR PRACTICE Adams, GLI”CL GihSDI’I, LLE ‘ Creste client request | Clisnt* Due date =
A 08/15/2017 Can it ropest?

Thursday, July & L, Hand M Square

Clients Assigned to Status
Bryce Forney - Todo -
Team
All clients A Everyone hd All A i ao Datails
¥ From QuickBooks @D aa
ProAdvisor Need to Review books and bring inta PTO)|
DUE TODAY: 11 THIS WEEK: 2 NEXT WEEK: 4 NEXT 30 DAYS: 0
et |
] |
MAY | CASTLE CONSTRUCTION COMPANY JUL FULL SERVICE PAYROLL PoJuL BEAUTIFUL LANDSCAPES 1
17 ; i : L1 J : Teske
A s, timn | NP} { T . TionAT L b 1 + - For you snd your tzam Tesks sren’t shared with clienss
Add a task




@ Giickbooks.
Add Task AHEDOOEE

4
Edit project
Project name =
| Flagg's Trizl Balance to Tax
) Tasks
Client Due date For you and your teem. Tasks aren’t shared with clienzs.
,Hznd M Square. | * 08/15/2017 Can it repsst?
Task name * Due date ™
Assigned to * Status
Heview Bzlznce Sheet Accours: 07/ 24/2017
Bryce Forney r Todo -
Agsigned to * Status
Datails
Ernily Watkinz A Toedo A
Meed to Review books and bring into PTO
Detazils

Azke zure and get zupporting documentation for the appropriate
bz a.-":sl

Tasks
For you and your team. Tasks aren’t shared with cli=nts.
Hids details Remove Collapes
Add a task

Add a task




: @ quickbooks.
Client Requests ATEERER

@ Accountant — Go to dient's CuickBooks ™

YOUR PRACTICE AdEIITIS, GLI”EL GihSDI‘I, LLC | Craate client request |
Thurzday, July 6

Clients

>
Create client request
Request name *
| Copies of Statemnents Publish to client's QuickBooks You're previewing the email your client will receive. Your request will 2lsc be published to My
Accountant in your dient’s QuickBooks.
Client * Due date * From name
................... From: A Suild Simes - ramluEintuie -
- . Adams, Guild, Gibson, LLC hd Allow repliss rom: Adams, Guild, Gibson, LLC <no-replySintuit com>
, H and M Squared Landzcz hd 07252017 Te: | Hand M Squared Landscaping <>
Subject: cogies of Statements
To*
Status ~ ] -
vpe your cliznt’s email nfur
To do v : @ giickbooks.
Subject *
Details Copisz of Statements .
_ _ _ A request from Adams, Guild,
. P - - N _
Pleaze provide 12/31/16 statements for bank and credit card accounts Message * G|b50n I_I_C
1
Plesze provide 12/31/14 statements for bank and credit card accounts
1 : .
Please provide 12/31/16 statements for bank and
£ 1 credit card accounts

+ Documents 1 Respond in QuickBooks

Adding a doc her= slas shar=s it with your client in QuickBooks 1

Add document 1




Client Requests

@ Guickbooks.

Dashbosard

Banking

Sales

Expenszes

Employeess

Reports

Taxes

Accounting

My Accountant

My Accountant | Adams, Guild, Gibson, LLC

Michelle Long - Adv Testing

michellslongcpa@gmail.com

Shared documents

Request:

Sort by Dus date v

* UPCOMING (1)

UL Copies of Statements

1 2 Fleasze provide 12/31/16 statements for bank and credit card accounts

J

P

[&]
0
(%]




Filtering

YOUR PRACTICE
Clients
Team
Profdvisor

Work

YOUR BOOKS
Dashboerd
Banking
Seles

Expenszes

L Emplovess

Adams, Guild, Gibson, LLC

Thursday, July 6

All clients - Everyone

 mmmeee———

All clignts

Besutiful Landscapes 1

Brad Hall

Castle Construction Company
Full Service Payrall

Heather's Consuking Buziness

L, Hand M Sguared Landzcaping

N nofl

All -
THIS WEEK: 2
JuL FULL SERVICE PAYROLL

7 NextPayroll Date is: 7/7/2017
@ Run payroll

JUL | LARRY'S LANDSCAPING & GARDEM SUPPLY,
Mext Payroll Date is: 7/7/2017

7
@ Run payrall

@ Guickbooks.

All elients hd |

Adams, Guild, Gibson, LLC

Thur=day, July 6

Everyons -

DUETODAY: 11 Bveryone

MAY

17

MAY

18

CASTLE COMSTRUCTIC

Approve time
Project : Payrall

@ Irnprogress

CASTLE COMSTRUCTIC

Payroll

To do A

Me

A

Alicia Ka= Pollock

Bryce Forney
Carla Caldwell
Chri= Freebairn

Clay Adamsz

All clignt=z

MAY

17

- Everyons

DUETODAY: 11 m

CASTLE COMSTRUCTION COMPANY

Approve time
Project : Payroll

@ Inprogresz T

Adams, Guild, Gibson, LLC

Thur=day, July &

- All
|
A
!“ "] Projects
-
1 Tazks
; { Requests
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Accountant Toolbox - Intro

ountant

E Craig'z Dezign and Lai

Accountant
Tools

Trial Balance m

Reclzzsify Tranzactionz

Voided/Deleted
Transactions

Write OFf Invaices
Journal Entries

Cloze Books
Reconcile
Accountant Reports
Management Repors
My Custom Reports
Repors Tools

Chart of Accounta
Maw Window

FroConnect Tax Online

@

InfuIt

quic

kbooks.



Reports Tools

Accountant Tools

Trial Balance m
Reclassify Transactions
Voided/Deleted Transactions
Wirite Off Invoices

Journal Entries

Close Books

Reconcile

Accountant Heports
Management Reports

by Custom Heports

@ infurf
quic

kbooks.

Report Tools

Report and Tool Defaults

Date From

Last Month s 10/01/2016

To

10/31/2016

Basis

Accrual

e
w

Reports Tools

Chart of Accounts
Mew Window

FroConnect Tax Online




Trial Balance

Accountant Tools

Trial Balance m

InfuIt

quickbooks.

Reclassify Transactions
Voided/Deleted Transactions
Write Off Invoices
Journal Entries

Close Books

Recongile

Accountant Reports
Management Reports
My Custom Reports
Reports Tools

Chart of Accounts

Mew Window

ProConnect Tax COnline

Trial Balance Taxyear2016+ /

Feb 1, 2016 — Jan 31, 2017

View activity

All

L13

Working Trial Balance

J Name

Cash on hand

Chase Checking 123

Checking

Accounts Receivable

Inventory Asset

Prepaid Expenses

»

Expense

Online Banking Administration a...

Expense
December 14, 2016

Tax Mappings @

ACCOUNT

Type

Bank

Bank

Bank

Accounts receivable (A/R)

Other Current Assets

Other Current Assets

Sales Receipt

Your Accountant added
Sales Receipt No. 1108
December 14, 2016

2015 ENDING BALANCE

Debit Credit

10,800.00

3,400.00

Deleted Sales Receipt
Your Accountant deleted
Sales Receipt No. 1108
December 14, 2016

2016 UNADJUSTED BALANCE

Debit Credit

165.00

25,399.67

1,356.30

15,594.50

0.00

Tax Period End

January 31, 2

2016 ACTIVITY

3

165.00

0.00

14,599.67

1,356.30

12,194.50

0.00

017

0%

0%

135%

0%

359%

0%

Show me how Trial Balance works

Update Unadjusted Balance

e L&

ADJUSTING ENTRIES OTHER TRANS!/

Debit Credit Debit

-
4,537.88
5,094.90
10,900.00 328.66
100.00 3,281.70
2,071.00

100.00 -




Trial Balance — Tax Mappings

@ quiickbooks.

Working Trial Balance Tax Mappings 19

Tax form 1040

ACCOUNT
Savings

Stacy's Card

Schedule C: Line 1, Gross receipts and sales

Sales

Schedule C: Line 17, Legal & professional

Legal & Professional Fees:Accounting & Legal

TYFE

Bank

Credit Card

Income

Expenses

Update Unadjusted Balance

= 2

BALANCE ACTION

-415.66 Assign tax line

90.50 Assign tax line
1,645.00

1,645.00 Edit tax line
1,000.00

1,000.00 Edit tax line




@ quiickbooks.

Trial Balance — Tax Return or Export

View Tax Return opens up ProConnect Tax Online

Trial Balance Taxyear2014v /'

View activity

Fir‘liEh r.EII-I.iE.I.r"II v

Show me how Trial Balance works

Deleted Deposit Deleted Bill October 13, 2016
All & < clay adams deleted clay adams deleted TODAY
Deposit Bill
Can export as Excel or CSV
Working Trial Balance Tax Mappings (18 Update Unadjusted Balance

Tax form 1040

ACCOUNT

Savings

Stacy's Card

TYPE

Bank

Credit Card

-
= (2
BALANCE
Export to Excel
~415.66 Export to CSV
90.50 Assign tax line




quickbooks.

Reclassify Transactions

Reclassify Transactions
Accounts Transactions
:‘ﬂi.GGDLJﬂJ[EﬂJ[ TDDIS From: [07/012016 ~ To: [D2/30/2016 ~ Name: [Al ~  Show transactions: [Non-ltem-Based (can be reclassified) -
Basis: '® Accrual '~ Cash Accounts: Show IW ¥ Include Journal Entries
View: |F'roﬁt&L055 Accounts T [} Date Tvpe Num Name Memo Account Amount
. Name Type Amount s [ ® 09102 Bill Brosnahan Insurance Agency Cpening Balance Miscellaneous 2,000.00
Trial Balance m pElE e ST ) ® 09/022.. Bill Tim Philip Masonry Opening Balance Miscellaneous 666.00
LEEREENL ey R ® o0sM12. Bl Hicks Hardware Opening Balance Miscellansous 250.00
LR 3= Labor Income
Reclassify Transactions .
- Installation Income 250.00 Total Selected: 916.00
Maintenance and Income 50.00
VC'idEilj-".E'EIEtEﬂj TrElr‘IBEI-:'.iDF‘lS Pest Control Services  Income 40.00
Sales of Productinc...  Income 91275
'.l,",‘rri:e Oﬁ ||'I'|."C'i|:E=S Services Income 503.55
Cost of Goods Sold Cost .. 405.00
i Advertising Expe... 74.86
Journal Entries Automobile Expe... 79.96
Fuel Expe... 349.41
Close Books Equipment Rental Expe.. 112.00
Insurance Expe... 24123
HEGOH'Si'E Job Expenses Expe.. 155.07
Job Materials Expe...
P N Decks and Patios Expe... 23404
Accountant HEPOF.E Plants and Soil Expe... 353.12
Sprinklers and Dri... Expe.. 21566
Management Reports Legal & Professional... Expe.. 75.00
Accounting Expe... §40.00
rﬂ.‘.. Custom F‘EF}DHS Bookkeeper Expe.. 55.00
- Lawyer Expe... 100.00
Maintenance and Re... Expe.. 185.00
HBF}D”E Tools Equipment Repairs  Expe... 755.00
Meals and Entertain... Expe.. 28.49
{:hElrt Df ;':-,-:Dﬂuﬂtﬁ Office Expenses Expe... 18.08
Rentor Lease Expe... 900.00
Mew Window Utilities Expe...
Gas and Electric Expe... 20053
Telephone Expe... 130.86
PFOCI:II'IHED'. TE[}!: I::lr‘||i|'|E: RN Other... 2016.00 - For all selected transactions, change ¥ Accountto Landscaping Services:.Job Materials v|
i




Voided/Deleted Transactions

Accountant Tools

Trial Balance m

Reclassify Transactions

@

quickbooks.

Voided/Deleted Transactions

Write Off Invoices
Journal Entrigs

Close Books
Reconcile
Accountant Heports
Management Reports
My Custom Reports
Reports Tools

Chart of Accounts
Mew Window

ProConnect Tax Online

Audit Log
Filter w ‘ Transactions > Clear filter / View All
DATE CHANGED USER EVENT
Dec14,12:42pmUS..  Your Accountant Deleted Sales Receipt No. 1108
Dec 9, 3:37 pm US M... Your Accountant Deleted Invoice No. 1076
Dec 9, 3:36 pm US M... Your Accountant Deleted Billable Expense Charge

Dec 9, 3:36 pm US M...

Dec 8, 8:54 am US Mo...

Dec 8, 8:54 am US Mo...

Dec 8, 8:54 am US Mo...

Dec 8, 8:53 am US Mo...

Dec 8, 8:53 am US Mo...

Dec 8, 8:53 am US Mo...

Your Accountant

QB Clay

QB Clay

QB Clay

QB Clay

QB Clay

QB Clay

Deleted Expense

Deleted Expense

Deleted Expense

Deleted Expense

Deleted Expense

Deleted Expense

Deleted Expense

NAME

Chapman, Natalie

General Customer

General Customer

1099 SC

Natural Grocers

Natural Grocers

Matural Grocers

Matural Grocers

Natural Grocers

Car Park

DATE

12/14/2016

11/16/2016

12/01/2016

12/01/2016

10/24/2016

10/24/2016

10/01/2016

12/01/2016

12/05/2016

12/06/2016

AMOUNT

$1,094.00

$6,300.00

$2,000.00

$2,000.00

$28.47

$28.47

$28.47

$28.47

$28.47

$18.00

HISTORY

View

View

View

View

View

View

View

View

View

View




Write Off Invoices

Write Off Invoices

Select invoices to write off;

Set criteria for invoices to consider for batch write-off

Age: |= 180 days + ToDate: (04/07/2016 v Balance Due less than

Date Age

06122013 1210
06102013 1212
06102013 1212
047272013 1256
041272013 1256
037202013 1294
10222012 1443
ol 100022012 1463

[¥]
08152012 151

Num

1083
1082
1078
1072
1070
1068
1050
1060
1033

Name

Amy Brown

Jane Doe

Amy's Catering

Amy's Catering

Amy's Catering

Amy Ayers:Heather Campbell
Molly Kirn

David McDonald

Kelly Kimball

100.00 | Refresh

Original Amount

550.00
35.00
27.00
20.00
12.00

189.00
38.33
35.00
75.55

Total Selected:

Halancs Dus

@ Infuit

quic

kbooks.

Confirm Write Off

Company
Date

Jser

Num

1034
1019

Write OF Account|Bad Debt

1023
1018
1005
1022
1028
1027
1016

Confirm invoices to write off

Craig's Design and Landscaping Services

100372015 01:29 PM

Craig Carlson

Date

09/06/2015
08/05/2015
08/05/2015
08/29/2015
08/29/2015
08/16/2015
0712172015
0712172015
07/20/2015

Name

Rondonuwu Fruita...

Sushi by Katsuyuki
Red Rock Diner
Sushi by Katsuyuki

Freeman Sporting ...

Jeffs Jalopies

Freeman Sporting ...

Bill's Windsurf Shop
Kookies by Kathy

Original Amount

78.60
80.00
70.00
80.00
54.00
81.00
81.00
85.00
75.00

8 transaction(s) totaling 634 60 will be written off to the Bad Debt account

Balance Due

78.60
80.00
70.00
80.00

4.00
81.00
81.00
85.00
75.00




Adjusting Journal Entries

@ quiickbooks.

(5 Journal Entry #013120

Journal date

1211472016

Journal no.

013120

ls Adjusting Journal Entry?




Close Books

Account and Settings

Company

Accounting First month of fiscal year (2

Billing & Subscription

Sales

Expenses

Payments

Advanced

First month of income tax year

Accounting method (@)

¥| Close the books (@)

Closing date
12/31/2016

Allow changes after viewing a warning and entering password ¥ ®

January ¥

Same as fiscal year ~

Accrual ¥

12/31/2016

@ quiickbooks.

Password

Confirm Password

Audit History

History of this transaction: Expense ID: 993

v Dec 14, 9:48 am US Mountain Standard Time: Matched by Your Accountant

Type: Expense Num:
Date: 06/27/2016 Name: Staples
Amount: 121.62 Location:
Memo: Staples
NO. CUSTOMER DESCRIPTION CLASS
0 Staples
1 Staples In the field consulting

» Dec 14, 9:48 am US Mountain Standard Time: Edited by Your Accountant

» Dec 6, 1:14 pm US Mountain Standard Time: Added by Online Banking Administration

BILLABLE

No

No

CLR

Compare
MATCH STATUS  ACCOUNT
Manually
matched Amex
Office Supplies

Show all

AMOUNT

121.62

121.62

i




@ quiickbooks.
Reconcile

Chart of Accounts Reconcile

Chart of accounts > Bank register > Reconciliation history

Reconciliation history Reconcile | Give Feed
Account Report period
Checking - Since 365 Days Ago A
STATEMENT ENDING DATE RECONCILED ON ENDING BALANCE CHANGES AUTO ADJUSTMENT  ACTION
2016 v
11/30/2016 02/01/2017 289,459.35 0.00 View report
10/31/2016 02/01/2017 286,916.47 100.00 it



@ quiickbooks.
Reporting Shortcuts

Accountant Tools

* Accountant Reports Trial saiance (D

Reclassify Transactions

* Management Reports Voided/Deleted Transactions
* My Custom Reports B—

Reconcile

Accountant Reports
Management Reports

My Custom Reports

Reports Tools
Chart of Accounts
Mewr Window

FroConnect Tax Online




@ Gquiickbooks.
Other tools

Accountant Tools

Trial Balance ([[load
 Chart of Accounts

° N eW WI n d OW Voided/Deleted Transactions

Wrrite Off Invoices

o ProconneCt TaX Onllne Jourmnal Enfries

Close Books
Reconcile
Accountant Reports
Management Reports

Wy Custom Reports

Reporis Tools

Chart of Accounts
MNew Window

FroConnect Tax Online




@ Guickbooks.

Agenda

Introduction

QuickBooks Online Accountant (QBOA)
Manage Your Workflow

Accountant Toolbox

Train Your Clients

Navigation
Common Workflows



@ Guickbooks.

Agenda

Introduction
QuickBooks Online Accountant (QBOA)
Manage Your Workflow
Accountant Toolbox
Train Your Clients
» Navigation

Common Workflows



Left Navigation Pane

Dashboard

Banking

Seles

Cxpenses

Emnployees

Reports

Taxes

Accounting

My Accountant

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Beautiful Landscapes 1 ¥

- Beautiful Landscapes

Income

$16,423

LIFEN INVOHCES

$16,023

OVERDUE

Profit and Loss

Last 365 days

Last month v

Expenses Last month ¥

$6,479

LAST MONTH

W 55,050

Meals and Enterta..

M $500

Rent or Lease

W 5450

Uilities

$479

Everything else

Sa|es Lest month w

$5,565

$3.9K

£2.6K

$1.3K "\

Infuit
@ quic

PRIVACY

Bank accounts Za

Amex MNeeds amention

Bank balance $2,20216 U
In QuickBooks $-720.97

Bank of Steve

In QuickBooks $-124,672.90

Chase Checking
In QuickBooks

(5]
r
1
o
o
n

PayPal

In QuickBooks £57,808.84

Primary Savings Account

In QuickBooks $5,000.00
Savings
In QuickBooks 5-415.66

Blue from American Express QOOOOCOOO00K.
In QuickBooks $1,176.47
Credit Card

In QuickBooks 521

=1

0

o

Stacy's Card

In QuickBooks $1,397.50

kbooks.



Left Navigation Pane: Banking

@ Guickbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

| Banking Bank Rules

Bank and Credit Cards Amex~

Amex

$2,202.16

BANE BALANCE

$-720.97

IN QUICKBOOKS

Update your American Express Delta Skymiles sign-in info

Then we'll reconnect and get your latest transactions. (103) Update my sign-in info
For Review In QuickBooks Excluded
[| Batchactions v All(1)  Recognized (1)
\:‘ DATE « DESCRIFTION PAYEE CATEGORY OR MATCH

[ ] 1071472015  CarPark Trave

Go to Register

RECEIVED ACTION

Add

Previous 1-1of 1 ext Last



@ infurf
quic

Left Navigation Pane: Sales — All Sales

kbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

Al Sales Customers

]

Sales Transactions

Unbilled Last 345 Days

$3,915

2 ESTIMATES

$1,092

7 UNBILLED ACTIVITY

Last 365 Days

\F ‘ Batch actions |

Products and Services

Unpaid Last 365 Days

$16,023

48 OVERDUE

\\\\i\

SR
-

Paid

S0
0 PAID LAST 30 DAYS

I:l DATE = TYPE NO. CUSTOMER DUE DATE BALANCE TOTAL = STATUS ACTION
My Accountant

I:l 06/19/2017 | Invoice SR&7 Parents 07/19/2017 $100.00 $100.00 | Open (Sent) Receive payment w

I:' 0&6/15/2017  Billable Expe... Aruna Snow 06/15/2017 30.00 £10.00 | Open Start invoice

I:l 0&6/12/2017 | Invoice SR&6 Parents 07/M12/2017 $100.00 $100.00 | Open (Sent) Receive payment «

[ nememon17 | iovcics SRAR Parans N7/05/2017 100 0 AON DN~ Clman (Sanrl Rarsive nayvment w




@ quiickbooks.

Left Navigation Pane: Sales — Customers

Dashboard All Sales |.- Customers | Products and Services
Banki
m customers

Sales

Unbilled Last 365 Days Unpeid Last 365 Days Paid

xXpenses \\\:\:
2 ESTIMATES 13 UNBILLED ACTIVITY 3 48 OVERDUE m\\\\:\\\\\\\\\\&\\\%\\\\\% 0 PAID LAST 30 DAYS

Employees

Reports
A
Taxes | Batch actions w ‘ Find a customer ar compan, q
CUSTOMER « [  COMPANY PHONE OPEN BALANCE ACTION
Accounting
A Great Customer [~7] $5,848.50 Receive payment w

My Accountant

Aaron E Berhanu [&7]

Maple Leaf Inc.

555-5558 $0.00 Create invoice w

O OO e

Abe Be
y 555-5559 %650.00 Receive payment w




@ quiickbooks.

Left Navigation Pane: Sales — Products & Services

Dashboard All Sales Customers | Products and Services |
Banki . _—
— Products and Services ‘ More + |m

< All Lists
Sales
Expenses U D
Employees LOW STOCK | i OUT OF STOCK
Reports
)
Taxes

Accounting o Keep tabs on your inventory with reorder points. Know what'’s running low and what's out of stock so you'll always have what your customers

want. Learn more

My Accountant

\:\ NAME & SKU TYPE SALES DESCI SALES PRICE COST TAXABLE = QTY ONHAM REORDER P(C ACTION

Mon-
\:\ Appliance reselling inzgmor}t 200 80 v Edit -

Appliances

[] . Widget 1234567 Inventory 5 1 v 945 Edit «

Catered breakfast
\:\ atered breakfast per pers Cervics 19 " Edit =
on




@ quiickbooks.
Left Navigation Pane: Expenses

PashBo=rd ‘ Expenses \ Vendors
Banking . . I
Expense Transactions Print Checks | v | [ AT g

Sales

Filter w |
Expenses ‘ Last 365 Days

\F| Batch actions = |
Employess

D DATE = TYPE NO. PAYEE CATEGORY TOTAL ACTION
Reports

[ ] 06202017  Vendor Credit woxx  Chipotle Dispossl Fees | v $10.00
Taxes

[ ] 06/16/2017 Check 806 Adam araceno Bad Debt - $0.00
Accounting

[] oer1s/2017 il Airbnb Inc Rent or Lease v $500.00 Make payment
My Accountant

D 06/15/2017 | Expense Adam araceno Inventory Asset %8.00




<ﬂs’wﬁuﬁ
quic

Left Navigation Pane: Expenses-Vendors

kbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Vendors

Unbilled Last 365 Days

$110

2 PURCHASE ORDERS

‘ Batch actions w

VENDOR ~ /

7-Eleven

Adam araceno [~7]

InnoVate LLC

OO O 0aea

Airbnb Inc

COMPANY

- ‘ Newvendor

‘ Prepare 1099s

Unpeid Last 363 Days Paid

\ .
~
Q
PHONE EMAIL OPEN BALANCE ACTION
(565) 456-67466 $-24,000.00 Create bill w
555-5556 Bigtimer@gmail.com 57500 Make payment
$500.00 Make payment w




Left Navigation Pane: Employees

@ Infurt
quic

Dashboard Employees $1,487
MNET PAY
$2,639 .
2017 PAYROLL COST
Sales EMPLOYEE
Expenses $273
EMPLOYER
Employees
Reports
Q Active employees «
Taxes
. NAME Y PAY RATE
Accounting
AA | Adams, Abby $£20.00/ hour
My Accountant
AE  Employee, Another Missing
DF | Fisher, Duncan $45,000.00/ year
SH | Hamby, Shane £15.00 / hour

PAY SCHEDULE

Every Friday

Every Friday

Every Friday

Every Friday

PAY METHOD

Check

Check

Check

Check

Run payroll v
Next payroll due Friday, 6/23

Paycheck list

Add an employee

STATUS

Active

Active

Active

Active

kbooks.



@

Left Navigation Pane: Reports

Infult

quic

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Reports Profitand Loss

$2,507

$5,475

NET INCOME EOME
$2,968
EXPENSES
Recommended Management Reports

Recommended Reports

Company Snapshot
G Displays your income and
e EXpenses in year-over-year
| comparisons using pie chars and
i bar graphs.

Run

Budget vs. Actuals

Compares your budgetad income and expenses
to the actuel amounts so you can tell whether
you're over- or under budgst.

Run | Customize

A/P Aging Summary

Shows unpaid bills for the current period and for
the lest 30, 60 and 90+ days so you can s=e how
long they've been open (outstanding).

10 k
5k
0k

-5k
Mar 24 Apr 2017

Frequently Run My Custom Reports

Profit and Loss

Shows money you earned (income) and monsy
you spent (expenses) so you can see how
profitable you are. Also celled an income
statement.

Run | Customize

A/R Aging Summary

Shows unpaid invoices for the current period and
for the last 30, 60 and 90+ days so you can see
how long they've been open (outstanding).

Run | Customize

Payroll Summary

Shows details for sach paycheck you've created,
including total wages, taxes withheld, and
deductions.

May 2017

All Reports

Jun 1

Accountant Reports

Balance Sheet

Lizts what you own (assets), what your debts are
(ligbilities), and what you've invested in your
company (equity).

Run Customize

Expenses by Vendor Summary

This report shows your 1otal expenses for sach
vendor.

Run Customize

Payroll Tax Liability
Shows the 1axes you nesd 10 pay and the ones
you've already paid.

Boin

kbooks.



@ Infurt
quic

Left Navigation Pane: Taxes

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Sales Tax Payroll Tax

Sales Tax Center

*
Welcome! The Sales Tax Center is the best way to track sales tax. Be sure to record your sales tax payments here. If you record payments as a

paid bill or check instead, they won't appear in the Recent Payments list.

Sales Tax Owed
Show BY | mMonthw FOr | Current Year+ StartofYear  Janw Accounting Basis | accruale | &
Agency Name Gross Sales ﬁ Taxable Sales  Tax Amount Adjustments Payments Balance
-| Sales Tax Agency1 $25,212.35 $253.00 $12.65 $12.65 $0.00
rename
Jun-17 $3,775.00 $12.65 $-12.65
May-17 $3,500.00
Apr-17 §1,100.00
Mar-17 §2,850.00
Feb-17 $1,787.35 $253.00 $1265 51265
Jan-17 $12,100.00
+| State Board of Equalization $25,212.35 $-125.00 $5,999.59 $5999.59

rename

Recent Sales Tax Payments

Record Tax Payment View Report

kbooks.



@ Guickbooks.

Left Navigation Pane: Accounting-
Chart of Accounts

Dashboard Chart of Accounts Reconcile
Banki R
anxing Chart of Accounts i |m
<€ All Lists - -
Sales

*TIP* - Other accountants save 2 hours on Chart of Accounts customizations by using community contributed templates. Find one for your industry type now -

1 |
Expenses Click here!
Employees

MNAME TYPE DETAIL TYPE QUICKEOOKS EALANCE BANK BALANCE ACTION
Reports

Barter Bank Cash on hand -B82.05 View register «
Taxes

Barter Account Bank Checking 12,580.22 View register «
Accounting ) .

Bill.com Money In Clearing Bank Cash on hand -160.00 View register «
e EERAnE T Bill.com Money Out Clearing Bank Cash on hand -150.00 View register «

Cash Expenditures Bank Checking 436.73 View register «

Chase 1234 <=, Bank W, Checking -5,302.72 View register »




Left Navigation Pane: My Accountant

@

Infult

quic

kbooks.

Dashboard

Banking

Sales

Expenses

Employeas

Reports

Taxes

Accounting

My Accountant | Adams, Guild, Gibson, LLC

CA

clayton_adams@&intuit.com

My Accountant

Requests P Shared documents

Sort by Due date v
DUE TODAY (1)
JUN Purchase and Sales Agreement for new F250 truck
2 [] Larry, please upload the P & S agreement and financing paperwork for C] 0 comments

the truck you bought last week. Make sure you include the...

]
0
o




@ Guickbooks.

Left Navigation Pane: Apps

| My Apps Al Apps
Dashboard .

Bankin
7 Manage apps you have already connected

Sales

Expenses

Employees

Reports Intuit 1099 E-File Service
Launch
Taxes Support
Update Subscription
Accounting Cancel Subscription
Review

My Accountant

Print Checks

Recommended apps for you
Apps

R u —_ I u




@ Guickbooks.

Top Navigation Bar: Quick Create

Create
Customers Vendors Employees Other
Invoice Expense Payroll Bank Deposit
Receive Payment Check Single Time Activity Transfer
Estimate Bill Weekly Timesheet Journal Entry
Credit Memo Pay Bills Statement
Sales Receipt Purchase Order Inventory Qty
Refund Receipt Vendor Credit Adjustment
Delayed Credit Credit Card Credit
Delayed Charge Print Checks

» Show less




@ Guickbooks.

Top Navigation Bar: Search

Client

Accountant




Top Navigation Bar: Gear

Katie's Company, LLC

Your Company

Account and Settings
Manage Users
Custom Form Styles
Chart of Accounts
Payroll Settings
QuickBooks Labs

Company Templates

Lists

All Lists
Products and Services
Recurring Transactions

Attachments

Tools

Import Data
Export Data
Reconcile
Budgeting

Audit Log

Order Checks Z

@ Guickbooks.

o i

Emily Daigle
User Profile
Feedback
Refer a Friend
Privacy

Switch Company

™
[ Sign Out




@ Guickbooks.

Top Navigation Bar: Help

Help

Search Options

ProAdvisor level . DIAMOND

Live Chat % Chat Now
J Call support@ 1-888-333-3451

Top help topics

Accountant community

Quickopedia




@ Guickbooks.

Best Practices with Browsers

* Google Chrome is preferred browser

« Duplicate tabs for multiple windows

« Multiple monitors for increased efficiency

« Chrome users & Incognito windows to access multiple companies

®  ® @ quickBooks

New Tab

Multiple Chrome users

& C @ Secure https://gbo.

Duplicate
@Accountant S Pin Tab
Mute Tab

Close Tab
Dashboard -

o o r
v —— Banking Reopen Closed Tab
ain Account weetness

|nC0nn.-.- wast 3

Bookmark bar

[ Client A @ Audit Log @I Invoice @ Expense Transactions l@ P& @ Vendars @ Delayed Charge @ Purchase Order




@ Guickbooks.

QuickBooks Online App

« Desktop shortcut to QuickBooks Online

* Runs QuickBooks Online in a dedicated QuickBooks browser

* Allows for more “desktop-ish” features like dropdown menus for screens
and reports

« Can have multiple windows and use multiple monitors

INTUIT

« Screens refresh automatically




@ Guickbooks.

QuickBooks Online App — Where to Get

www.guickbooks.intuit.com/apps

or

)

WWW . ap p S . C O m @ Accountant =  Goto dient’s QuickBooks ¥

YOUR PRACTICE Adams, Guild, Gibson, LLC Add dient
M's clients (6)
I Clients
Team Find & client C)\ All cliemts (6) I
ProAdvisor CLIENTS BOOKKEEPING TAX
Work Name ~ Status For Review Banking Trial Balance Tax Return
Beautiful Landsca. .. @ Closed 7 changes to closed books Lest download 2016: Continue revi... 2015: 5 tax returns
BT IO 650) 321-4567 12/31/... 2 more items... 9 & 2/06/2016 2016- 11208
Castle Constructi... & unaccepted trenssctions Lest download 201é: Continue revi....
Dashboard @ 3 more iteme. R - a0

There is an app for both PC and Mac!


http://www.quickbooks.intuit.com/apps
www.apps.com

@ Guickbooks.

QuickBooks Online App

YOUR PRACTICE Adams, BUIld, GIbSDrI, LLC Add client
M's clients (&)
I Clients
Team Find a client q All clients (& v
ProAdvisar CLIENTS BOOKKEEPING TAX
Work Mame &+ Status For Review Banking Trial Balance Tax Return
=] Beautiful Landsca. Closed 7 changes to closed books Last download 2014: Continue revi... 2015: 5 tax returns w
] @ g
(650} 321-4567 12/317. 2 more items... D8/09/2016 2/06/2016 2016: 11205
YOUR BOOKS 207621120
Castle Construct. & unaccepted transactions Last download 2016: Continue revi...
Desnaez s @ 2 more items... 03/27/2017 03/14/2017
Banking Heather's Consult @

Can change clients from client dashboard



@ Guickbooks.

QuickBooks Online App

(8 QuickBooks - 5

- W -
RENGEN-NN Reports Favontes  View  Window  Help M enu- Styl e

navigation and
keyboard shortcuts

-~ 5 Customers
u_ Vendors

Employees

@ Accountant = E_—_—_

Sales Transactions Alt+5

Expenses Alt+X
Dashboard Sales Tax Alt+T dsca pES
Payroll Tax Alt+Y
Banking
Income Last 365 days Expenses
Sales




QuickBooks Online App

File Edit Create Company Navigate Reporis Favorites View Window Help

(J

@ Accountant @ Beautiful Landscapes 1 ¥

Dashboard “ Beautiful Landscapes

Banking
Income Last 365 days Expenses Last month ¥
Sales
56,473
Expensas LAST MONTH
$1|3L|23 M $5,050
e Meals and Entert...
Employees W $500
. s B'DES - Rent or Lease
Reports OVERDUE W $450
Uhilities
5479
Taxes SD Everything else
Accounting
My Accountant

Bank acca

Amex

Bank balance
In QuickBooks

Bank of Steve

In QuickBooks

Chase Checking
In QuickBooks

PayPal
In QuickBooks

Primary Savings
In QuickBooks

Savings

@ Guickbooks.

Same look
and feel as a
using a
browser



@ Guickbooks.

Agenda

Introduction

QuickBooks Online Accountant (QBOA)
Manage Your Workflow

Accountant Toolbox

Train Your Clients
Navigation

+ Common Workflows



@ Guickbooks.




@ Guickbooks.
Invoices

Invoice from estimate

~ .
& Estimate #1011 @
AMOUNT
.
AAG Product Specialist A woody_adams@intuit.com ) )
Nvolice 1rom scratcC Copytoinvoice | v
Pending + Send later ) ) .
~ o
& Invoice #1095 & @ X
Payment Options Get set up
AAG Product Specialist v woody_adams@intuit.com BALANCE DUE
Creditcard wsa @0 == &=
$2,500.00
, .
Free bank transfer *~
. .
Billing address Terms Invoice date Due date Invoice no. I nVO I Ce fo r b I I I ab I e C h arg eS
AAG Product Specialist Net 15 - 12/12/2016 12/27/2016 1095
128 Main St N .
tucson, AZ 85701 & Invoice #1095 & ® XA
. > $2,035.00
" . P 2 : Pa Oy Get set ’
Ship via Shipping date Tracking no. Location AAG Product Specialist + | | woody_adams@intuit.com yment Options Sersatue BALANCE DUE «  Ovemight boarding
Creditcard wsa @8 -— & «  Deluxe Cat Tree
Shipping address M el et $ U . 0 D More
Free bank transfer *
AAG Product Specialist Add Open
228 Oscar Dr
Pet Name Sales Rep Pet Kind
Tucson, AZ 85710 Billing address Torms Invoice date Due date Invoice no.
Billable time
AAG Product Spocialis Net 15 - | 12122016 12/27/2016 1095 Do o 220
tucson, AZ 85701 $116.67
Ship via Shipping date Tracking no. Location
Shipping address v Add Open
AAG Product Specialist
228 Oscar Dr .
# SERVICEDATE  PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  TAX CLASS Tucson, AZ 85710 ot Ny el o L= Siiab
illable expense
. Dec 12
© 1 12122016 | PetFumiture:Burgerc, | v | Burgercushion 50 50 250000 |v v | $100.00
2 m # SERVICE DATE PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  TAX CLASS Add Open
1 o
| Addlines Clear all lines Add subtotal Subtotal $2,500.00 s " Charge #12
i Dec 12
i invoi $241.50
Message displayed on invoice Taxable subtotal $2,500.00 Add lines Clear all lines Add subtotal Subtotal $0.00 +  Deluxe CatTree
Message displayed on invoice Taxable subtotal -

Clear Print or Preview Make recurring Customize Saveandsend e PrintorProview  Makerecumring  Customize



Online Invoices

@ Guickbooks.

Sales

Expenses

Payments

Advanced

Products and services

Messages

Reminders

Online delivery

Show Preduct/Service column on sales forms
Show SKU celumn
Track guantity and price/rate

Track inventory gquantity on hand

Default email message sent with sales forms

Default message shown on sales forms

Default email message sent with reminders

Email options for sales forms
Attach sales form as pdf

@ Show sales form summary in email
Show sales form details in email

Email options for invoices

|| Onling invoice ‘

ﬂﬁ.ﬁacl* invoice as pdf




@ Guickbooks.

Online Invoices

Send email

Email

Intuit@gmail.com

Subject
Invoice 1095 from Planet Paws Pet Shop and Boarding Planet Paws Pet Shop and Boarding
Bo dy gbocareteam@gmail.com
Dear AAG Product Specialist, =
Here's your invoice! We appreciate your prompt payment.
INVOICE
Thanks for your business! o ot P
Planet Paws Pet Shop and Boarding 2 s e s DATE 12122016,
128 Main St 228 Oscar Dr DUE DATE 12227/2016  1F
Payment Options tucson, AZ 85701 Tucson, AZ 85710 TERMS Net 15
« | Creditcard wvisa @3 =, [ 3
v | Free bank transfer AcH P SN Ll
Staff:Allocated Labor 50 15.00 —
BALANCE DUE $750.00
v
4 »

Cancel Sendandclose




Online Invoices

@;@ Planet Paws Pet Shop and
=2 Boarding

INVOICE DUE DATE BALANCE DUE

1096 12/27/2016  $750.00

View invoice

Dear AAG Product Specialist,
Here's your invoicel We appreciate your prompt payment.

Thanks for your businessl
Planet Paws Pet Shop and Boarding

Invoice

Invoice 1027

Due date

Balance due $200.00

[ Invoice detail

December 14, 2016

C&) Activity

INVOICE

Payments
1234 N MAIN AVE
&M TUCSON, AZ 85705

i (888)888-8888

ryan_kelley@intuit.com

@

Infurt

quickbooks.




@ Guickbooks.
Online Invoices

@ Attachments Maximum size: 25MB Activities

Show existing
Post

o December 12,2016

TODAY

AAG Product Specialist Viewed this invoice.

r 19 1920 nm IS Manaiintain Stansda
Dec 12, 1:29 pm US Mountain Standard Time

You Sent this invoice.

N 19 . nm IS My ntain Standar Iim
vec 1z, 1:.2Zpn US Mountain Standard Time

Privacy

Printor Preview  Makerecurring  Customize ~ More Save Saveandsend v




@ Guickbooks.
Online Invoices

Pay invoice #1027

Payment method

Credit card Bank

Credit card number

‘ Credit card number ‘

Expiration date Security code Billing ZIP code

MM

H YY ‘ ‘ CIL:{C ‘ ‘ ZII.ID ‘

Cardholder name

‘ Cardholder name ‘

¥ Save payment method to pay faster next time

Payment amount

$200.00

Click Send payment to agree to the Terms of Service and Privacy Policy and authorize

Intuit to charge $200.00 to your card on December 14, 2016.

Send payment




Status & Balance Updated on Online Invoice

Forney Accountancy

Invoice

7 Invoice detail

Forney Accountancy

Invoice

-
TR AW _TOITIBYCDR, COm
INVOICE
dctivity
BILL TO INVOICE # 3497
MEBE Raimondi DATE 12/21/2016

TERMS Due on rece




Recelve Payment

@ Guickbooks.

Golliday Sporting Goods:Joe Bl | * ‘ Find by invoice no. |

Payment date

D6/24/2017
Payment method Reference no.
Check - 1455

QOutstanding Transactions

‘ Filter w ‘-’1\”

DESCRIPTION

&) [

Invoice # 104 (04/01/2018)

<]

Invoice # 114 (05/01/2018)

<]

Invoice # 43 (06/01/2018)

Invoice # 146 (07/01/2014)

<]

Deaposit to

Undeposited Funds

Get paid 2 times faster Accept payments online

Credit card visa [ =

DBCIVER

DUE DATE

05/01/20156

05/31/2016

07/01/2018

07/31/2016

ORIGINAL AMOUNT

107.75

107.75

107.75

107.75

AMOUNT RECEIVED

$431.00

Amount received

431.00
OPEN BALANCE PAYMENT
107.75 107.75
107.75 107.75
107.75 107.75
107.75 107.75




Sales Receipt

Infult

quickbooks.

(%' Sales Receipt

D Zand lmer

Eilling address Salesz Receipt date
Army Lautarbach 0&8/24/2017
Amy's Bird Sanctuary

4381 Finch 5t.

Bayshore, CA 94325 _
: Crew #

Payment method Reference no.

Check - A177

# | PRODUCT/SERVICE DESCRIFTION

Addlines || Clsarall lines

Message displayed on szles recsipt

Thank you for your buziness and have & great day!

Memo

Army's Bird Sanctuary - Bird=@Eintuit.com

Co/Boc

Deposit to

Undeposited Funds

o ) Weakly P—
0‘ 1 | Landzcaping:Gardenin | w Weekly Gardening Service

Put your billing on cruise control. Set up recurring eales recsipte

visa [ & === oon

$220.00

QTY RATE

=
1]
]

Subtotal
Taxshle subtotal $0.00

California - | 3%

#

Diiscount percent v

Total

Amount received

Balance due

AMOUNT | TAX

® X

AMOUNT

L] |

$220.00

0.00
$0.00

$220.00
$220.00

50.00




@ Guickbooks.
Deposit Undeposited Funds

(& Deposit ®@ X

AMOUNT

Checking ~  Balance $37,307.03 Date = 12/12/2016 $ 1 2 5 U U 0
, L]

Show payments for this location: | _ All Locations- ~

Select Existing Payments

- RECEIVED FROM DATE TYPE PAYMENT METHOD MEMO REF NO. AMOUNT
v General Customer 10/25/2016 Sales Receipt Credit Card v 250.00
v General Customer 11/01/2016 Sales Receipt Credit Card v 250.00
v General Customer 11/08/2016 Sales Receipt Credit Card v 250.00
v General Customer 11/15/2016 Sales Receipt Credit Card v 250.00
v General Customer 11/22/2016 Sales Receipt Credit Card - 250.00
General Customer 11/29/2016 Sales Receipt Credit Card v 250.00
General Customer 12/06/2016 Sales Receipt Credit Card v 250.00
General Customer 12/12/2016 Payment Credit Card - 307.88

Cancel Clear Print Make recurring Save and new




Credit Memo or Refund

& [Ccredit Memo #1098 |

AAG Product Specialist

Billing address
AAG Product Specialist

128 Main St
tucson, AZ 85701

# SERVICE DATE

Send later

Credit Memo Date

12/12/2016

Pet Name

PRODUCT/SERVICE

Credit to A/R

Sales Rep Pet Kind

DESCRIPTION

@ X

AMOUNT TO REFUND

$120.00

@ Guickbooks.

¢ [Refund Receipt #1098 |

Billing address

© 1 1212208
2
Add lines Clear all lines

Message displayed on credit memo

Memo

Cancel Clear

Services:Boarding

Overnight boarding

Print or Preview

Make rect

AAG Product Specialist v

h

Refund Receipt date

1 12/12/2016

Add lines Clear all lines

Message displayed on refund receipt

Services:Boarding

AAG Product Specialist 12/12/2016

128 Main St

tucson, AZ 85701

Pet Name Sales Rep

Payment method Refund From Balance

Credit Card v Checking $37.307.03

Enter credit card details
Refund payments in QuickBooks
# SERVICE DATE PRODUCT/SERVICE DESCRIPTION

Overnight boarding

Order chec!

® X

Credit to bank or credit

card

Pet Kind

Print or Preview

AMOUNT

$360.00

Refund Receipt no.

1098
Location
v
QTy RATE AMOUNT TAX CLASS
12 30 360.00 v i
m
Subtotal $360.00

Taxable subtotal $360.00

Save and new

4




Sales: Sales Tab

Infurt
@ quic

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Sales Transactions

Unbilled Last 365 Days

$6,429

3 ESTIMATES

Last 365 Days Invoices X

\F‘ Batch actions « ‘

OO0 o4

Products and Services

$62,803

22 UNBILLED ACTIVITY

DATE =

06/07/2017

06/01/2017

05/01/2017

04/01/2017

03/01/2017

TYPE

Invoice

Invoice

Invoice

Invoice

Invoice

NO.

1524

1590

1588

1586

1582

Unpeid Last 365 Days

$13,910

16 OVERDUE

L

Cpen ¥ Clear filter / View all

CUSTOMER

AReslly G...

Golliday 5...

Golliday 5...

Golliday S...

Golliday S...

DUE DATE

07/07/2017

07/01/2017

05/31/2017

05/01/2017

03/31/2017

AGING

24

54

a5

o
Rt \\E\\\\H

BALANCE

52.611.62

3107.75

3107.75

3107.75

3107.75

Paid

TOTAL

52.611.62

3107.75

3107.75

3107.75

3107.75

o]

$1,000

1 PAID LAST 30 DAYS

STATUS

QOpen

Open

Overdue

Owverdue

Owverdue

ACTION

Receive payment

Receive payment w

Receive payment

Receive payment «

Receive payment «

kbooks.



Sales: Customer Tab

@ Guickbooks.

Dashboard All Sales |' Customers | Products and Services
Bankin
: Customers
Sales
) Unbilled Last 365 Days
Expenses

$6,429 $62,803

115 UNBILLED ACTIVITY

3 ESTIMATES

Employees

Reports

Taxes

CUSTOMER ~ /  COMPANY

Accounting

A Barter Customer [~
My Accountant

A customer

00O O 0 ea

A New Customer [~]

$13,910

16 OVERDUE

‘ Batch actions ‘ Find a customer or compan

New customer -

Unpaid Last 365 Days Paid

G-

Q
PHONE OPEN BALANCE ACTION
$1,000.00 Receive payment w
50.00 Create invoice w
£12,850.00 Receive payment w




ustomer Detall Page

@ Guickbooks.

-
I

Dashboard

Banking

Seles

Expenses

Employees

Repors

Taxes

Accounting

My Accountant

Amy's Bird Sanctuary = &

Amy's Bird Sanctuary

Add notes

Tranzaction List

4581 Finch 5t., Bayshore, CA 24324

Cusztorner Detailz

| Eatch actions | | Filtar w |

-

D DATE + TYFE NO.
[ ] o0s/28/2017 | Payment

D 05/27/2017 | Fayment 4552

| Edit |
OFPEN
OVERDUE
Amy's Bird Sanctuary = &
Amy's Bird Sanctuary 4581 Finch 5t., Bayshore, CA 94324
Add note=s
Transaction List Customer Details
: ACTION

Customar Amy's Bird Sanctuary Billing address 4581 Finch 5t

Bayshaore, CA
Email Bird =®@Intuit.com SLEEE
Phone (450) 555-3311 Shipping address fs.?t‘l =i'1cf‘FE‘::.

Bayshore, CA

043246
Maobila
Fax

Payment method
Wabsite
Preferred delivery  Frint

Notes

[.HJ Attachments Maximum siz=: 25ME

Exemption details




@ Guickbooks.

PURCHASES




@ Guickbooks.

Aaron E Berhanu

Mailing address

Aaron E Berhanu
Maple Leaf Inc.
6789 Expensereport
Chicage, IL 12345
United States

v Account details

v ltem details

Cancel Clear

# PRODUCT/SERVICE

Terms

- Net 15

DESCRIPTION

# ACCOUNT
1
2
Add lines Clear all lines

DESCRIPTION

1 Deog and Cat Toys:Butterfly swi Butterfly swarm toy

2 £ Pet Bedding:Cosy blanket (y. Cosy blanket (yellow)

Bill date

12/13/2016

Due date

12/28/2016

AMOUNT

QaTty RATE AMOUNT
50 1 50.00
50 1 50.00

Make recurrin

BILLAELE

BILLAELE

TAX

TAX

CUSTOMER

CUSTOMER

® X

BALANCE DUE <

$100.00

Bill no.
Location
Location A v
CLASS
m
o
CLASS
m
i

Save Saveandnew v




Bill Payments

& Bill Payment #To print

AMOUNT PAID

Aaron E Berhany| v Checking v | Balance $37,112.03 $ 2 U U 0 U
.

quickbooks.

Mailing address Payment date

& PayBills ® X
Aaron E Berhanu = 12/13/2016
Maple Leaf Inc. TOTAL PAYMENT AMOUNT
6789 Expensereport Payment account Payment date Starting check no.
Chicago, IL 12345
Unitad States v Checking v | Balance $37,312.03 12/13/2016 To print v Print later $ 3 0 0 U U
.
Filter v Last 365 Days 2 open bills, 1 overdue @
Outstanding Transactions —-  PAYEE REF NO. DUE DATE OPEN BALANCE CREDIT APPLIED PAYMENT TOTAL AMOUNT
Filter All '  Aaron E Berhanu 10/06/2016 € $200.00 200.00 $200.00
v 100.00 100.00
DESCRIPTION Aaron E Berhanu 12/28/2016 S 100.00 S
2 bills selected $300.00 $0.00 $300.00 $300.00
Bill (09/23/2015)
Total payment (USD) 300.00 1-20f2

v Bill (10/06/2016)

Bill (12/13/2016)

Current account balance $37,312.03
Total payment -$300.00

New account balance $37,012.03




Checks

(& Check #1B6

Big Pet Vendor

Mailing address

Big Pet Vendor

v Account details

# ACCOUNT

(+] 1| Auto

Add lines Clear all lines

» [tem details

Memo

Cancel Clear

- Checking

Payment date

12/13/2016

DESCRIPTION

Balance $37,112.03

Print check

If entering after the fact,
enter the check number

@

AMOUNT

$600.00

Check no.

16

Infult

quickbooks.

(& Check #To print

Big Pet Vendor - Checking
Mailing address Payment date
Big Pet Vendor 12/13/2016

v Account details

# ACCOUNT DESCRIPTION

1 Auto

Add lines Clear all lines

» Item details

Memo

Balance $37,112.03

Print check

Order checks

If you want to
print, check Print

AMOUNT BILLABLE TAX  CUSTOMER

600.00

@

AMOUNT

$600.00

Check no.

To print

+ | Print later

Location
CLASS
i
10
Total $600.00

Save and new



@ Guickbooks.

Print Checks

Create _‘
Customers Vendors Employees Other
Invoice Expense Payroll # Bank Deposit Prl nt a batCh Of CheCkS by
Receive Payment Check Single Time Activity Transfer CI ICkI n g O n P rl nt C h eCkS fro m
Estimate Bill Woaekly Timeshest Journal Entry i
Credit Memo Pay Bills Statement the QUICk Create menu
Sales Receipt Purchase Order Inventory Qty
Adjustment
Refund Receipt Vendor Credit
Delayed Credit Credit Card Credit —
Delayed Charge Print Checks
Print Checks
Checking v Balance $37,112.03 2 checks selected $560.00 Add check
Starting check no.

I Remove from list Sort by Date / Order created ¥ Show all checks ~

+  DATE TYPE PAYEE AMOUNT

| 09/20/2016 Check Car Park $360.00

v 12/13/2016 Bill Payment (Check) Aaron E Berhanu $200.00

1-2




@ Guickbooks.
Expenses

&' Expense & ® X
AMOUNT -
1099 SC v = v | Balance $6,792.34 $ 5 U D D 0
: ]
+ Add new
Cash on hand Bank
Payment date Payment meth Ref no.
Chase Checking 123 Bank
12/13/2016
Checking Bank
Location

Money Market - First National BankBank

Visa Credit Card
v Account details
# ACCOUNT DESCRIPTION AMOUNT BILLABLE TAX  CUSTOMER CLASS
1 Advertising 500.00 o Andres, Cristina 1
2 11
Add lines Clear all lines
» ltem details
Memo Total $500.00

Cancel Clear Make recurring Save Save andclose «




Vendor Credits

Infurt
@ quic

kbooks.

(% Vendor Credit

Appleby's

Mailing address

Appleby's

v Account details
# ACCOUNT

(4] 1 Advertising

Add lines Clear all lines

» ltem details

Memo

Cancel

Payment date

12/13/2016

DESCRIPTION

refund

Make recurring

AMOUNT BILLABLE

100.00

TAX  CUSTOMER

sl

Ref no.

Location

CLASS

Total

® X

CREDIT AMOUNT

00.00

v ||
@
$100.00




@ Guickbooks.

Credit Card Credits

(5 Credit Card Credit ® X
AMOUNT
1099 5C v | Visa v  Balance $7,292.34 S 2 0 U U U
.
Payment date Ref no.
12/13/2016
Location
v Account details
# ACCOUNT DESCRIPTION AMOUNT BILLABLE TAX CUSTOMER CLASS
1 Advertising 200.00 Andres, Cristina i
2 m
Add lines Clear all lines
» Item details
Memo Total $200.00

Saveandnew v

Cancel Clear Make recurring




@ Guickbooks.
Expenses: Expense Ta

Expense Transactions Print Checks | v ‘
‘ Filter v | | a5t 365 Days

T ‘ Batch actions w
v ke o NO. PAYEE CATEGORY TOTAL ACTION
v CHege Order 1015 Big Pet Vendor Inventory Asset $75.00 Send «
v 12113/2. Expense 1099 sC Advertising $500.00
v 12/13/2... Bill Payment (Check) Aaron E Berhanu $200.00 Print check
v 12/13/2.. Bill Aaron E Berhanu -Split- $100.00 Make payment
v 12/13/2.. Purchase Order 1016 Aaron E Berhanu Inventory Asset $400.00 Send »
| 12/12/2..  Purchase Order 1014 Big Pet Vendor Inventory Asset $3.00 Send v
v 12/12/2..  Expense Bridget O'Brien Advertising $100.00
v 12/12/2... Expense Car Park Travel Meals $50.00
v 12/10/2... Expense Comcast Internet Utilities $120.00
v 12/07/2... Expense ComEd Utilities $67.93




@ Guickbooks.

Expenses: Vendors Tab

Vendors

Prepare 1099s | = New vendor

Unbilled Last 365 Days Unpaid Last 365 Days

$10,019

55 PAID LAST 30 DAYS

$11,296

5 PURCHASE ORDERS

J ‘ Batch actions ¥ Find a vendor or company Q e
VENDOR & / COMPANY PHONE EMAIL OPEN BALANCE ACTION
1099 SC $0.00 Create bill +
1099 SC
Aaron E Berhanu [~ 555.5558 Theboss@yahoo.com $1,334.00 Make payment v
Maple Leaf Inc.

Adam Saraceno [ 5555556 Bigtimer@gmail.com $0.00 Create bill
InnoVate LLC

Appleby's $0.00 Create bill +
Big Pet Vendor $0.00 Create bill v
Bridget O'Brien [7) 555.5562 QBOrocks@yahoo.com $0.00 Create bill

CustomersRus LLC

Car Park $0.00 Create bill «




Vendor Detal

| Page

@ Guickbooks.

10839 SC

1099 SC 123 main, tucosn, az 85704

Transaction List Vendor Details

I Batch actions v Filter =

DATE v TYPE

12/13/2... Expense

12/01/2... Check

12/01/2... Check

NO.

13

12

PAYEE

1099 SC

1099 SC

1099 SC

Edit

$0.00

OPEN

$0.00

OVERDUE

1099 SC

1099 SC 123 main, tucosn, az 85704

Transaction List Vendor Details

Vendor 1099 SC
Email

Phone

Mobile

Fax

Website

@J Attachments  Maximum size: 25MB

iceberg lettuce.png (65.7 kb) x

| Edit

Billing address 123 main

tucosn, az
85704
Terms Due on receipt
Company 1099 SC

Notes

|

$0.00

OPEN

$0.00

OVERDUE

| Edt |



@ Guickbooks.

BANK FEEDS




Copy Bank Description

ountant

Infurt
@ quic

kbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

=]  Michelle's Magic Shop ¥
Banking Bank Rules
For Review In Quiclﬁﬁbaks

I ‘ Batch actions All (16)
[] opae~ DESCRIPTION
[] 110672013 Officeworks Anytown
[] 11062013 Officeworks Anytown
|j 11/06/2013 Officeworks Anytown
|:| 11/06/2013 Officeworks Anytown
[ ] 110572013 Amazon
[[] 110472013 Cash Withdrawal ATM

@) Add Find match Transfer

v Uncategorized Expense

- Cash withdrawal

Excluded

Recognized (0)

PAYEE

CATEGORY OR MATCH

Uncategorized Expense

Uncategorized Expense

Uncategorized Expense

Uncategorized Expense

Miscellaneous

Uncategorized Expense

Billable

SPENT

$35.10

$38.98

$24.68

RECEIN

Go to Register

[]

Columns

El Check no.
El Payee

Transaction details
| Editable date field

E| Copy bank detail to

memao

Show bank details

Rows

150 =

E| Compact




Bank Rules: Set-Up

@ Guickbooks.

Bank and Credit Cards

Visa

$0.00

BANK BALANCE

$7,292.34

IN QUICKBOOKS

Checking ~

7 days ago

19

Checking

$0.00

BANK BALANCE

$37,112.02

Chase Checking 123

Update | =

File upload

Manage rules

inauicksoo Rule

When a transaction meets  all

Bank text v Contains

Transaction type

Expense -

Payee Category

Memo

v | of these conditions

Set one or more of the following

Class

$5,083.55
BANK BALANCE 3 hours ago
S5 N94 an
Rule name For In
| Money out All bank accounts »

Order Checks




Dowr

loaded Bank Activity

@

Checking

$0.00

BANK BALANCE

$37,112.03

Bank and Credit Cards Checking ~
Visa
$0.00
BANK BALANCE 7 days ago
$7,292.34
IN QUICKBOOKS 19

IN QUICKBOOKS

$5,083.55

BANK BALANCE

$5,094.90

3 5 IN QUICKBOOKS

Chase Checking 123

3 hours ago

22

e | D

© savetime by printing checks directly from QuickBooks! Shop compatible checks now

X

In QuickBooks

For Review

Excluded

T ‘ Batch actions v All(35)
DATE ~ DESCRIPTION
12/06/2016 Whole Foods
12/06/2016 Car Park
12/06/2016 Target
12/06/2016 Las Magaritas
12/05/2016 Natural Grocers

Recognized (5)

PAYEE

Whole Foods

Car Park

Las Magaritas

Natural Grocers

CATEGORY OR MATCH

Uncategorized Expense

LI Travel

Other General and Admin
Expenses

Payment 09/30/2016
$450.00 Las Magaritas

Meals and Entertainment

SPENT

$3.75

$18.00

$2.99

$28.47

RECEIVED

$450.00

Go to Register

ACTION

Add

Add

Add

Match

Add

Infult

quic

kbooks.



Transactions: Add or match

@ Infurt
quic

kbooks.

04

Batch actions All(7) Recognized (3)

DATE DESCRIPTION FAYEE CATEGORY OR MATCH

02/14/2017 Amazon Uncategorized Expense

k

02/13/2017 Lara's Lamination Uncategorized Expense

@®) Add Find match Transfer

SPENT

$150.00

RECEIVED

$89.99

ACTION

Add




Questions?



Thank You



