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Introduction

ost small business owners do something besides accounting; they sell

products or services. Many small business owners address accounting

only because they have to address it — to meet legal requirements, such
as reporting earnings and paying employees.

QuickBooks helps take the pain out of the process; in fact, accounting can become
downright tolerable. And QuickBooks Online (QBO) makes accounting almost
easy. Because QBO is a web-based product with mobile versions, you can securely
do what you need to do from anywhere at any time of day. And, because QBO is
web-based, you can easily share your data with your accountant — again, any-
where and at any time.

In most cases, QuickBooks Desktop users who want to stick with something they
know but now yearn for the flexibility of a web-based product won’t be disap-
pointed. QBO’s functionality will feel very familiar to them, and they can migrate
their QuickBooks Desktop company to QBO.

Accountants can easily support QuickBooks clients via QuickBooks Online Accoun-
tant (QBOA), the sister product of QBO that enables seamless collaboration
between accountants and their clients.

Use this book to help you learn how to use QBO and QBOA.

About This Book

Intuit’s web-based accounting product is really two products: End users who want
to do their accounting on the web or on mobile devices use QBO, whereas accoun-
tants use QBOA, which enables the accountant to log in to a client’s books and
make changes and queries as needed. Although much of QBO and QBOA look and
behave alike, QBOA incorporates tools that an accountant needs while working on
a client’s books. And accountants need to manage multiple client companies,
whereas end-user clients typically do not.

Introduction 1
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REMEMBER

QBO and QBOA are not for everyone. Before you commit to Intuit’s web-based
solution, you need to explore the available editions and examine the requirements
for the products.

Because these products are both similar and different, I’ve divided this book into
three parts. In the first part of the book, I examine what QBO and QBOA are — and
what they aren’t — and I describe what you need to be able to use QBO and QBOA.
I explain the various editions available and the product costs at the time I wrote
this book, and I describe the available features.

The second part of the book focuses on using QBO and is aimed at the end user;
but, the accountant who opens a client’s company via QBOA will be able to use the
same tools that the end user uses to manage lists, enter transactions, and print
reports.

The third part of the book is aimed at the accountant and covers using QBOA.

I don’t pretend to cover every detail of every feature in QBO or QBOA. Instead, I've
focused on covering the tools I think most users will need as they navigate QBO
and QBOA.

As I discuss in Chapter 2, there are different versions of QBO; I used QBO Plus as I
wrote this book because it contains the most features. Users of other versions
might find references in this book to features they don’t have because they aren’t
using the Plus version.

Before we dive in, let’s get a few technical convention details out of the way:

¥ Text that you're meant to type as it appears in the book is bold. The exception
is when you're working through a list of steps: Because each step is bold, the
text to type is not bold.

3 Web addresses and programming code appear in monofont. If you're reading
a digital version of this book on a device connected to the Internet, note
that you can tap or click a web address to visit that website, like this:
www . dummies.com.

¥ You can use QBO and QBOA from their Android and iOS apps, from the
Windows desktop app (which works on Windows desktop computers, tablets,
and laptops, but not on Windows phones) or from Chrome, Firefox, Safari, or
Internet Explorer. At the time | wrote this book, a variety of issues existed if
you tried to use QBO and QBOA with Microsoft Edge. In my experience, QBO
and QBOA function best in Chrome. For that reason, | used Chrome through-
out this book and I've devoted The Part of Tens chapters in this book to

QuickBooks Online For Dummies
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Chrome so that, if you aren’t familiar with Chrome, you can get up and
running more quickly.

3 When I discuss a command to choose, | separate the elements of the
sequence with a command arrow that looks like this: => . For example, when
you see Chrome Menu = Settings, that means you should click the Chrome
Menu button (on the right side of the Chrome screen — see Chapter 16 for a
description of Chrome's screen elements) — and, from the drop-down menu
that appears, click Settings.

Foolish Assumptions

I had to assume some things about you to write this book. Here are the assump-
tions I made:

¥ You know that you need to manage the accounts for your business, and you
might even have some sort of setup in place to record this information. | don't
assume that you know how to do all of that on a computer.

¥ You have some interest in managing the accounts for your business using a
web-based product.

¥ You are probably but not necessarily a QuickBooks Desktop edition user.

¥ You have a personal computer or Mac (that you know how to turn on). Your
PC must be running Microsoft Windows 7, Windows 8.1, or Windows 10; |
wrote this book using Windows 10. Your Mac must be running OS X 10.6 or
later.

3 You might have purchased an edition of QuickBooks Online, but not
necessarily.

Icons Used in This Book

Think of these icons as the fodder of advice columns. They offer (hopefully) wise
advice or a bit more information about a topic under discussion.

TIP

This icon points out juicy tidbits that are likely to be repeatedly useful to you — so
please don’t forget them.

REMEMBER

Introduction 3



& Mr. Spock! Scotty! Red Alert! Well, okay, it’s really not life-threatening. In this
book, you see this icon when I’m trying to help you avoid mistakes that can cost

WARNING  ITIONEY.

e When you see this icon, you’ve come across material that isn’t critical to under-
9, stand but will satisfy the curious. Think “inquiring minds want to know” when

TecunicaL  You see this icon.
STUFF

Beyond the Book

In addition to the content in this book, this product also comes with a free access-
anywhere cheat sheet that gives you keyboard shortcuts for QBO and QBOA and
some handy tool buttons in QBO. To get this cheat sheet, simply go to
www . dummies . com and search for “QuickBooks Online For Dummies Cheat Sheet”
in the Search box.

Where to Go from Here

Simply turn the page. Seriously. You can dive in anywhere you want and come
back as often as you like. You don’t have to read through this book cover to cover
because each section stands alone and provides step-by-step instructions for
common tasks. You should consider this book a reference that you use when you
need it.

That said, if you’re just getting started with QBO or QBOA, you might want to turn

the page and follow, in order, the chapters in Part 1. Then feel free to explore any
topic you want, using the table of contents or the index to help you find a topic.

4. QuickBooks Online For Dummies
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Getting Started
with QBO
and QBOA



IN THIS PART ...

Examine what QBO is and what it isn't.
Learn the requirements to use QBO.

Meet the QBO interface.
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IN THIS CHAPTER

» Taking a first look at QuickBooks
Online and QuickBooks Online
Accountant

» Considering the cloud

» Meeting requirements to use QBO
and QBOA

Chapter 1

Introducing QBO
and QBOA

uickBooks Online (QBO) and QuickBooks Online Accountant (QBOA) are

web-based products you can use to manage your business’s accounting.

This chapter introduces these products and discusses whether you should
move into the cloud to manage your accounting. It also examines the system
requirements for these products.

QBO for the Client and QBOA
for the Accountant

QuickBooks Online offers you the ability to manage your business’s accounting in
the cloud. The software is divided into two products: one for end users and the
other for accountants. Interfaces for both products are available on multiple
platforms.

QuickBooks Online (QBO) is the cloud-based product for end users who need to
perform typical accounting tasks. QBO is based on the same principles as the
QuickBooks Desktop product — that is, it uses lists to, for example, manage cus-
tomers and vendors, and it includes transactions similar to the ones found in the

CHAPTER 1 Introducing QBO and QBOA 7
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QuickBooks Desktop product. But, QBO is not simply a “rewrite” of the Quick-
Books Desktop product for the web. It was designed and developed as a new prod-
uct, optimized for web-based usage.

QuickBooks Online Accountant (QBOA) is the cloud-based portal that accountants
use to access client QBO companies, work in them, and communicate with clients.
QBOA also comes with one free company that accountants can use to track their
own businesses.

Comparing interfaces

QBO and QBOA were initially written and optimized to be used in the major web
browsers — Chrome, Firefox, Safari, and Internet Explorer. Later, Intuit added
QBO apps that you can use for iOS and Android mobile devices. Intuit also offers a
desktop version of QBO referred to in this book as, cleverly, QBO Desktop; this
version is not a mobile app in the sense that it won’t work on a Windows
phone . . . but it will work on any Mac or Windows computer, including “portable”
computers like laptops and tablets, making it somewhat mobile.

In this section of the book, you explore what QBO and QBOA look like in a browser;
the next section explores what the QBO Desktop edition looks like as well as
detailing some of the things you can do in the iOS and Android mobile app ver-
sions of QBO.

In a browser, an open company in QBO looks similar to the one shown in
Figure 1-1.I cover the interface in more detail in Chapter 3, but for the time being,
the most important thing to notice is the Navigation bar that runs down the left
side of the screen. If you’ve been a QuickBooks Desktop user and you’ve used the
Left Icon Bar in that product, you might find the Navigation bar a familiar tool.
The Left Icon Bar and the Navigation bar work the same way; you click a link in
either of them to navigate to a portion of the program.

Clicking the three-striped button beside the QuickBooks logo above the Naviga-
tion bar enables you to collapse the Navigation bar to view just the icons (and
clicking it again expands the Navigation bar back to the view in Figure 1-1). When
you collapse the Navigation bar (you see an example of it collapsed in Chapter 3),
you have more screen real estate to view the right side of the QBO interface.

At the top of the screen, you see tools that help QBO users create transactions,
search for existing transactions, and view settings for the QBO company.

Figure 1-2 shows what an accountant sees immediately upon logging into
QBOA. The Navigation bar changes to support an accountant’s needs; you can read
more about the QBOA interface in Chapter 11.

PART 1 Getting Started with QBO and QBOA



FIGURE 1-1:
An open
company in QBO.

FIGURE 1-2:

The first view an
accountant has
when he opens
QBOA.
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When an accountant opens a client’s company from within QBOA (see Figure 1-3),
the interface resembles what a client sees, with some minor differences. Compare
Figure 1-1 with Figure 1-3. First, you know you’re using QBOA because the top of
the Navigation pane shows QuickBooks Accountant. Second, the tools used to
search for a transaction, go to a report, and view recent transactions are combined
into one Search box near the right side of the screen. And third, the Accountant
Tools menu (the briefcase icon) displays tools not found in QBO that help accoun-
tants manage client companies.
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FIGURE 1-3:
An open
company in
QBOA.
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Even though an open company looks a bit different depending on whether you
open it using QBO or QBOA, the basic functionality doesn’t really change, other
than accountants have more options than end users have.

Because QBOA contains functionality that QBO doesn’t have, I’ve organized this
book so that QBO users can focus on Part 2 when using the product, and QBOA
users can use the information in both Parts 2 and 3 to work in a company online.

Taking a look at QBO Desktop
and QBO Mobile

You can work with QBO and QBOA without using a browser; you can use QBO
Desktop or you can use the iOS or Android apps.

Introducing QBO Desktop

If you prefer, you can work with QBO using QBO Desktop; it’s purported to run
faster than QBO in your browser, but I'll let you judge for yourself. To download
QBO Desktop, use your browser to navigate to the QBO sign-in page:
gbo.intuit.com, shown in Figure 1-4. On the left side of the page, you’ll see a
Download It Free button; click it and follow the on-screen instructions to down-
load and install QBO Desktop.

Both Windows and Mac users can use QBO Desktop; what you download from the
QBO sign-in page works on both platforms. Ingenious, don’t you think?

PART 1 Getting Started with QBO and QBOA
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WARNING

FIGURE 1-4:

You can
download and
install QBO
Desktop from the
QBO sign-in page.

TIP

The word “app” has become a buzzword and is often used when it probably
shouldn’t be. In this chapter, I’'m using the word “app” only when I refer to the
mobile versions of QBO and QBOA that support a touch interface and are available for
download from the Google Play Store or the Apple App Store. In many places
online, you’ll find references to a QBO Windows app — and, at the time I wrote
this, there is no Windows app. There is QBO Desktop, which allows Windows users
(except Windows Phone users) to use QBO while being mobile — on, for example,
laptops and tablets — but QBO Desktop does not support a touch interface and
therefore, I’m not calling it an app.
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Figure 1-5 shows QBO Desktop with a QBO company open, and Figure 1-6 shows
QBOA just after opening it in QBO Desktop (but before opening any client company).

If you compare Figure 1-5 to Figure 1-1 and Figure 1-6 to Figure 1-2, you’ll notice
that, once again, QBOA users have the same additional options in QBO Desktop
that they have in a browser. The menus at the top of the screen are the biggest
visual difference between QBO and QBOA in QBO Desktop and QBO and QBOA in a
browser. If you’ve been a QuickBooks Desktop product user, you know that you
can use the menus to navigate. Under the hood, QBO Desktop offers some options
that you won’t find readily available in a browser, such as the ability to work in
multiple windows.

CHAPTER 1 Introducing QBO and QBOA 11



FIGURE 1-5:
QBO while
working in QBO
Desktop.

Dashboard
Banking
Sales
Expenses
Employees
Reports
Taxes

Acesunting

Apes

@ QuickBoeks - QuickBocks

QuickBooks

File Edit View Create Company Navigaie Repons Window Help

= Dannys Landscaping & Garden Supply

Income

80 s

80

50

Profit and Loss

$0

Danny's Landscaping & Garden Supply

Expenses
$0
wso
W50
mso
Sales

$0

Danny's Landscaping & Garden Supply

Bank accounts

Che

Gotoregisters ¥

File Edit View

YOUR PRACTICE
I Clients

Team

Create Company

@ Clients - QuickBooks

Navigste Reperts Window Help

QuickBooks Online for Dummies

Rarons clients (4]

QuickBooks Online for Dummies v

BN ¢ & ©

PAYROLL TAX

FIGURE 1-6:
QBOA while
working in QBO
Desktop.
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Understanding QBO mobile apps

At no additional cost to you, mobile apps are also available for iPhones, iPads, and
Android devices. The i0S and Android apps are optimized for touch interaction
and on-the-go workflows like customer management, invoicing, estimates, and
signatures. You also can use the mobile apps to track the status of invoices, take
payments, reconcile bank accounts, capture expenses, and check reports. And,
you’ll find Pinch and Zoom functionality in the mobile apps and in browsers on

mobile devices.

PART 1 Getting Started with QBO and QBOA
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You can get the mobile apps here: https://quickbooks.intuit.com/mobile. In
addition to using the QBO mobile apps for iOS and Android, you also can access
QBO from your mobile device’s browser at https://gbo.intuit.com.

New features are added often to the mobile apps. For example, you can customize
invoice templates from the browser-based QBO and from QBO Desktop. You can
customize templates from mobile devices but not using mobile apps; instead, use
the browser-based QBO on your mobile device.

Be aware that the browser-based version of QBO and QBOA has additional func-
tionality and keyboard shortcuts geared towards more in-depth business account-
ing tasks.

So, take your choice; you’re not limited: Work in a browser, work in QBO Desktop,
or work in a mobile app, depending on your needs at the moment.

Understanding the Cloud

©
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Just to make sure we’re on the same page here, I’'m defining the cloud as software
and data housed securely in remote data centers (not on your office premises) and
accessed securely using the Internet. Working in the cloud can increase your effi-
ciency by offering you the opportunity to work anywhere, communicate easily
with others, and collaborate in real time.

Regardless of whether you use QBO or QBOA in a browser, in QBO Desktop, or in
an app, both the software and the data are housed on servers controlled by Intuit
and accessible via the Internet.

In the traditional model of software use, you buy software and install it on your
computer. Or you might buy the software and install it on a vendor’s server. QBO
and QBOA fall into the category of Software as a Service (SaaS). You typically don’t
buy SaaS software; instead, you rent it (that is, you purchase a subscription).

Because SaaS$ software is typically web-based software, you (also typically) access
SaaS software over the Internet using a browser. A browser is software installed on
your local computer or mobile device that you use to, well, browse the Internet,
looking up cool stuff like what the stock market is doing today, what kind of
weather can you expect on Friday when your vacation starts, how to get to your
boss’s house for the party he’s having, and — oh, yes — to work with web-based
software such as QBO and QBOA. In the case of QBO and QBOA, you can work with
these web-based SaaS products using a browser, using QBO Desktop, or using an
app you download to your mobile device.

CHAPTER 1 Introducing QBO and QBOA 13
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Using web-based software can be attractive for a number of reasons. For example,
using web-based software, you have access to that software’s information any-
where, anytime, from any device — stationary or mobile.

Some folks see the “anywhere, anytime” feature as a potential disadvantage
because it makes information too readily available — and therefore a target for
hackers. Intuit stores your data on servers that use bank-level security and
encryption, and Intuit automatically backs up your data for you. Other folks see
the “anywhere, anytime” feature as a disadvantage for exactly the reason that
they have access to the software’s information anywhere, anytime, and from any
device, offering the opportunity to work more than they’d like. You are in charge
of your life, so . . . no comment on this “disadvantage.”

In addition, web-based software like QBO and QBOA promotes collaboration and
can help you save time. Using QBO and QBOA, accountants, bookkeepers, and
clients can communicate about issues that arise, as described in Chapter 14.

Then there’s the issue of keeping software up to date. Desktop software such as
traditional QuickBooks is updated typically once each year. Unlike their desktop
cousin, QBO and QBOA are updated every two to four weeks.

Because updating occurs so frequently to QBO and QBOA, by the time this book is
published, things (and screens) might have changed. Actually, make that “prob-
ably have changed.”

Should You Move to the Cloud?

14

Before you make the move to the cloud, you should consider the needs of your
business in the following areas:

¥ Invoicing, point of sale, electronic payment, and customer relationship
management

¥ Financial and tax reporting

¥ Budgeting

¥ Time-tracking and payroll

3 Inventory, job costing, and job scheduling

¥ Managing company expenses and vendor bills

PART 1 Getting Started with QBO and QBOA
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System

Beyond the advantages described in the preceding section, the particular needs of
a business might dictate whether you can use QBO. For example, QBO won’t work
for you if your business has industry-specific needs or is mid-sized and needs to
use ODBC-compliant applications. In addition, QBO won’t work for you if you
need to

¥ Track your balance sheet by class.

3 Process more than 350,000 transactions annually.

¥ Track labor costs.

3 Manage a robust inventory that supports making and selling finished goods.

¥ Prepare and track progress invoices.

In any of these cases, you would probably be better off with one of Intuit’s
“designed for desktop use” products like traditional QuickBooks Pro or Quick-
Books Premier.

When QBO and QBOA were first released, the U.S. version didn’t support multiple
currencies. That feature has been added to both products. And, you can set a
“home currency” without enabling multicurrency support. See Chapter 3 for more
information.

Requirements

Using a web-based software product typically doesn’t require a lot of hardware
and software; in fact, the demands of QBO and QBOA aren’t extensive. In particu-
lar, you need a Windows or Intel-based Mac computer using Windows 7, 8.1, or 10,
or OSX 10.6 or later. You also need:

3 AnInternet connection — Intuit recommends a high-speed connection
3 One of the four supported Internet browsers:

Google Chrome

Mozilla Firefox

Microsoft Internet Explorer 10 or higher

Safari 6.1 if your operating system is iOS 7 or higher

CHAPTER 1 Introducing QBO and QBOA 15
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At the time I wrote this, several issues had been identified when using Microsoft
Edge, so, you can try, but temper your expectations. If something doesn’t work as
you’d expect, try a different browser. In this book, I use a Windows 10 desktop
computer and the Chrome browser.

Although QBO and QBOA work in all the major browsers, they work best, in my
experience, in Chrome, with Firefox coming in a close second. Therefore, I use
Chrome throughout this book, and the Part of Tens chapters cover using Chrome
so that you can get comfortable with that browser. If you’re a Firefox user, give
QBO and QBOA a try in Firefox.

The requirements for the QBO Desktop and the mobile apps are basically the same
as those outlined here, except that you won’t really need a browser on your device
(although you’ll probably have one). You'll still need an Internet connection and
be aware that, although new features are added to the mobile apps all the time, the
mobile apps do not support all features of QBO and QBOA.

Whether you work on a desktop computer or on a mobile device, the computer or
device needs to meet the basic requirements of the operating system you use on
that computer or device — and then some. For example, if you’re using a Windows
desktop computer, you need the amount of RAM (random access memory) speci-
fied by Microsoft to load Windows on the computer before you ever launch your
browser. If you don’t have sufficient RAM to run the operating system, you
certainly won’t be happy with the behavior of QBO and QBOA. You won’t be happy
with the behavior of the computer, either.

Basic requirements (and I stress the word basic) for a Windows 7, 8.1, and 10 com-
puter, as specified by Microsoft, are

¥ 1-gigahertz (GHz) or faster 32-bit (x86) or 64-bit (x64) processor
¥ 1 gigabyte (GB) of RAM (32 bit) or 2GB of RAM (64 bit)

¥ 16GB of available hard disk space (32 bit) or 20GB (64 bit)

¥ Adisplay that supports at least 800 x 600 dpi

¥ DirectX 9 graphics device with WDDM 1.0 or higher driver

These versions of Windows work with multi-core processors, and all 32-bit ver-
sions of Windows can support up to 32 processor cores, whereas 64-bit versions
can support up to 256 processor cores.

And a word on the word basic. You’ll be a whole lot happier if your desktop com-
puter components have higher numbers than the ones listed above. If you have a
computer that’s fairly new — say, three to four years old — you might need only

PART 1 Getting Started with QBO and QBOA
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to add some RAM or possibly hard disk space. If your computer is older than three
or four years, you should consider purchasing new equipment, simply because
you’ll be unbelievably happier with the computer’s performance. Technology
continues to improve dramatically in short spurts of time.

If you buy a new computer, you don’t need to worry about much to meet more
than the basic requirements. I’'m pretty sure you can’t buy a new computer con-
taining a 1-gigahertz processor; most computers today come with at least
2.5-gigahertz processors and they support better graphics than the DirectX 9
graphics listed in the basic requirements. And most monitors available for pur-
chase today don’t support low resolutions such as 800 x 600; you most likely own
a monitor that supports much higher resolution. In my opinion, 1GB of RAM is
insufficient; your desktop computer should have at least 4GB of RAM, and you’ll
be much happier if it has 8GB of RAM. On the hard drive requirement, if you don’t
have the 16GB or 20GB of available space specified, you probably should be con-
sidering a hard drive replacement for your computer.

QBO and QBOA have their own hardware requirements — that exceed Microsoft’s
basic requirements. Visit this page to see the system requirements for QBO and
QBOA:

https://community.intuit.com/articles/1145516-system-requirements—for—
quickbooks-online

If you want to use QBO Desktop, visit this page to see system requirements:

https://community.intuit.com/articles/1458875-quickbooks-windows—app-
general-support

The amount of RAM your computer can successfully use depends on the com-
puter’s architecture — in particular, if your computer uses a 32-bit process, as
older computers often did, your computer might not be able to “see” more than
4GB of RAM. So, you could put 16GB of RAM in the computer and only be able to
use 4GB. And part of that 4GB goes to other stuff, like your video card; so, with
most 32-bit processors (there are a few exceptions), your computer can use only
3GB of RAM. Bottom line here: Newer computers use 64-bit processors and can
take advantage of much more RAM, which makes them much faster.

CHAPTER 1 Introducing QBO and QBOA 17
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IN THIS CHAPTER

» Understanding available QBO
subscriptions and their costs

» Examining ways to meet payroll
needs

» Taking a tour of the App Center

Chapter 2

Embracing the
QBO/QBOA Format

BO and QBOA are not traditional software that you buy and install on your

local computer. In this chapter, you explore the QBO/QBOA software

format, and I assume that you’ve read Chapter 1 and evaluated whether
QBO can meet your needs.

It's All about Subscriptions

QBO and QBOA fall into the category of Software as a Service (SaaS). As such, you
don’t buy the software. Instead, you rent it; that is, you buy a subscription to use
the software for a time period specified by the seller.

Traditionally, you buy a license to use software that you install on your computer,
and typically, that license permits you to install the software on only one
computer.

REMEMBER

And, of course, a QBO user can pay varying amounts for a subscription, depending
on the subscription level purchased.
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QBO is available at four different subscription levels, and each subsequent sub-
scription level costs more and contains more functionality. The QBO subscriptions
available at this writing are

¥ Self-Employed
¥ Simple Start
¥ Essentials

¥ Plus

Android or i0S smartphone, or desktop computer to access your data. Second, your
data is automatically backed up online. And third, all versions of QBO use 128-bit

rememeer  Secure Sockets Layer (SSL), the same security and encryption used by banks to
secure data sent over the Internet.

@ All versions of QBO share three attributes in common. First, you can use a tablet,

Once you assess your needs as described in Chapter 1, use the following informa-
tion to identify the lowest subscription level that will meet your requirements. At
this point in time, you can upgrade to a higher level, but you cannot downgrade to
a lower level.

Accounting professionals signing up clients for QBO and creating client companies
originally couldn’t switch client companies from one version of QBO to another if
the accounting professional created the client as part of the Intuit Wholesale Pric-
ing program. However, except for the Self-Employed version, that’s no longer
true. So, you no longer need to anticipate your client’s requirements for more
advanced features like the ability to track inventory or prepare 1099s.

The Self-Employed version

This version of QBO is aimed at freelancers and self-employed individuals, basi-
cally, those who receive Federal Form 1099 to account for the money they’ve been
paid and pay their taxes using Schedule C of IRS Form 1040. Using the Self-
Employed version, you can

¥ Download transactions from your bank and credit card accounts.
¥ Separate business from personal spending.

¥ Create and send invoices at any time, and personalize your invoices using
your logo. In addition, QuickBooks Self-Employed (QBSE) offers free bank
transfers and enables you to accept mobile payments. And, QBSE lets you
know when your invoice is viewed and paid.

¥ Track mileage using your phone's GPS.
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3 Use your phone to take photos of receipts for your expenses; QBSE automati-
cally extracts key data from the receipt and uses the information to match an
existing transaction or to create a new expense.

¥ Use QBSE's Expense Finder feature to identify more potential deductions by
securely connecting your bank accounts to pull in business expenses from the
entire past year and sorting them into Schedule C categories. When you sign
in to QBSE for the first time from March 20 to April 15, select “No, | am still
working on 2017 taxes” to access the Expense Finder feature. You can then
connect to your bank accounts to securely import all 2017 expenses in just
minutes. The Expense Finder feature automatically finds work expenses and
organizes them by Schedule C category.

¥ Calculate and pay estimated quarterly taxes.

¥ If you need more guidance or have loyalties to a tax preparer, you can invite
your tax preparer to work with your QBSE data using QBOA.

Like the other versions of QBO, you can use a tablet, an Android or iOS smart-
phone, or desktop computer to access your data. In addition, QuickBooks Self-
Employed uses the same security and encryption as banks, and your data is
automatically backed up online. As you might expect, this version has the fewest
reports available, and only one person and an invited accountant can access QBO.

If you opt to include TurboTax in your subscription, you also can pay your esti-
mated quarterly taxes online and export Schedule C information from QBO to Tur-
boTax so that you can prepare your tax return more easily. With TurboTax as part
of your subscription, you receive one federal and one state electronic tax return
filing at no extra cost.

The Simple Start version

The Simple Start version of QBO is great for a new business with basic bookkeep-
ing needs. With Simple Start, you can

¥ Track your income and expenses.

3 Download transactions from your bank and credit card accounts.
¥ Create an unlimited number of customers.

3 Send unlimited estimates and invoices.

3 Print checks and record transactions to track expenses.

3 Import data from Microsoft Excel or QuickBooks Desktop.
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¥ Invite up to two accountants to access your data.

¥ Integrate with available apps.

Although the Simple Start version supports Accounts Receivable functions, you
can’t set up invoices to bill customers on a recurring basis. You also can’t track
bills due in the future in the Simple Start version because it doesn’t include any
Accounts Payable functions. And, one other important consideration: The Simple
Start version also has no general ledger.

Although the Simple Start version allows two accountants to work in the client’s
company, Simple Start is still designed for a single user. Therefore, the accountant
cannot create the client’s company for the client. At the time the company is cre-
ated in QBO, whoever creates the company becomes, in QBO parlance, the master
administrator.

In addition to the single-user restriction, the Simple Start version offers more
than 20 reports. And Simple Start users can memorize report settings and produce
memorized reports.

For subscription levels that support multiple users, the accountant can create the
company for the client and then assign the master administrator role to the client.
And, if the accountant doesn’t make the client the master administrator when
creating the company, the accountant can, later on, transfer the master adminis-
trator role to the client. See Chapter 12 for more information.

The Essentials version

The Essentials version of QBO includes all the features found in Simple Start. In
addition, with the Essentials version, you can

¥ Setup invoices to automatically bill on a recurring schedule.

¥ Take advantage of Accounts Payable functions, including entering vendor bills
and scheduling their payment for later.

3 Compare your sales and profitability with industry trends.
¥ Create and post recurring transactions.

¥ Control what your users can access.

The Essentials version permits three simultaneous users and two accountant
users. In addition, the Essentials version contains the reports found in Simple
Start and 20 additional reports.

PART 1 Getting Started with QBO and QBOA
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The Plus version

The Plus version of QBO is the most full-featured version of QBO. It contains all
the features found in the Essentials version. In addition, you can

¥ Create, send, and track purchase orders.

¥ Track inventory using the first in, first out (FIFO) inventory valuation method.
QBO supports light inventory needs: If you sell finished goods, QBO should be
able to manage your needs. But if you need to assemble finished goods to
sell, QBO won't meet your needs on its own. You can look for an add-on app
to supplement your inventory needs; | talk about add-on apps at the end of
this chapter.

¥ Track, create, and send 1099-Misc forms.
¥ Categorize income and expenses using class tracking.

¥ Track sales and profitability by business location. You can assign only one
location to a transaction, but you can assign multiple classes to a transaction.

¥ Give employees and subcontractors limited access to the QBO company to
enter time worked.

¥ Track billable hours by customer. QBO supports light job-costing needs, but it
does not allow you to automatically cost labor.

¥ Create budgets to estimate future income and expenses, and you can create
multiple budgets per year, location, class, or customer.

I used QBO Plus as I wrote this book because it contains the most features; there-
fore, users of other versions might find references in this book to features they
don’t have. Accounting professionals: The company that comes with QBOA is a
Plus company.

The Plus version supports five simultaneous users and two accountant users and
can be scaled up to support 20 users. The Plus version also contains more than
65 reports: all the reports found in both the Simple Start and the Essentials ver-
sions, and some additional reports.

Essentials and Plus with Payroll

If an end user signs up for QBO Essentials or Plus on his own and creates his own
company, he can create the company using the Plus Payroll option, or later, he can
sign up for QBO Payroll (QBOP) separately. An accountant also can create the
company that uses QBOP for a client. For details, see the section “Addressing Pay-
roll Needs” later in this chapter.
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The big question: What’s it cost? The price is dependent primarily on the QBO ver-
sion you choose.

If you are an end user who signs up on your own for a QBO subscription, the price
per month as of the date this book was written appears in Table 2-1.

The prices shown in Table 2-1 are monthly subscription prices, and, at the time I
wrote this, the sale price was good for six months. In some cases, when you sign
up, you’ll be offered the option to pay for an entire year. And, paying for a full year
might turn out to be less expensive than paying on a monthly basis.

QBO Subscription Pricing

QBO Version Regular Price Sale Price
Self-Employed $10/month $5/month

Simple Start $15/month $10/month
Essentials $35/month $24/month
Plus $50/month $35/month

At the time I wrote this, Intuit offered Simple Start, Essentials, and Plus users the
ability to add Enhanced Payroll for $19/month and Full Service payroll for $49/
month.

You’ll receive a bill on a regular basis from Intuit. Intuit gives you a free 30-day
trial that includes payroll processing along with the rest of the subscription’s
features. If you opt to continue QBO Payroll after the 30-day trial, your subscrip-
tion fee increases. You also can use the QBO Payments app for free; it gives you the
capability to process online and mobile payments at a rate of 2.9 percent per bank
payment/ACH at the time I wrote this book. QuickBooks Self-Employed users can
enable mobile payments and enjoy free bank transfers and accept electronic
payments.

If you opt for a 30-day free trial, you won’t get the sale price for the subscription.
But, if you “buy now,” Intuit gives you a 60-day, money-back guarantee on your
purchase.
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REMEMBER

If you are an accounting professional, you can sign up for the Wholesale Pricing
program and use QBOA for free. If you create a client’s company as part of the
Wholesale Pricing program and you manage the client’s subscription, Intuit sends
you the bill for the client’s subscription. It is your responsibility to bill the client
for the QBO subscription. The bill you receive from Intuit is a single consolidated
bill for all the QBO subscriptions you manage. For a little more information on the
Wholesale Pricing program, see Chapter 11. But, for the complete skinny on the
Wholesale Pricing program, contact Intuit. Note that accounting professionals
might be able to get QBO for their clients at a reduced price.

If an accounting professional creates a company through QBOA, the company does
not come with a 30-day free trial. Instead, at the time the accounting professional
creates the company, he must provide a payment method to ensure uninterrupted
service.

If your client initially sets up QBO with his or her own subscription, you can move
that existing QBO subscription to your consolidated bill at the discounted rate.
And, if your arrangement with your client doesn’t work out, you can remove the
client from your consolidated bill, and the client can begin paying for his own
subscription.

Addressing Payroll Needs

©

REMEMBER

©

REMEMBER

QBO can handle payroll regardless of whether an end user or an accountant cre-
ates the QBO company.

If an end user signs up for QBO Essentials or Plus on his own, he can create his
own company using the appropriate “with Payroll” option — Enhanced or Full
Service Payroll — or, after the fact, he can sign up for QBO Payroll from the
Employees screen (see Figure 2-1).

The distinction between the two options, besides price, is that you choose
Enhanced Payroll if you want to prepare payroll on your own; for details on pre-
paring payroll in QBO, see Chapter 9. Alternatively, you can subscribe to QBO Full
Service Payroll, which integrates with QBO, where Intuit prepares payroll for you.

It’s easy to get confused here . . . I know I was. Intuit also offers another payroll

product, Intuit Full Service Payroll, which is a stand-alone product that doesn’t
integrate with QBO.
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Click here to get started using payroll.

7 days left to get 30% off

Employees

Reports

FIGURE 2-1:

QBO on your

screen.
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Let’s pay employees and get payroll taxes done

Creste paycheck:
!

=5, File and pay taxes or
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Both Enhanced and Full Service QBO Payroll sport the following features:

¥ Paying employees with printed checks or by directly depositing paychecks

¥ Automatically calculating tax payments and paying them electronically

¥ Processing Federal and State quarterly and annual reports and preparing W-2
forms

¥ Processing payroll for employees in multiple states

¥ Keeping payroll tax tables up to date without having to install updates like you

do with the QuickBooks Desktop product

¥ Using the QBO Payroll mobile app to pay employees, view past paychecks,

electronically pay taxes, and electronically file tax forms

If an accountant who is not enrolled in the Intuit Wholesale Pricing program cre-
ates a QBO Essentials or Plus company for a client, the client company can turn on
QBO payroll (QBOP) from the Employees screen in the client’s company (refer to
Figure 2-1). Clients can prepare payroll for themselves, or accounting profession-

als can manage all payroll functions for clients.

If the accountant is enrolled in the Intuit Wholesale Pricing program and creates
a QBO Essential or Plus company for a client as part of the program, the accoun-

tant can set up the QBO company to use QBO Payroll (QBOP).

Last, an accountant can add an Intuit Full Service Payroll subscription to a client
company subscription through QBOA, regardless of whether he or she is enrolled

in the Wholesale Pricing Program.
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Switching from QuickBooks Desktop

WARNING

At this point (or maybe earlier than now), you might have been wondering if you
can easily switch to QBO if you have been a QuickBooks Desktop program user.
And, the answer is yes. Chapter 12 provides details on importing QuickBooks
Desktop data into QBO. And, the import process doesn’t affect your original desk-
top company; it’s still available via the desktop product. After you import your
data into QBO, you should run the Profit & Loss report and the Balance Sheet using
the Accrual method for all dates from both QBO and QuickBooks Desktop to ensure
both versions show the same information.

And, if you want some reassurance that you’ll get the same accurate information
from QBO that you got from QuickBooks Desktop, you can “run in parallel” for a
time period you specify. For example, you might decide to enter all your transac-
tions in both versions of the software for one month; at the end of that time, you
can run reports from both products and make sure you see the same information.

Although you can continue to use the QuickBooks Desktop, once you make the
switch to QuickBooks Online, be aware that no synchronization occurs between
QuickBooks Desktop and QBO. So, changes you make in one are not reflected in the
other. Unless you’re temporarily running in parallel, continuing to use both prod-
ucts could really mess up your books because you might accidentally enter trans-
actions into one product and not the other.

Where Add-On Apps Fit In

©

REMEMBER

QBO doesn’t operate as a complete, stand-alone accounting solution. It has func-
tional limitations. The section “Addressing Payroll Needs” highlights one such
limitation — and shows how you can use Intuit add-ons to achieve more func-
tionality in QBO. And, earlier in this chapter I briefly mentioned Intuit’s Payments
app, which supports electronic customer payment processing and integrates
with QBO.

But those aren’t the only add-on apps available for QBO; third-party developers
have been creating apps to enhance the functionality of QBO. And, over time, you
can expect more apps to be developed.

In Chapter 1, I made a distinction about apps: In that chapter, I used the term to
describe the touch-enabled versions of QBO and distinguish them from QBO
Desktop, which is not touch-enabled. In this section, when I refer to apps, I refer
to products developed to enhance the functionality of QBO in general; touch capa-
bility doesn’t play a role here when using the term “app.”

CHAPTER 2 Embracing the QBO/QBOA Format 27



You can click the Apps link in the Navigation bar that runs down the left side of
QBO to visit the App Center and explore available apps (see Figure 2-2).
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Click any app to navigate to a page that describes the app, provides pricing infor-
mation, and often provides a video about the app (see Figure 2-3).

E & Expensify

Get App Now

B The AICPA recommended solution for simplified expense management
.:‘E ek ke (283 reviews O PROADVISOR PICK

Overview Reviews Pricing

Support

Expensily: Expense reports that donit suck!
\

-

FIGURE 2-3:

When you click an
app in the App
Center, you see
details for

the app.

Although add-on apps can provide additional functionality in QBO, some func-
tionality is still missing; no doubt, that functionality will appear over time. For
example, using QBO, you can’t
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¥ Track your balance sheet by class.

¥ Process more than 350,000 transactions annually.
¥ Track labor costs.

3 Manage a robust inventory.

¥ Prepare and track progress invoices.

But apps are making inroads to eliminating these limitations. For example, Let-
tuce, an app that provided advanced inventory management features for QBO, did
such a fine job of handling inventory functions that Intuit acquired Lettuce for the
purpose of integrating it into QBO.
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IN THIS PART ...

Become familiar with the QBO interface.
Manage list information needed to use QBO.

Enter transactions in QBO to update your company’s
books.

Use reports to examine the condition of your company.



IN THIS CHAPTER

» Signing up for a QBO account

» Setting up a new QBO company
» Understanding the interface

» Working with company settings
» Updating the Chart of Accounts
» Working with multiple currencies

» Examining QuickBooks Labs

Chapter 3

Creating a Client
Company in QBO

fter you sign up for QBO, you log in. QBO then prompts you to set up your
company. With certain limitations, you can import a company if you’ve
been using a QuickBooks Desktop product. Or, you can use the QBO Setup

Wizard, as shown in this chapter.

For details on importing a company, see Chapter 12 (or ask your accountant to
help you with the import). And, don’t worry; if you don’t import your entire desk-
top company, you can import just the list information from that company, as
described in Chapter 4. And importing lists will still save you a lot of time and

setup work.

Don’t have an accountant and need one? You can visit the ProAdvisor marketplace
to search for an accountant who is familiar with QBO. Visit www.findapro

advisor.com.
TIP
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Signing Up for QBO

After you complete the sign-up process for a QBO account, Intuit, by default, logs
you into your account and walks you through the process of setting up your QBO
company. The process is short — much shorter than the one you go through when
setting up a QB Desktop product company — and you need the following
information:

3 Your company’s name and address
¥ The industry in which your company operates

3 Your company’s legal organization (such as S-Corp or Limited Liability
Partnership)

3 Whether you want to import company information from a QuickBooks
Desktop product

¥ The types of payments you accept from your customers (that is, cash, checks,
and credit cards)

¥ The way you want to handle payroll

To sign up for a QBO account, follow these steps:

1. visit quickbooks.intuit.com/online.

2. scroll down the page until you find the three boxes describing each
version of QBO — Simple Start, Essentials, and Plus.

3. Inthe version of QBO that you want to try, click the Free 30-Day Trial link.

The Free 30-Day Trial link appears below the Buy Now button.

Be aware that the price you pay for QBO depends on whether you choose the
Buy Now option or the Free 30-Day Trial. If you opt to “buy now,” you pay less

for your subscription because discounts don't apply to the Free 30-Day Trial.
REMEMBER

. Fillin your name, email address, and a password (see Figure 3-1).
If you already have an Intuit user ID, supply that user ID and password.

Your password must be between 6 and 32 characters and consist of a mix of
letters and numbers. The password can also contain some special characters;
I included an exclamation point (!) in my password and it was accepted. The
user ID and password you supply are the ones you use each time you log in
to QBO.
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FIGURE 3-1:

Fill in the
information
needed to start
the free trial.

5.

@ guiickbooks

Try QuickBooks
free for 30 days.

Already have an Intuit account from
urboTax, Mint, or QuickBooks? Sign in.
G Sign up with Google

Email address (User D)

Mebile number (Recommendsd

SRS ————

Password

@ Create account

Call Sales: (877) 683-3280

Free 30-day trial includes:

* QuickBooks Onlina Plus
* Nocredit card needed

After trial, continue using:

YuickBooks Online Plus for $50/month

Important pricing terms & conditions

Click the Create Account button below the boxes you completed in

Step 4.

At the time that | wrote this, a window appeared that offered the option to skip
the free trial and buy the product at a discounted rate. You can buy, but | opted
to click the Continue to Trial button.

QBO sets up your free trial, logs you in to QBO, and displays the Set Up
Wizard . . . read on.

Setting Up a New Company

FIGURE 3-2:
Provide basic
company
information.

When you first sign up for a QBO account, Intuit logs you in to your QBO account
and, by default, displays the Set Up Wizard. The first screen of the wizard, shown
in Figure 3-2, asks for basic company information.

@ Guickbooks

No two businesses are alike

We should know-we've seen a lotl Help us get to know yours.

What's your business called?

Landscaping Heroes

How long have you been in business?

Lessthan 1 year

I've been using QuickBooks Desktop and want to bring in my data.
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Select activities

36

@ Notice that you can opt to bring in QuickBooks Desktop data. For this exercise, I
didn’t check that box. Be aware that you can later import QuickBooks Desktop

TP data; the decision you make here isn’t your last chance.

Click Next in the lower right corner, and QBO displays the screen shown in
Figure 3-3, where you select activities for which you intend to use QBO. Don’t
worry about making a mistake here; this is just a “get up and running” page. You
don’t need to select all activities. If you don’t select an activity now, you can
always add it later. As you select a particular activity, QBO displays a check in the
box for that activity. You can choose any or all of the following that apply to you:

¥ Send and track invoices.
3 Organize your expenses.
3 Manage your inventory.
¥ Track your retail sales.
¥ Track your bills.

¥ Track your sales tax.

3 Pay your employees.

¥ Track billable hours.

When you finish selecting activities, click All Set.

What would you like to do in QuickBooks?

sis just to get you started. You can always do more late:

V4 5 e

Sand and track Organize your Manage your Track your retall
invoices expenses inventory sales

= N
FIGURE 3-3: e ek

for which you

expect to Back =3

use QBO.

QBO displays your company’s Dashboard page (formerly called the Home page)
and displays links to options you might want to set up to get started (see

Figure 3-4).
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FIGURE 3-4:

Your QBO
Dashboard page
just after creating
your company.

Click here to hide additional setup options.
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@ §iickbooks = 7 days left to get 30% off
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Dashboard o Landscaping Heroes

Sales Start invoicing

xpenses
Employees O 2)

\2)
Reports

send your first
Taxes ces invoice

Invoices Expenses Lastmonth ¥ Bank accounts

SO.00UNPAID  LAST 365 DAYS 30

SO.00PAID LAST 30 Divs ’ b mso

You examine the Dashboard page in the next section, but essentially you’ve just
completed most of the initial setup work; I cover other program settings later in
this chapter.

Understanding the Dashboard Page

When you first see your QBO company, your Dashboard page contains boxes with
links to options you can use to set up features in QBO that are important to you
(refer to Figure 3-4). You can use those links and set up those options now, or, you
can wait until later. To hide the options, click Hide in the upper right corner of the
box. Don’t worry; you can still set up the options associated with any of these
boxes; in Figure 3-5, notice the Resume Setup link in the upper right corner of the
Dashboard. Click it to redisplay the setup options. And, once you close the boxes,
your Dashboard page displays information specific to your company.

In Figure 3-6, I’m using a company that already has some data in it to try to make
things a bit more meaningful. In the center of the screen, using most of the Dash-
board page real estate, you find information that changes depending on what you
have clicked while using QBO. For example, when you initially open QBO, the
information is overview company information. If you click an entry in the Naviga-
tion bar (on the left side of the screen), the information in the center of the Dash-
board page changes to information related to the entry you clicked. If you select
an option on the Gear menu (discussed later in this section), the information is
related to the option you select.
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FIGURE 3-5:

The QBO
Dashboard page
after closing the
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setup box.

FIGURE 3-6:
Examining
Dashboard
screen elements.
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Navigation bar Main portion of the Dashboard Bank accounts list

You might have noticed the Privacy button in Figure 3-6. You can use this button
to temporarily hide financial information on your Dashboard page. For example,
you might want to turn Privacy on if you’re using QuickBooks in a public place or
even in your office when you’re not alone. Once you turn Privacy on, it remains on
until you turn it off again.
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FIGURE 3-7:
The Help menu.

As I just mentioned, the Navigation bar runs down the left side of the screen. You
use the Navigation bar the same way you’d use a menu; click an item in the Navi-
gation bar to, well, navigate to that part of QBO. For example, you can click Sales
in the Navigation bar to see existing sales transactions in QBO and to create a new
Sales transaction.

The highlighted entry in the Navigation bar helps you identify the section of QBO
that you are using.

On the right side of the Dashboard page, you find a list of the bank accounts you’ve
set up; if you scroll to the bottom of the list, you find options to connect your
accounts to their banks, select an account and open its register, and to view all
activity, which is the audit log in QBO. The audit log lists every transaction cre-
ated, changed, or deleted in QBO, as well as every instance of someone logging in
to and out of QBO.

When you click the Help button, you see a menu of common topics QBO thinks
might be of interest to you, and you can type in the Search box to find help on a
particular topic (see Figure 3-7).

See answers we chose for you

Align checks to print

Order checks and supplies

Print checks

How to create budgets and how does budgeting work?

Add a new user to your company

. e Need Support?
L Contact us for help

Have an accountant?

J (o] Findone | Addyous

For example, when you click the Align Checks to Print link, QBO displays the Align
Checks to Print page, which provides instructions for that topic (see Figure 3-8).
At the bottom of the Help page, you’ll find a list of additional related topics.
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FIGURE 3-8:
A sample Help
topic.

FIGURE 3-9:

Click the center
button to create a
new transaction.

¢ Back - X

Align checks to print

The first time that you print checks on preprinted
forms, you must perform a few tasks so that
information prints in the correct areas on your checks.

1. Select a check type and print a sample

2. Inthe navigation bar, click Transactions >
Expenses (or Expenses > Expenses depending
on what you see).

b. Click Print Checks.

c. At the bottom of the page, click Print setup.

d. Tell QuickBooke what type of checks you
have: voucher or standard. If you have only
one type to choose from, it means that only
that type of preprinted check is supported in
your country.

. Load blank paper into your printer. You'll print
on blank paper first so that if you need to

At the right edge of the top of the screen, you see two transaction-related buttons
that display lists you can use to work with transactions. Figure 3-9 shows the Cre-
ate menu that appears when you click the left transaction button. The Create but-
ton appears as a plus sign (+) when the menu is closed and an X when the menu is
open; compare Figures 3-6 and 3-9.

Create

Customers Vendors
Invaics Expense
Receive Payment Check
Estimate Eill

Pay Bills

Purchase Order

Refund Recsipt Vendor Credit

Delsyed Credit Credit Card Credit

Delsyed Charge Print Checks

b Show less

Employees
Payrall #

5

Other

Bank Deposit
Transfer
Journal Entry
Ststement

Inventory Qry
Adjusiment

Figure 3-10 shows what you see when you click the button to the right of the Cre-
ate menu button — the Search button. You see a list of recently entered transac-
tions; you can click any transaction in the list to open that transaction. Or, you can

use the Search box to search for a transaction.
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FIGURE 3-10:
Click the right
button to search
for previously
entered
transactions.

FIGURE 3-11:

Use this menu to
work with
settings, lists,
tools, and your
QBO account.

Search Transactions
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edit Card

edit Card

edit Card E:

redit Ca
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Bob's Burger Joint

Do 0000

edit Ca

To the right of the two transaction-related buttons, you see the Gear button. If
you click the Gear button, you see the menu shown in Figure 3-11, which you use
to look at and change QBO company settings; view lists; work with tools such as
import and export, reconciliation, and budgeting tools; and view information
about your QBO account. Note that the Gear menu is divided into four columns
that organize related commands.

Craig's Design and Landscaping Services

Your Company Lists Tools Profile

mpart

Establishing Company Settings

After you set up your company, you should review the default settings Intuit
established and make changes as appropriate. To examine and make changes to
payroll settings, see Chapter 9.

Examining company preferences

Choose Gear= Account and Settings to display the Company tab of the Account
and Settings dialog box (see Figure 3-12).
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FIGURE 3-12:

settings.
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REMEMBER

Account and Settings ® A

Company name

T 1234 Main Street, Phoenix, AZ 85000

On this tab, you can make changes to your company name, address, and contact
information.

To change any setting, click anywhere in the group where the setting appears.
When you finish making changes, click the Save button that appears in the group
of settings. You can then move on to other settings on the page.

When you finish working with Account and Settings, click Done in the lower right
corner of the screen; the Done button doesn’t appear in Figure 3-12.

Examining billing and subscription settings

To review the settings related to your QBO billing and subscription, choose and
Gear icon and select the appropriate option. QBO users, choose Gear> Account and
Settings to display the Account and Settings dialog box. Then, click Billing & Sub-
scription in the pane on the left. QBOA users choose Gear= Your Account.

This page, shown in Figure 3-13, shows you the status of your QBO, Payroll, and
Payments subscriptions. From this page, you can convert your trial version of QBO
and of the QBO Payroll product to a regular subscription; converting cancels your
trial. You also can use this page to order checks and supplies, should you need
them.

The subscription Payments product that Intuit offers enables you to receive online
payments from your customers. If you already have a subscription to the Pay-
ments product, you can connect to it to QBO from the Billing & Subscription page
of the Account and Settings dialog box. If you don’t have a subscription, you can
subscribe from the Apps page.
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Account and Settings
i Company ID: 1935 1460 3859 239
QuickBooks Subscription status [ cribe Noy
2n details QuickBooks Plus
Next Charge Free through 10/20/2017
Payroll Subscription status Not subscribed Subscribe
FIGURE 3-13: Payments Subscription status Not subscribed
Review QBO
bi||]ng and Chacks Cheeks and supplies Order now
subscription
settings.
Setting sales preferences
To review the Sales preferences of your QBO company, choose Gear > Account and
Settings to display the Account and Settings dialog box. Then, click Sales in the
pane on the left.
At the top of the page that appears (see Figure 3-14), you can click the Customize
Look and Feel button to customize the appearance of the invoice you send to cus-
tomers. I return to the customization process at the end of this section; first, I
examine the settings available to you.
Account and Settings
Sales form content Net 30
Off
off
Off
off
off
Off
FIGURE 3-14: o o
The Sales page of on
the Account and T on
Settings ) - - )
dialog bOX. Messages Default email message sentwith sales forms.

Examining sales settings

You can set a variety of options related to sales:

¥ In the Sales Form Content section, you can define the fields that appear on the
form you complete to prepare invoices, sales receipts, and other sales forms.
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In the Products and Services section, you can make changes to the product-
and service-related fields that appear on sales forms. If you're using QBO Plus,
this is where you turn on inventory tracking.

In the Messages section, you can control the default email message sent to
customers with sales forms and the default message that appears on those
sales forms.

In the Reminders section, you set up the standard language to be used in
email messages sent with reminders.

If you scroll down the Sales page, you can set, in the Online Delivery section,
email delivery options for sales forms such as attaching the sales form as a
PDF, showing a summary or details of the sales form in the email, and email
formatting options for invoices.

In the Statements section, you can specify whether to show the aging table at
the bottom of the statement.

Customizing form appearance

To customize forms that your customers receive, click Customize Look and Feel at
the top of the Sales page in the Account and Settings dialog box to display the Cus-
tom Form Styles page shown in Figure 3-15.

NAME FORM TYPE LAST EDITED Invoice

FIGURE 3-15: Bacces

Use this page to Tases

edit an existing
form style or set
up a new form

L4

style.

The Custom Form Styles page lists any form styles you have already created. By
default, QBO creates one form style for you when you sign up; that form style is
named Standard and is used by default for invoices, estimates, and sales receipts.

If you are satisfied with the appearance of the majority of the form style, you can
edit it instead of creating a form style. Alternatively, you can create separate cus-
tomized forms for invoices, estimates, and sales receipts. To do so, click New Style
in the upper right corner of the Custom Form Styles page and choose the type of
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FIGURE 3-16:
The page you use
to customize
sales forms.

form you want to create. For this example, I chose Invoice, and QBO displayed the
page shown in Figure 3-16, which varies only slightly if you opt to edit a different
form. In particular, if you opt to create a form style, the page displays a form name
for the form you are creating (see Figure 3-16).

The option to Import Style appears only if you have enabled importing form styles
in QuickBooks Labs, as described in the next section, “Importing form styles.”

Create invoices that turn heads and open wallets

Landscaping Heroes
i

Change up the template DUE DATE: (2122010

Make logo edits

ToTL DUE $675.00

You use the tabs that run across the top left side of the page to establish form style
settings:

3 From the Design tab, shown in Figure 3-16, you can select a style for the form:
Airy, Modern, Fresh, Friendly, or Bold. The preview shown in Figure 3-16 is the
Fresh form style. You also can modify the appearance and placement of your
logo, set the form'’s font, and try different colors.

3 From the Content tab, shown in Figure 3-17, you can edit directly on the form.
Just click a pencil in the upper right corner of a form section and make
changes using the boxes that appear on the left side of the page.

3 From the Emails tab, shown in Figure 3-18, you can edit the standard and
reminder email messages your customer receives with each new or reminder
form you send them. You make changes on the left side of the page, and the
right side of the page shows of preview of what your customer will receive.

3 From the Payments tab, choose whether you want to give your customers
the option to pay online and, if so, the methods you want to offer your
customers — using free bank transfers, by credit card (where fees apply), or
both. Note that you need to finish setting up your payments profile before
customers can pay you online.
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FIGURE 3-17:

Use the Content
tab to make
changes to the
form information.

FIGURE 3-18:
Make changes to
the email your
customers will
receive with their
forms.

REMEMBER

Create invoices that turn heads and open wallets

Footer

Display
Discount
Deposit
Message to customer on

Add footer text
ept -

Centarad - IORLDLE, e ]

Create invoices that turn heads and open wallets

qQuickbooksi@notification Intuft com

~ Standard emai

your cusiomers get with every sent form

Landscaping Heroes

s UE DAT ALANCE DUI
12345 02112/2016 | $665.00

Invoice -

Subject

Invsice [Invaice No.] from Ls

| Use greeting Dear - [FullName] -

Dear [cusiomer full name]
Message to customer !

Here's your nvolce! We appreciate your prompt payment

Thanks for your business!
Landscaping Heroes

+ Reminder email @ Gliickbooks

You can click the Preview PDF button at the bottom right side of the screen
to preview your invoice in PDF format. You don’t see the Preview PDF button in
Figures 3-16, 3-17, or 3-18.

Click the Done button in the lower right corner of the screen to save changes you
make to the appearance of your forms. Again, the Done button doesn’t appear in
Figures 3-16, 3-17, or 3-18.

Importing form styles

At the time I wrote this, importing form styles was a feature “under construction”
in QBO and therefore not available unless you enable it using QuickBooks Labs. For
details on using QuickBooks Labs, see “Taking Advantage of QuickBooks Labs,”
later in this chapter. For purposes of this discussion, I have enabled the feature.
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FIGURE 3-19:
Use the Import
Form Style page
to download
sample forms
and instructions
to create your
own form style.

©

REMEMBER

If the form templates supplied with QBO don’t meet your needs, you can use
Microsoft Word 2010 or later to create a form style and then upload it into QBO. As
part of the import process, you map fields you’ve identified on your Word docu-
ment form style to QBO fields.

The tricky part of this process is getting the form correctly designed in Word. But,
luckily, Intuit anticipated the challenge and provides sample forms and instruc-
tions to simplify the process. To download the samples and instructions, you need
to pretend you’ve already created your form style in Word. If this feels like I’'m
putting the cart in front of the horse, well . . . I am, sort of.

To get the sample information and instructions, enable the Import Form Styles
feature through QuickBooks Labs. Then, choose Gear Custom Form Styles. On
the Custom Form Styles page, click the down arrow beside New Style, and choose
Import Style. QBO displays the page shown in Figure 3-19.

Import form style

UPLOAD FILE

Import your own form style

John Smith <John Smith>

123 Main Strest <123 Main Street>

Click here to download sample files and instructions.

To download the sample information, click the Download a Sample Invoice link. A
Zip file downloads, containing two sample forms — one for Windows users and
one for Mac users — that you can use as starting points.

The Zip file also contains detailed instructions that describe what to do and what
not to do when creating a form style. For example, the instructions list the fonts
QBO will recognize and also describe the best way to use Word tables. Suffice it to
say, use these instructions and save yourself some pain.

Open either of the sample files to see how a customized form style should look in

Word (see Figure 3-20). Note, for example, that you simply type information that
won’t change, but you place less than and greater than brackets (< and >) around
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FIGURE 3-20:
In Word, place

information that

48

QBO should
replace in
brackets.

fields you want to replace with QBO data, such as your customer’s billing and

shipping addresses and item information.

Your company name
Your address
Your phone number

1 website

Your email

<InvoiceNo>

illingAddres Shipping <Terms>

<ShipDate>

<CustomerName>

<Date>
<DueDate>

<ShipVia> <Tracking No> <PaymentMethod>

<Custem1> <Custom2> <Custem3>

=SenceDate>

<Meszage>

<AccountSummaryAmount-

=Qy>  <Rale> <Tae  <Amount

<tem>
<ltemDescription=

<Subtotal>

<DiscountBeforeTax>

<TotalTax>

When you’re ready to upload your form style, follow these steps:

1.

2.
3.
4

Choose Gear => Custom Form Styles to display the Custom Form Style page.

Click the arrow beside the New Style button and choose Import Style to
redisplay the page shown in Figure 3-19.

Click the Browse button and navigate to the Word document you created
for your form style.

Click Next in the lower right corner of the page (not shown in Figure 3-19).

QBO uploads the document and scans it for fields you placed in brackets. If
you successfully upload the Word document, you'll see a message telling you
that you succeeded in uploading. If this process is not successful you will see
errors; review the instruction document included with the sample file for
details on errors and how to correct them.

Assuming your document uploads successfully, a page appears where you can
map the fields on your form style to fields in QBO.

Match the fields on your form style to QBO fields; when you finish, click
Next.

A preview of the new form style appears on the Confirm Style page.

If you're happy with what you see, click Save and supply a name for your
form style. It's now ready to use.

If you're not happy, click Back and correct any problems.
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FIGURE 3-21:
Expense
preferences you
can control.

Taking a look at expense preferences

From the Expenses tab of the Account and Settings dialog box, you can control
expenses related to purchase orders, bills, and payments you make to vendors (see
Figure 3-21). Choose Gear= Account and Settings=> Expenses.

Account and Settings

Bills and expenses Show ftems table on expense and purchase forms on
tomer off

Off

Purchase orders Use purchase orders off

Messages Default email message sent with purchase orders

In the Bills and Expenses group of settings, you can opt to display a table on
expense and purchase forms so that you can itemize and categorize the products
and services you buy. If you purchase goods and services for your customers,
you can

3 Add a column to the table so that you can identify the customer for whom you
made the purchase.

3 Add a column where you identify expenses and items for which you want to
bill customers.

You also can set default bill payment terms.

In the Purchase Orders group, you can opt to use purchase orders and you can opt
to copy estimates to purchase orders. For more information about converting an
estimate to a purchase order, see Chapter 6.

In the Messages group, you can establish the settings for the default email mes-
sage sent with purchase orders, including the salutation, the subject, and the
message. You also can opt to send yourself a copy of the message that goes out
with each purchase order.

Examining options to receive
customer payments

The Payments tab of the Account and Settings dialog box offers you a way to connect
with Intuit Merchant Services via a QuickBooks Payments account. If you don’t have
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FIGURE 3-22:

The Advanced tab
of the Account
and Settings
dialog box.

a QuickBooks Payments account with Intuit and you want one, click the Learn More
button. If you already have a QuickBooks Payments account, you can click the Con-
nect button to connect your QBO account with your QuickBooks Payments account.

Bank transfers are free, and there are no monthly fees associated with accepting
credit card payments — just a “per transaction” fee, and that fee varies, depending
on whether you swipe a card, accept a payment online, or key in a credit card number.

QuickBooks Payments is the name Intuit uses to describe the service it offers that
enables you to accept credit cards or bank transfers from your customers and
email invoices that contain a Pay Now button so that your customers can pay you
online. You might also know this service as GoPayment or Merchant Services.

Reviewing advanced preferences

The Advanced tab of the Account and Settings dialog box enables you to make
changes to a variety of QBO settings (see Figure 3-22). Choose Gear+> Account and
Settings=> Advanced to view and update these settings:

Account and Settings

Accounting

Company type

Chart of accounts Enable account numbers On

Categorles

Automation

¥ In the Accounting group, you can control fiscal year settings and the account-
ing method your company uses (cash or accrual).

¥ Use the Company Type group to select the tax form your company uses,
based on its legal organization.

¥ In the Chart of Accounts group, you can turn on account numbers —
something most accountants prefer you do.

50 PART 2 Managing the Books for the End User



TIP

A

WARNING

3 Depending on the version of QBO you use, you can use the Categories section
to opt to track information using classes, locations, or both. You also can opt
to have QBO warn you if you don't assign a class to a transaction, and you can
opt to assign classes individually to each line of a transaction or assign one
class to the entire transaction. For locations, you can choose from seven
different labels; one of these choices might better describe your intended use
of the Location category.

¥ In the Automation group, you can control some of QBO's automated behavior.
For example, if you don't want QBO to prefill new forms with information
from forms you entered previously, feel free to turn that setting off.

¥ In the Time Tracking section, you can control the appearance of timesheets.
For example, you can opt to add a service field to timesheets so that you can
select services performed for each time entry. By default, QBO includes a
customer field on timesheets so that you can optionally charge work
performed to a customer.

If time tracking is an integral part of your business, you might consider
purchasing the add-on app, TSheets Time Tracking. It integrates with QBO and
gives you extensive time tracking capabilities, including, for example, schedul-
ing employees and letting employees track billable and non-billable time using
the mobile version of the app. Visit the QBO Apps store by clicking Apps in the
Navigation bar of QBO for more information.

3 Use the Currency section to turn on multicurrency tracking and to set your
company’s home currency. If you change the home currency symbol, QBO
changes the symbol for future transactions; existing transactions will still be
calculated at the original currency value. For more information about
Multicurrency and Home Currency, see the section “Working with Multiple
Currencies” later in this chapter.

Think long and hard before you turn on multicurrency, and turn it on only if
you really need it. Why? Because turning on multicurrency eliminates your
ability to change your home currency. Further, you can't turn multicurrency
off after you turn it on.

3 In the Other Preferences group, you can make changes to a variety of settings,
such as date and number formats, whether QBO warns you if you reuse a
check number or bill number you used previously, and how long QBO should
wait before signing you out because you haven't done any work. And, if you
prefer to call your customers something other than Customer (such as Client,
Patron, or Shopper), you can change the label you use to refer to those who
buy stuff from you.

CHAPTER 3 Creating a Client Company in QBO



CATEGORIES, CLASSES,
AND LOCATIONS ... OH, MY!

Don't confuse the options you see in the Categories section of the Account and Settings
dialog box (QBO classes and locations) with QBO categories. The QBO Category feature
is entirely separate from the class and location features shown in the Categories section
of the Account and Settings dialog box.

If you turn on the Class and Location options shown here in the Account and Settings
dialog box, you can then assign classes and locations to transactions to help you further
break down financial data beyond the account level. To create classes and locations,
first enable them in the Account and Settings dialog box. Then choose Gear = All Lists,
and click Classes to create new classes and click Locations to create new locations.

QBO categories, NOT shown in the Account and Settings dialog box (and no need to
turn them on), replace sub-items and are available to users of QBO Plus to help
organize item information for reporting purposes; see Chapter 4 for details.

Working with Multiple Currencies

52

REMEMBER

The Plus version of QBO supports using multiple currencies. Typically, you use the
Multicurrency feature when you sell products and services to customers or buy
products and services from vendors whose base currency is different from your
home currency. If you don’t need to record transactions in multiple currencies,
don’t turn on this feature because you can’t turn it off again.

Also be aware that the Multicurrency feature in QBO doesn’t support customer- or
currency-specific pricing. If you need either of those features, you need to use
QuickBooks Desktop.

Because you can assign only one currency to each account, customer, or vendor,
you need to add new asset and liability accounts, customers, and vendors for each
different currency that you will use in transactions; as you create these new ele-
ments in QBO, you assign to them the currency you want to use. Be aware that,
once you’ve posted a transaction to an account, a vendor, or a customer, you can-
not change the currency of the account, vendor, or customer.

Income and expense accounts continue to use your home currency — the currency
of the country where your business is physically located.
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DO | NEED THE MULTICURRENCY FEATURE?

You need the Multicurrency feature only if you work with customers or vendors whose
base currency is different from your own base currency. Suppose that your home
country does not work in U.S. dollars but you only buy and sell using your home
country’s currency. In this case, you work in a single currency and you don't need the
Multicurrency feature. Instead, you need to use the International version of QBO and
set your home currency to the proper denomination — and you'll find steps to set your
home currency in the section “Turning on the Multicurrency feature.”

If you turn on the Multicurrency feature, you cannot change your home currency.

So, if you’ve decided to use the Multicurrency feature, do these things in the order
listed:

1. choose your Home Currency.
. Turn on the Multicurrency feature.

3. set up the currencies you intend to use.

. Add customers, vendors, and necessary asset and liability accounts for each
currency you expect to use. Note that QBO automatically creates Accounts
Receivable and Accounts Payable accounts in the foreign currency after you
create one foreign sales and one foreign purchasing transaction, so you don't
need to set up those accounts.

5. Enter transactions.

How the Multicurrency feature
changes QBO

After you turn on the Multicurrency feature, you will see new fields in QBO. Spe-
cifically, you’ll see changes on these screens:

3 When you open the Gear menu, you'll see the Currencies option at the bottom
of the Lists column. You use the Currencies list to establish the foreign
currency you want to use, along with the exchange rate. | describe using this
option after | show you how to turn on the Multicurrency feature.

3 When you view the Chart of Accounts, you'll find a Currency column that
shows the currency assigned to each account. You'll also find a new
account — an Other Expense account called Exchange Gain or Loss.
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When you view Bank and Credit Card registers, the currency of each transac-
tion appears in parentheses in the Payment, Deposit (Charge in Credit Card
registers), Sales Tax, and Balance Due columns. You'll also see a Foreign
Currency Exchange Rate column in these registers.

Sales and purchase forms use both your home currency and the foreign
currency; QBO does all the conversions for you on the screen.

On QuickBooks reports, you find that QBO converts all foreign currency
amounts to home currency amounts, automatically reflecting exchange rate
changes.

Turning on the Multicurrency feature

You can change your home currency from the same place that you enable the Mul-
ticurrency feature. Follow these steps:

& Once you turn on the Multicurrency feature, you cannot change your home cur-
rency. And, you can’t turn off the Multicurrency feature because it affects many

accounts and balances in QBO.

Choose Gear => Account and Settings.

QBO displays the Account and Settings dialog box.

Click Advanced.

Scroll down to the Currency section.

Set your home currency by clicking the Home Currency list box.

Choose the currency of your country. If you're not in the United States, don't
set the United States as your home currency.

Select Multicurrency (see Figure 3-23).

WARNING

1.

2.

3.

4,

5.
FIGURE 3-23:
Turning on
Multicurrency.

Caneal ﬂ
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FIGURE 3-24:
The Currencies

page.

QBO warns you that, once you turn on the Multicurrency feature:
a) You can't turn it off, and

b) You can't change your home currency.

6. select | Understand | Can’t Undo Multicurrency.
7. Cclick save.
8. click Done.

Setting up currencies

After enabling the multicurrency option, you’ll find an option to display the Cur-
rencies list if you click the Gear button; the Currencies option appears at the bot-
tom of the Lists section on the Gear menu. Follow these steps to set up the
currencies you need to use:

1 . Choose Gear = Currencies.

QBO displays the Currencies page (see Figure 3-24).

< Alllists
Currencies

Home currency: USD - United States Dollar

CURRENCY usp LAST UPDATED ACTION

EUR-Eure 1951 | 09/23/2017 at 12:10 AM US Mountsin Standard Time Edit currency exchange v

2. Inthe upper right corner of the page, click Add Currency.

QBO displays a drop-down list.
3. selecta currency you want to use.
4. click Add.

QBO redisplays the Currencies page with the new currency added.
QBO always records exchange rates, shown on the Currencies page, as the number
of home currency units needed to equal one foreign currency unit. QBO downloads
exchange rates every four hours from Wall Street On Demand, but you can, if you

want, provide your own exchange rate. Click the Edit Currency Exchange link
beside the rate you want to edit and supply the rate you want to use.
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FIGURE 3-25:
Assigning a
foreign currency
to a new
customer.

56

Using multiple currencies

Let’s examine, briefly, the effects of creating an invoice that uses multiple cur-
rencies; creating a purchase transaction for a foreign vendor works in a similar
fashion.

Suppose that you have a customer whose base currency is the Canadian dollar and
your home currency is the U.S. dollar. So, in this example, when I refer to the
“foreign currency,” I mean the Canadian dollar.

At this time, QBO doesn’t support letting either your employees or contractors
record time entries (using either the Weekly Timesheet or the Single Time Activ-
ity) associated with a foreign currency customer.

First, create the customer: Click Sales and, on the Sales page, choose Customers=>
New Customer. Fill in the window as you usually would with the following addi-
tion: Click the Payment and Billing tab. Then, open the This Customer Pays Me
With list and select the customer’s currency. In Figure 3-25, my customer, unin-
spiringly named Foreign Currency, uses the Canadian Dollar. You’ll find a similar
setting available when you create a new vendor.

Customer information

Title Firstname  Middlename Lastname  Suffix Email
Company Phone Mobile Fax
*Display name as Other Website

Print on check as| ] Use display name

Address | Motes | Taxinfo | Paymentand billing | Attachments
Preferred payment method Terms

Preferred dalivery method This customer pays ma with

CAD Canedian Delle

==

Use the Payment and Billing tab to select the customer’s currency.

Once you save the customer, if you look at the Customer list page, you’ll see the
customer listed, and, in the Currency column, you’ll see the foreign currency.
Your home currency customers display your home currency.
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FIGURE 3-26:
Creating an
invoice for a
customer who
uses a foreign
currency.

FIGURE 3-27:

An invoice for a
foreign currency
customer shows
values in both the
home and foreign
currency.

REMEMBER

Next, in the Invoice window, select your “foreign transaction” customer. QBO
automatically displays, below the customer’s name, the two currencies (first the
foreign currency and then your home currency) associated with the transaction
(see Figure 3-26).

Foreign currency followed by domestic currency

(& Invoice #1038

Billing acidress Torms invoica date Duo data

Faraign Curranc; Net30 v | | 09232017

017

Crow#

Once you add products or services to the invoice, as shown in Figure 3-27, the
amounts for each line appear in the foreign currency, and totals appear in both
currencies. The Balance Due on the transaction appears in the foreign (customer’s)
currency so that your customer knows how much to pay.

(< Invoice #1038 & @ X

# PRODUCT/SERVICE DESCRIPTION arr RATE AMOUNT (CAD) TAX

Custom Design | 92sa02674 05 .

Add subtotal Subtotal

Texable sublotal

Totol (CAD)

Total (USD)

Balance due (CAD)

92.54

75.00

92.54

) Attachments  Memum size: 25M1

Totals appear in both currencies.

The Balance Due appears in the customer’s currency.

Saving your first sales or purchase document for a customer or vendor using a
foreign currency makes QBO automatically establish a foreign currency-related
Accounts Receivable and Accounts Payable account.
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Reports in QBO show values in your home currency. Figure 3-28 shows the A/R
Aging Summary; the customer who uses a foreign currency is the third customer
on the list.

Craig's Design and Landscaping Services

A/R AGING SUMMARY

As of September 23, 2017

CURRENT 1-30 31-60 61-90  91ANDOVER TOTAL

239.00

477.50 4.00 81.00 $562.50

629.10 $629.10

FIGURE 3-28:
Values on reports
appear in your
home currency.

Figure 3-29, the Balance Sheet, shows the multiple Accounts Receivable accounts
QBO uses when you’ve enabled the Multicurrency feature and created a sales trans-
action using a foreign currency; the values on the report appear in the home
currency.

Craig's Design and Landscaping Services

BALANCE SHEET

As of September 23, 2017

TOTAL

FIGURE 3-29: ] “’“E:“‘ -
QBO establishes Recsivable [A/R]
separate Receivable (A/R) - CAD
Total Accounts Racaivable $5,356.52
Accounts - ent Assets
Receivable

accounts for
transactions
involving foreign
currency  Multiple Accounts Receivable accounts when
customers.  You use the Multicurrency feature.

Totsl Othar Curront Assots $2,658.77
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Updating the Chart of Accounts

FIGURE 3-30:
The Chart of
Accounts page.

REMEMBER

On the Advanced tab of the Account and Settings dialog box, you saw that you
could turn on account numbers for the accounts in your Chart of Accounts. To
make changes to those accounts, choose Gear> Chart of Accounts or Accounting >
Chart of Accounts. On the page that appears, click the See Your Chart of Accounts
button, and QBO displays a page similar to the one shown in Figure 3-30; from
this page, you can perform a variety of functions. For example, you can print a list
of your accounts if you click the Run Report button, which is at the top of the page.

Dashboard Chart of Accounts Reconcile

Banking
¢ Chart of Accounts Run Report m
Sales

< All Uists

Expenses
NAME TYPE = DETAILTYPE

Employsss

Reports

Taxes

Accounting

My Accountant

If you’ve enabled the Multicurrency feature, you’ll see a Currency column on the
Chart of Accounts page.

For individual accounts, you can perform a few actions. Balance Sheet accounts
have registers; you can view the transactions in the account by clicking View
Register in the Action column. You can identify Balance Sheet accounts by looking
in the Type column. Balance Sheet accounts display one of the following account

types:
¥ Bank
¥ Accounts Receivable
¥ Other Current Assets
¥ Fixed Assets

¥ Other Assets
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WARNING

FIGURE 3-31:
The Chart of

Accounts page in
Batch Edit mode.
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REMEMBER

¥ Credit Card

3 Other Current Liabilities
¥ Long Term Liabilities

¥ Accounts Payable

¥ Equity

For other accounts — the ones without registers — you can run reports for the
account by clicking Run Report in the Action column.

You also can edit any account and you can delete an account you have not yet used.
Click the down arrow in the Action column (at the right edge of the account’s row)
to display a short menu of the actions you can take for the account.

If you edit an account, don’t change its type unless you’re sure you know what
you’re doing. Consider consulting your accountant before you make a change to an
account’s category or detail type. You also can identify if the account is actually a
sub-account of another account.

If you decided to turn on account numbers, you can click the Batch Edit icon (it
looks like a pencil and appears just above the Action column). The appearance of
the Chart of Accounts page changes to enable you to quickly assign account num-
bers (see Figure 3-31).

Chart of Accounts Reconcile

Chart of Accounts

<l

Cancel m

NUMBER NAME TYPE = DETAILTYPE QUICKBOOKS BALANCE ~ BANK BALANCE

If you’ve enabled the Multicurrency feature, the Chart of Accounts page in Batch
Edit mode also contains a Currency column.
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A FEW NOTES ON PAYING OWNERS

Many small business owners wonder about the accounts they should use to pay them-
selves. Owners and partners typically are not considered employees and therefore are
not paid through payroll. To pay an owner or partner, use the Chart of Accounts page
to set up a Draw account (Owner's Draw, Partner's Draw, whatever is appropriate; if you
have multiple partners, set up draw accounts for each partner) and use it to pay
owners. The Draw account is an equity account. Similarly, owners and partners some-
times put their own money into the business; to account for these contributions, set up
equity accounts (again, one for each owner or partner) called Owner's Contribution,
Partner's Contribution — again, whatever is appropriate.

Note that you use the Draw account not only to pay the owner but also to account for
personal items an owner might buy using the business's money. You record the with-
drawals using the appropriate bank account and the appropriate Draw account. Note
that these transactions don't show up on your Profit and Loss report because they are
not business expenses. To find out the total amount paid to an owner, run a report for
the Draw account.

And, finally, housekeeping about the Draw and Contribution accounts: At the end of
your fiscal year, you need to enter a journal entry, dated on the last day of your fiscal
year, that moves the dollar amounts from the appropriate Draw or Contribution
account to Retained Earnings — another equity account. If | just lost you, talk to your
accountant about how to handle closing the year.

Type a number for each account; when you finish entering all the numbers, click
the Save button at the top of the page. QBO displays the account number as part of
the account name on the Chart of Accounts screen. You also can establish budgets
for accounts; see the online cheat sheet “How to Prepare a Budget in QBO” for
more details.

The screens you use to add or edit an account look almost exactly alike. Because you’ll
need a Bank account for your company, we’ll examine the screens as you create your
Bank account. If you plan to connect your QBO Bank account to its corresponding
account at a financial institution, don’t follow these steps; instead, see Chapter 8 for
details on creating the account. And, if you decide now that you don’t want to connect
and later you decide that you do want to connect, all isn’t lost. Once again, see Chapter 8
for details on merging the Bank account you create here with an online version.

To ensure an accurate bank balance in QBO, reconcile your bank account before
you set up the account in QBO. Follow these steps to create an account in QBO:

1. click the New button on the Chart of Accounts page to open the Account
dialog box (see Figure 3-32).
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Account

Category Type *Name

* Detail Type Number

oks Online Plus

Balance asof

FIGURE 3-32:

The dialog box
you use to create Cancel

an account.

N

Open the Category Type list and choose Bank.

3. Click the entry in the Detail Type list that most closely matches the type
of account you want to add.

QBO uses the choice you make in the Detail Type list as the account's name,
but you can change the name to something else. For my example, | chose
Checking, changed the account name to Checking-Chase Bank, and supplied
Chase Checking account as the description.

4. you're using account numbers, supply a number for the new account.
You can, optionally, supply a description for the account.

If you've enabled the Multicurrency feature, the dialog box you use to create a
bank account — or any type of asset or liability account except an Accounts
Receivable (A/R) or Accounts Payable (A/P) account — also contains a list box

REMEMBER from which you select the currency for the account. QBO automatically creates
currency-related A/R and A/P accounts when you create transactions for
foreign customers and vendors.

5. Youcan enter your account’s balance as it appears on the last statement
you received from your bank.

My example company is just starting out and has no opening balance yet, so
I'm not entering an opening balance. See the sidebar, “Proper account
balances,” for details on what to do here.

6. Click Save.

QBO redisplays the Chart of Accounts page and your new account appears in
the list.

62  PART 2 Managing the Books for the End User



PROPER ACCOUNT BALANCES

If you've been in business for a while, transactions have occurred. To ensure accurate
account balances, you need to account for these transactions in QBO.

To make sure that you start your work in QBO with correct account balances, begin by
deciding on the first date you intend to use QBO. This date determines the “as of” date
of historical information you need to collect. Try to start using QBO on the first day of an
accounting period — either on the first day of your company's fiscal year or on the first
day of a month. If you start using QBO Payroll (QBOP) on January 1, you do not need to
enter any historical payroll information.

Although it might seem like more work, | suggest that the easiest way for you to ensure
proper account balances is to enter $0 as your Bank account's opening balance in

Step 5 in the preceding steps for creating a Bank account. Then, enter all transactions
that have occurred so far this year.

If you've been in business since before the beginning of the year, enter $0 for your Bank
account's balance and ask your accountant for opening amounts for your Balance Sheet
accounts as of December 31 of last year. Enter these amounts by entering a journal
entry: Click the plus sign (+) icon at the top of QBO and choose Journal Entry from

the Other column in the list. To avoid later confusion, reconcile the account as of
December 31 before you do any more work. That way, when you perform your first
“real” reconciliation of QBO transactions, QBO transactions will line up more closely
with your bank statement.

The transactions you enter for the current year will ultimately affect your bank balance
(for example, a customer eventually pays an invoice), and, when you finish entering the
transactions, your QBO Bank account balance should agree with the one your financial
institution has. So, | suggest that you enter transactions for all customer invoices (and
corresponding payments customers made) and all vendor bills (and corresponding
payments you made) during the current year.

If you choose to ignore my suggestion and enter an opening amount for your bank
balance in Step 5, you need to then enter all transactions that have affected your bank
account since the last statement.

QBO posts balances you enter while creating an account to the Opening Balance Equity
(Equity) account, an account created by QuickBooks. Most accountants don't like this
account and will want to create journal entries to move the balances to proper

accounts.

(continued)
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(continued)

That second approach sounds like a lot less work and, if you don't use payroll, or you
make payroll payments from a separate bank account, you can safely ignore my sugges-
tion and enter an opening amount for your bank balance in Step 5 and then enter out-
standing customer invoices and unpaid vendor bills.

But, if your company does prepare payroll, has prepared one or more payrolls so far
this year, and you use only one bank account, | strongly urge you to take my suggestion
because you need accurate annual information to successfully manage payroll. The eas-
iest way to ensure that you have accurate annual payroll information is to enter all pay-
rolls you've completed this year so far — and these payrolls will affect your Bank
account, so, entering a Bank account balance in Step 5 will lead you into trouble. Yes,
you can try to do a mix of both approaches and subtract payroll amounts from the bank
balance you previously entered in Step 5, but that approach is seriously error-prone.

If you use one bank account for everything and you feel that entering all transactions
that have occurred so far this year is just too much work, | suggest that you enter your
bank account's balance as of your last bank statement, enter outstanding invoices and
unpaid vendor bills, and then contact Intuit technical support for help entering historical
payroll information.

If you intend to connect your bank account to your financial institution — and details
appear in Chapter 8 — | still recommend that you set the bank account opening balance
to $0. You can connect a bank account to your financial institution at the time you
create it or later — the choice is yours and | suggest you wait and get other things set
up, like outstanding customer invoices and vendor bills. When you connect, as
described in Chapter 8, you still need to review each transaction the financial institution
downloads into QBO to make sure the transactions are properly assigned in QBO. So,
while connecting might seem like a timesaver because it enters transactions into QBO, it
really isn't because you need to review each transaction.

Taking Advantage of QuickBooks Labs

You might be wondering about the QuickBooks Labs option on the Gear menu (you
can see it if you refer back to Figure 3-11). Intuit calls QuickBooks Labs its “high-
tech playground.” If you’re adventurous, check out the lab and turn on experi-
mental features to see how they work. In most cases, features you find in

QuickBooks Labs eventually become part of QBO.

For example, when I wrote this, the Import Style feature discussed earlier in this
chapter was a QuickBooks Labs feature and therefore didn’t appear by default.

Here’s how you turn on a QuickBooks Lab feature:
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1. Log in to your company.
2. Choose Gear => QuickBooks Labs.

The QuickBooks Labs window appears (see Figure 3-33).

QuickBooks Labs

Come play in our high-tech playground

Be the first to ry our best QuickBooks experimental plug-ins. Check back often to see what's new!
Note: Sometimes experiments break or disappear. (And somefimes they grow up to be real, live fealures!)

Have Ideas for new features? Ve'd love fo hear them
Tell us!

FIGURE 3-33:
Use this page to
turn on features
not yet available

by default in
QuickBooks.
Note that you can provide feedback on QuickBooks Labs features. The more
positive feedback a feature receives, the more likely that feature will become a
standard part of QBO.
TIP
3. Check out the features available and, for any you want to try, click the
Off button.
The Off button changes to the On button.
4. When you finish turning on features, click Done, which appears in the
lower right corner of the window and isn't shown in Figure 3-33.
Your QBO company reappears, with the features you selected enabled.
You might need to refresh the browser page to see the new features you chose to
make available. Click your browser’s Refresh button or press F5 on your
keyboard.
REMEMBER

Signing In to and Out of QBO

If you followed the process in this chapter to sign up for QBO, you’re currently
signed in to QBO. But, obviously, you don’t sign up for QBO every time you want
to use it. And then, of course, there’s the question of how you sign out of QBO each
time you finish using it.
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To sign out of QBO, click the Gear button and, from the menu shown earlier in
Figure 3-11, click Sign Out (at the bottom of the list of commands under Your
Company).

To sign in to QBO in the future, visit gbo. intuit.com (you get redirected to a long
web address you don’t need to type) and supply your username and password (see
Figure 3-34). I suggest you bookmark this page to make signing in easy.

infurt

@b quickbooks

Next time, skip this sign-in Signin

Downlead the Windows app to run QuickBooks 2x faster

\ G Sion inwith Geogle

or

User ID

Password

By clicking Sign In, you agree to our
FIGURE 3-34: License Agteement
Use this page to s
sign in to your
QBO company.
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IN THIS CHAPTER

» Adding new list entries by typing or
importing

» Searching lists for people
» Changing settings for lists

» Displaying other lists

Chapter 4
Managing List
Information

ike its cousin the QuickBooks Desktop product, QBO relies on lists to help you

store background information that you’ll use again and again. For the most

part, you enter information about the people with whom you do business —
customers, vendors, and employees — and the stuff you sell or buy. But you also
store other background information in lists, such as the accounts your company
uses and the payment methods your company accepts. In this chapter, you’ll find
information that all QBO users need to set up customers and vendors. And, QBO
users will be interested in the portions of this chapter that focus on setting up
items you sell or buy. Finally, at the end of the chapter, you learn where to find
other lists you might need.

Importing People into a List

If you’ve been running your business for a while, you probably have lists of cus-
tomers and vendors. If they’re stored electronically, you might be able to save
yourself some setup time in QBO if you import them. And, because most people
tend to worry about accounting “later,” after they’ve been running the business
for a bit, I start this chapter by assuming you do have lists stored in some
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REMEMBER

TIP

FIGURE 4-1:

QBO is very
encouraging
when it comes to
importing
customers.

68

electronic form. In the “Adding New People to a List” section of this chapter, I
show you how to manually set up a customer or vendor. That will be important to
those of you who don’t have anything already in electronic form and to all of you
as your business grows and you add new customers and vendors.

If you’ve been using the QuickBooks Desktop product, you can import your list
information from it into your free trial of QBO, which can help you become accus-
tomed to QBO using list information you already recognize.

Importing list information is not the same thing as importing a QuickBooks Desk-
top company. For details on importing a company, see Chapter 12 in Part 3.

Even if you haven’t been using QuickBooks Desktop, be aware that you can import
list information from an Excel file or a CSV file. CSV stands for comma-separated
values; most programs, including QuickBooks Desktop, enable you to export infor-
mation to a CSV format. Coincidentally, Excel can open and save CVS files. So, you
can open a CSV file, edit it in Excel as needed, and then resave it as a CSV file. Or,
after editing, you can save the file as an Excel 97-2003 workbook.

You can create a CSV file by saving an Excel file in CSV format. With the Excel file
open, choose Filer> Save As. In the Save As dialog box, change the Save As Type list
below the filename from Excel Workbook to CSV (Comma Delimited).

You use the same process to import customers or vendors from a QuickBooks
Desktop product. QBO offers a tip that encourages you to import customers, as you
can see from the bottom of Figure 4-1. You can display Figure 4-1 when you use
the Navigation bar to choose Sales+> Customers before you’ve added any custom-
ers. Because the screens for importing customers or vendors are the same after the
first screen, I show you how to import vendors.

Sales. B =

Add your customers to keep track of who's
paid you and who owes you money

Add a customer

Tip: Got your customers in an Excel or CS¥ file? Import a f Iu—l

QBO’s tip to import customers
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LD,
TECHNICAL
STUFF

FIGURE 4-2:

Start from the
appropriate page
when you want to
create a list entry
for a new person.

To successfully import information into QBO from a CSV file or an Excel work-
book, the information must conform to a specific format. And, luckily, QBO gives
you the option to download a sample file in Excel format so that you can view the
required format for importing list information; you can use this sample as a
guideline for setting up the data in your own file.

The steps that follow assume you have installed Excel on your computer. If you
don’t own a copy of Excel, you can use Excel Mobile, the free app from Microsoft.
To make editing changes to your files in Excel Mobile, you need to sign in to Excel
Mobile with your Microsoft account email and password.

To download and view the sample file for vendors, follow these steps:

1. click Expenses in the Navigation bar and then click Vendors to display
the Vendors page (see Figure 4-2).

Dashboard Expenses  Vendors

Bankin,
¢ Vendors

Sales ‘

Expenses

$125

1 PURCHASE ORDER
Employess

Reports

Taxes
Batch actions v

Lcoleng [] VENDOR=~ / COMPANY PHONE EMAIL OPEN BALANCE

ACTION

My Accountant

Bob's Burger Joint $0.00 Crotabill v

| Booksby Bessie 50.00 Croato bill w

| Brosnshan Insurance Agency $241.23 " N
241.23 oke payment w

I Teleph
| Col Telephone - 30. Crosta bill w

2. Click the down arrow beside the New Vendor button in the upper right
corner of the screen.

3. click Import Vendors.
QBO displays the Import Vendors page (see Figure 4-3).
4. Click the Download a Sample File link.

Once you click the link, QBO downloads the sample file and displays a button
in the Windows taskbar for it, assuming you're using Chrome.

5. clickthe sample file’s button in the Windows taskbar.
The sample file opens in Excel (see Figure 4-4).
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FIGURE 4-3:

Selact a CSV or Excel file to upload

Download a sample file

port Vendors

UPLOAD

Browse

The Import
Vendors page.

Sign

Fl

1

2

3

4

5

FIGURE4-4: |;

A file showing the 2
format you need 10
to successfully =

H H 12
import list I
information. 14

Click here.

Inset  Draw  Formulas  Dala  Review

in ta edit and save changes to ths file Signin  Dismiss
A B o} D E F G

MName Company Email Phone Mobile Fax Website Street
Byran Tublin RDP Inc. lloveQBO@ hotmail.com 555-5555 555-555-1234 555-5556 htip://www.rdpinc.con123 Acco
Adam Saraceno InnoVate LLC Rigrim{‘r @ gmﬂil com 555-5556 555-555-2345 555-5557 nng:([www innovate.c 45 Chart
Kristen Berman il i LLC tar i illi com 555-5557 555-555-3456 555-5558 htlg! [www hEavy'\n\/D 67 Invaic
Aaron £ Berhanu Maple Leaf Inc. Theboss@yahoo.com 555-5558 555-555-4567 555-5559 http:, fwww.magleleaf-ﬁ?ﬂs Expe
Tommy Leep TimeCatcher LLC Timeismone acl.com 555-5559 555-555-5678 555-5550 huE;[fwww.tlme:at:hisﬁ Mone:
Nicholas Anderson Inc. Upforstufi corm 555-5560 555-556-6789 555-5561 http://www.mountainr 689 Billit
Jennie Tan i Simplicit aol.com 555-5561 555-556-7800 555-5562 nng:([www wordsmith 89 salesri
Bridge[ O'Brien Ci LLC BO com 555-5562 555-556-8901 555-5563 htlg! [www customers 4890 eas)
Jon D Fasoli Account-dracula Inc.  Acc 555-5563 555-556-9012 555-5564 http://www.account-di123 Accon
All data is

6.

7.

REMEMBER

Examine the file’s content by scrolling to the right to see the information
stored in each column.

Create your own file, modeling it on the sample file.

If you've been using QuickBooks Desktop, you can export lists to CSV or Excel
files; see QuickBooks Desktop Help for details.

You'll find that importing your data works best if you can match the headings
in your data file to the ones found in the sample data file. Also, your data file
cannot contain more than 1,000 rows or exceed 2MB in size. Don't forget to
save your data file as either an Excel 97-2003 workbook or as a CSV (comma-
delimited) file.
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FIGURE 4-5:
Match the fields
in your data file

to QBO fields.

THE DATA FILE’'S LAYOUT IN EXCEL

Excel stores the information in the sample file (and you'll need to store the information
in your data file) in a table format, where each row in the Excel file contains all the infor-
mation about a single vendor or customer (each row is referred to as a record), and each
column contains the same piece of information for all customers and vendors (each
column is referred to as one field in a record). For example, in Figure 4-4, all the informa-
tion about Adam Saraceno appears in Row 3, and all vendor email addresses appear in
Column C. Also note that Row 1 contains a label that identifies the type of information
found in each column; don't forget to include identifying labels in your data file.

After you have created an Excel file or a CSV file containing your list information,

you can import it. Follow these steps:

1. Makesure your data file is not open.

. Follow the preceding Steps 1 to 3 to display the Import Vendors (or
Import Customers) page.

2
3. Click the Browse button.
4

. Navigate to the folder where you saved the file containing your list

information.
5. select the file and choose Open.

QBO updates the Import Vendors page with the name of the file you selected.
6. Cclick Next.

QBO uploads your file and displays the Map Data screen shown in Figure 4-5.

Import Vendors

9

Map your fields to QuickBooks fields
QUICKBOOKS ONLINE FIELD YOUR FIELD

Neme

0006006000
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7. Make sure that the fields in your data file correctly match fields in QBO.

As needed, open the list box beside each QBO field name and match it to the
labels in your data file.

8. click Next, which appears in the lower right corner of the screen (and
isn't shown in Figure 4-5).

QBO displays the records it has identified (see Figure 4-6).

Import Vendors ®@

10 vendors are ready to be imported

[] mame COMPANY  EMAIL PHONE MOBILE FAX WEBSITE STREET ary STATE zp COUNTRY  OPENING BAL OPENING BAL

(] | ByranTut RDPInc.

FIGURE 4-6:
The records QBO 9] [ Tommyt | [Timecae | [ Timeiame | [ 5555586 | [ ssssss. | [ sssssse | [rprawn | [ s6toney | [ Nasheite | [ 12325 Uneedse | | 1232567 | [ 2015.00
will import from [@] [ wichotes | | mournsin | | | upforswst | | ss5.558c | | [ s5-558- | [ s55.5561| | mpiriwn | [ soo @i | [ kmomite | [ 12325 Inived 52 900

your data file.

9. Review the records QBO proposes to import to make sure the informa-
tion is correct.

You can make changes to the information in any field by clicking that field and
typing. You also can uncheck any row to avoid importing the information in
that row to QBO.

10. when you are satisfied that the information is correct, click the Import
button in the lower right corner of the screen and not shown in
Figure 4-6.

QBO imports the information and displays a message that identifies the
number of records imported. The list you imported appears on the appropri-
ate page (see Figure 4-7).
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FIGURE 4-7:

The Vendors page
after importing
vendors using an
Excel file.

The number of records imported appears here.

o 9 of 9 vendors succassfully imported

Expenses  Vendors

Vendors
$125
1 PURCHASE ORDER

| Batchactions = Q

VENDOR+ /  COMPANY PHONE EMaIL OPEN BALANCE ACTION

ThebossByshan.cam $1,23200 Maka peymant v
FECEEEN Bigtimar@gmail.cam $1,000,

Croate bill ¥

50,01 Crosto bill ¥

Books by Bassie [

Craate bill v

(650 555-7745 BooksBinmuit.com $0.00

Adding New People to a List

REMEMBER

Q

TIP

QBO contains a feature, referred to as Employee Self Set Up (EESS), that enables
employees who live and reside in one of 16 states to set themselves up. EESS is
available only before you enter any employees. If you want to take advantage of
EESS, search QBO Help for employee self setup email, which describes what you
and your employees must do to use this feature.

You use the Sales, Expenses, and Employees links in the Navigation bar to work
with your customers, vendors, and employees. In this section, I show you how to
set up a new customer. The steps are the same to set up a new vendor or a new
employee; you just start by clicking the appropriate link in the Navigation bar.
Follow these steps to set up a new customer in QBO:

If you have determined that your company needs to use the Multicurrency feature,
turn it on before you start creating people so that you have available the fields you
need to establish each person’s currency. See Chapter 3 for details on the Multi-
currency feature.

1. click salesin the Navigation bar and then click Customers to display the
Customers page shown in Figure 4-8.
2. Click the New Customer button in the upper right corner of the page.

If you see the page shown earlier in Figure 4-1, you can click the Add a
Customer button at the bottom of the page.

QBO displays the Customer Information dialog box shown in Figure 4-9.
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FIGURE 4-8:

Start from the
appropriate page
when you want to
create a list entry
for a new person.

FIGURE 4-9:

Use this dialog
box to enter
information for a
new customer.
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@ Guiickbooks

Dashboard AllSales  Invoices  Customers  Producrs and Services
Banking
—
Sales
Unbiled Last 365 Deys Unpaid Lest 365 Deys e
Exponses
s0 $750 $1,526 $3,136
o EsTRMATE S UNBILLED ACTIVITY 10CVERDUE 12 PAID LAST 30 DAYS
Employees
Reports
~
Taxes
[| Batehactions » ‘ Q
Accounting [ costomera / comrany shone osen BALANCE Acrion
L= [] AmysBird Sanctuary [=) 1650)565-2211 $239.00 Rassive paymant v
[ Bil's WindsurfShop. [ o - e
. . X
Customer information
Title  First name Middle name Last name Suffix Email
dhjanesBexample.com
Company Phone Mobile Fax
JonesLTD 999) 8887777
* Display name as Other Website
Janes LTD -
Print on check as [/ Use display name []1s sub-customer
Jones LTD - il v
Address | Notes | Taxinfo | Paymentand billing | Attachments
Billing address mep Shipping address map [7] Same a billing addrass
5678 Main Swrees
Fhoenix Az
85000]

3.

Type the requested information.

If you need to set up a sub-customer (and wonder what that is), see the sidebar
“What's a sub-customer?”

Click Save.

QBO saves the customer and displays a page showing transaction information
specific to that customer — and, of course, because you just added the
customer, you won't see any transactions. You also can view and edit the
details you just established for the customer if you click Customer Details. To
redisplay the complete list of Customers, click Sales in the Navigation bar and
then click Customers.
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WHAT'S A SUB-CUSTOMER?

Sub-customers are a way for you to create a hierarchy for customers, and you can use
sub-customers pretty much any way you want. For example, if you're an architect, sub-
customers might represent jobs or projects. If you're an attorney, sub-customers could
represent cases.

If you set up sub-customers, you can choose to bill either the parent or the sub-
customer. Sub-customers’ balances are included in the parent customer’s balance.
Transactions for sub-customers appear in the sub-customer’s register as well as the
parent customer’s register.

You can create as many sub-customers as you want, but, for any given customer, you
can assign sub-customers up to five levels deep, including the parent customer. To
create a sub-customer, check the “Is Sub-Customer” box on the right side (in the middle)
of the Customer Information dialog box.

then click the Action down arrow at the right edge of the list. In the list that opens,

You can make any list entry inactive. Click that entry in the appropriate list, and
click Make Inactive.

TIP

Searching Lists for People

You can use the Customers, Vendors, and Employees pages in a variety of ways.
From the Customers, Vendors, or Employees pages that list all the people in those
categories, you can sort the people in the list, export the list to Excel, and perform
actions on a selected group of people on the list.

Working with a particular person

You can select a particular customer, vendor, or employee and view the transac-
tions associated with that person as well as the person’s details, and you can
attach files to the person. For this section, I work with customers.

To search for a particular person, type some characters that match the person or

company name in the Search box that appears above the list of people (see
Figure 4-10).
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FIGURE 4-10:

To find a
particular person
on a list, use the
Search box

that appears
above the names
on the list.

FIGURE 4-11:
The Transaction
List tab shows
transactions in
QBO associated
with the selected
person.

FIGURE 4-12:
The Customer
Details tab; all

detail tabs show,
well, details for
that person.
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Type here.

Dashboard AllSales  Invoices  Customers | FProducts and Services
Banking
Customers
Sales
Expenses
s$0 $750
OESTIMATE 3UNBILLED ACT
Employess
Reports
Taxes
J:‘ Batchactions v | [ ms Q]
Accounting [] customera ; coy Fresman Sporing GoodslFreeman Sporing Goods
My Accountant [] AmysBird Sanctuary e R ng Goods)Sub-customer of Freeman S.
Amy's Bird 5 ns(Frasman Sporting Geod!
[ Bi's Windisurf Shop £ s e
Red Rock DineriRed Rock Diner)
0 Cool Cars [¥]

When you select any person from the list, QBO displays the page specifically asso-
ciated with that person. The page has two tabs; in Figure 4-11, you see the Trans-
action List tab, and in Figure 4-12, you see the Customer Details tab.

| Batchactions

O] oaE~ TYPE
] oam1/2017  lnueice
Total

Customer Details

| Filter w» ‘

NO. DUE DATE BALANCE TOTAL STATUS
1035 | 09/30/2017 331428 521228 Open
531428 531228

ACTION

Receive payment v

1-10f1

From either tab, you click the Edit button to edit information about that person;
you also can click the New Transaction button to add a transaction associated with

that person.

Transaction List

Customer

Email

Phone {

Mobile

Fax

Wabsite

Notes

Mark Cho

Customer Details

Billing sddress

Mark@Cho.com

650) 554-1479 Shipping addrass

Torms
Paymant mathod

Preferred dalivary
mathod

Exemption datails

36 Willow Rd
Menlo Park, CA
04

36 Willow Rd
Menlo Park, CA
04304

Print later
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FIGURE 4-13:
Adding the
Attachments
column to the
table on the
Transaction List.

From the details page of a person, you can attach files to keep track of important
financial information. For example, you can attach a vendor’s 1099 document, a
customer’s contract, or an employee’s receipts. You’re not limited to text docu-
ments; you also can attach photos. Simply drag and drop the item into the Attach-
ments box at the bottom left side of the appropriate details page; if you prefer, you
can click the box and a standard Windows Open dialog box appears so that you can
navigate to and select the document you want to attach.

The attachment size is limited to 25MB. To view documents you’ve already
attached, click the Show Existing link below the Attachments box.

While viewing the Transaction list of a particular person, you can add the Attach-
ments column to the table. Display the person’s Transaction List page and then
click the table Gear button above the Action column. From the list that appears,
click Show More (see Figure 4-13). Show More changes to Show Less and a check
box for Attachments appears; click it and the Attachments column appears as part
of the table grid. You can identify it as the column heading with a paper clip. Dis-
playing the Attachments column for one person displays it in the Transaction List
table for all persons of that type.

When you finish working with one person, you can easily switch to another in that
list using the list’s Split View.

You can click the Split View icon, shown in Figure 4-13, to display the people
stored in the list (see Figure 4-14).

Attachments column  Table gear

@ Giickbooks = &

o

$314.28

sz MarkCho = &

38 W Menlo Park, CA 94304

I $0.00
Expenses

Employess

Reports

Filter »

Taxes

[] oA~ TvPE NO. DUE DATE BALANCE ToTAL STATUS

Accounting
& 08/3172017  Invoics 1035 | 00/30/2017 531428 s$314.28 Ope

My Accountent

Split View button Click here.
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FIGURE 4-14:
Displaying a list's
Split View.

Close Split View button

o
@ quickbooks
B I arkcno = o (=]
Dashboard
36 Willow Rd, Menlo Park, CA
$314.28
Banking e
_ | so00
Expenses
Employess cu Dot
Reports
5| Batch actions Filter w
Texes -
DATE + TYPE NO. DUE DATE BALANCE TOTAL STATUS ACTION

Accounting - . .
2 331423 531228 Ope Receive payment v

My Accountant

From the Split View, you can scroll down to find a person, or you can type a few
letters of the person’s name or company name in the Search box at the top of the
list to find that person in the list. Or, you can sort the list by name or by open bal-
ance. Click a person to switch to that person’s page.

To add a new person to the list, click the plus (+) symbol at the top of the list to
see the dialog box shown earlier in Figure 4-9. To display the Customers page
shown earlier in Figure 4-8, click Customers at the top of the Split View list or
click Sales in the Navigation bar and then click Customers.

To close Split View, click the Close Split View button (refer to Figure 4-14).

Sorting a list

In addition to sorting in Split View, you can sort the lists on the Customers and
Vendors pages by name or open balance. By default, QBO sorts