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Accounting, Module One -
Getting Started

Hi, everyone. Welcome to Module One of QuickBooks online training for your practice. My name is
Jessica Mishra, and I’'m a Certified Public Accountant, financial manager for several clients,
Advanced QuickBooks Online ProAdvisor, and founder of Beam Financial Group. I'm excited to be
here with you for this training. This is a six-part series giving you an overview of the QuickBooks
Online software.

Before we get started, | just want you to note that this will be an overview of the software, and we
will cover a lot of content, but be sure to check with your accounting professional as you are
setting up your QuickBooks Online account, as we want to be sure that they are considering the
specifics of your business.

In Module One, we will cover why you need an accounting system, advantages of QuickBooks
Online, QuickBooks versions, a tour of QuickBooks Online, and what to discuss with your
accounting professional. Today, I'll be using a test account, and | shared the link with you in the
Additional Resources section, so feel free to log in to the test account and follow along as we go
through the module. This test account is also really nice if you just want to practice, try out
transactions, or get used to navigating through the software, so feel free to use that at any time.

Why do we need an accounting system? That’s our first topic. What an accounting system does is
it brings together all of your transactions. For example, you might be doing your billing in an
outside system such as MD HQ. You might be incurring expenses on a credit card or through your
bank account. All of your different systems are going to come together here in your accounting
system, and you’ll be able to see sales data, expense data, and equity transactions, such as if you
draw out of the business or contribute to the business. You'll track assets as well in your
accounting software. This is important because we’ll need to run reports for various reasons. One
of those reasons is to gain visibility into the business, so you can make informed decisions, so
you’re in touch with your business. Another reason is to give reports to your tax accountant so he
can prepare your tax returns. If you ever ask for a loan or funding, they’re probably going to ask
you for a set of financials, so this is where you would get your financials from. Most importantly, we
need an accounting system because it will help you to be more organized. That is the point of a
good accounting system is it helps you navigate easily. It helps you research anything that you are
looking for if you want to know if a client paid you, for example. You can easily do that here in your
accounting system.

We know now why we need an accounting system, but why QuickBooks Online? QuickBooks
Online is a cloud-based software, so everything is done in the cloud. It is very easy to access. If you
have multiple users, it’s great because they can log in from anywhere. You can all be using the
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same account at the same time, so if you have an admin, a bookkeeper, and you want to use the
account, you can all do it at the same time no problem. You also have data stored in the cloud, so
you don’t have to worry about data storage issues, which brings a lot of people to ask, is the data
storage secure? QuickBooks Online uses bank-level encryption, so if you’re comfortable with online
banking, then you can be comfortable with QuickBooks Online.

Another nice thing about QuickBooks Online is that many of the processes are automated. For
example, you have a bank feed where all of the transactions from your credit cards and your bank
accounts are feeding into the software, so that eliminates a lot of your manual data entry. That’s
really a huge timesaver, and you’ll see that as we move through the software.

Another nice thing about QuickBooks Online is that you get constant updates and access to new
features. If you were, in the past, using a desktop software, you’re renewing it every year, buying the
new version. You’re really only getting access to the improvements every year, whereas with this
software, anytime the improvements come in, you get access to them, so that, | think, is really nice.

Another advantage with QuickBooks Online is that you have the ability to customize the software
for your business. When they designed the software, the base software is really pretty streamlined
and pretty simple, and then you can add on apps that are specific to your business. For example, if
you have several employees, and you want to track their time, you could add on an app such as
TSheets, or if you have a lot of vendors and you need to pay them quickly, you might add on an
app such as Bill.com. | kind of prefer that. Instead of having all the features in one big, giant
software, you have a very simple software to begin with, and then you add on whatever you need,
and you customize it, so | think that is another huge advantage of QuickBooks Online.

Let’s talk about getting started with QuickBooks Online. You have three versions that are available:
Simple Start, Essentials, and Plus. | want to direct you to this link here, and this will be shared in
the Additional Resources section.
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® 0 O ouckBooks * I About — Beam x' © Onlie Versions of © Jessica
€« C @ nitps//quickbooks.intuit.com/online/compare s 80
inturt
@ qu|Ckb°°ks. Smal Busness Accountants Leamn & Support Signin | Free Trial
Simple Start Essentlals Plus
$15 *10/mo 30 521 /mo $40 528 /mo
Froe 30-Day Tral Froe 30 Day Tral Free 30-Oay Trial I
(exchuces decount) (eachades dacourt) (axciudes dscount)
Send uniimited estimates and invoices v v v l
Downioad transactions from your bank and credt card v v v
accounts’ L3
Print checks and record transactions v v v
import data from Excel” or QuickBooks desktop? v v v
Back up your data online autornatically v v v
Strong security measures so only you 8ccess your info® v v v
Access vour data from a tablet or smartohona® o o o

This link allows you to compare the different features of the three versions, so you can kind of look
through and see what features you think you need. For example, if you have a supplement store,
and you want to track inventory in QuickBooks Online, you're going to need the Plus version. That
is the only version that has inventory management, but maybe you don’t need that at all, so just
kind of look through the features. If you need help, reach out. Ask your accounting professional or
ask me. | can help you figure out which version is best.

Once you choose the version, it’s pretty easy to sign up. You basically enter in your payment
information. They will ask you some questions about your business. You’ll go through a little wizard
to set it up, and then pretty quickly you’ll be brought to this home page. So, very easy to get started.
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® 8 O QuckBooks [l About — Beam Financisl Grow x @ Online Versions of & x Jessca
€« C @ ntps://ivde.gbo.intuit.com/app/homepage 80
) O Samote Company Q)
o0 - Craig's Design and Landscaping Services » .
ome Bank accounts
Prevate mode OFF
Mastercard
Income , Checking
[ M
Savings
$4,885 $4,885 $0 -
Connect acoount Registers «
Expenses Last 30 days »
Al e Al s

* Needs attention

Once we’re on the home page here, there are a lot of ways to navigate around the software, so
we’ll go through some of the menus and how to get around. Let’s look over here on the left
sidebar. This is where we have what are called the centers: Customer center, Vendor center,
Employee center. This is great because it helps you think through. You can easily figure out where
you need to go. For example, if you need to see if an invoice was issued for a certain customer, you
would go straight to the Customer center. Let’s look in here.

® & O Customens « [l About — Beam Financisl Gro. x (2 Compare Online Versions of C x Jessica
< C @ nttps//ivde.qbo.intult.com/app/customerns s B O

$750 $0
) UNBILLED ACTVITY 0 PAID LAST 30 DAYS

Bat: > v 2 r ~
[ e 2
CUSTOMER » / COMPANY PHONE OPEN BALANCE ACTION
Amy’s Bird Sanctuary B50) 555-3311 $239.00 Recerve payment w
Bill's Windsurf Shop 7
415) 444-6538 $85.00 Roceive payment v
Cool Cers 415) 5569933 $0.00 Croate iovoice v
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You see all of our customers listed. If we wanted to look if a certain customer had—if we’d issued
an invoice for them, we click on it.

® O customens < I About — Beam Financisl Gro. x () Compare Online Versions of . x Jessca
« C @ nttpsy/ivde.qbo.intuit.com/app/customerdetali?namelds 1 s B0
$239.00
Add
l $239.00
Transaction List Cust
(n 8 actions v Fitor w a ~
DATE + YPE NO DUE DATE BALANCE TOTAL STATUS ACTION
08202015  Payment 08292015 $0.00 $-22000
09282015  Payment 6552 00/28/2015 $0.00 $-108.00

08/27/2018  Invoice 1001 1072772016 $0.00 $108.00 Pt v

09/27/2015  Time Charge 00/27/2015 $0.00 $375.00 Start nvoice

091372015  Credit Memo 1026 01372015 $0.00 $-100.00 Print »

Then we see all the different invoices and their payments. Very easy to navigate. All of the
customer’s information—client or patient, whatever you call them—is all up here. So, that’s the
Customer center.

The Vendor center—let’s go back, actually. For the Customer center, just a note. You may not be
using the Customer center that much if you’re doing billing outside of QuickBooks Online. For
example, if you’re using MD HQ for your billing, then you’re probably not going to have all your
customers in here, but you might still have a few. If you did a seminar, and you issued an invoice to
get paid for that seminar, you might have that client in here, so you might still be using it.
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® & O vedon il About — Beam orou x ' © Online Versions of & x Jessica
®

€« C @ nitps://ivdc.gbo.intuit.com/app/vendo v B

Q + O 5 | Gampie Compeny

ab QuickBooks

n Batch a . A -
VENDOR » / COMPANY PHONE EMANL OPEN BALANCE ACTION
Bob's Burger Joint $0.00 Creato bl »
v .
Books by Bessie B50) 555-7745 Books@inturt com $0.00 Coatobll »
Srosmshan insurence Agenoy (650) 555-9912 223 Make payment v
Okay, let’s go to the Vendor center. This would have a listing of all your vendors and the vendor
information.
@8 O veson I About — Beam Orou x ' @ Onlire Versions of ¢ x Jesuca
€« C O nttps://vde.qbo.intuit.comiapp/vendordetail?nameld=3 * 30
= Cal Telephone Eait v
Cal Telephone 10 Main St., Palo Alto, CA 94303

Transaction List Vendor Details
1— Bat " A4 F v [ —
@
DATE + TYPE a PAYEE CATEGORY TOTA ACTION
09/30/2015 Bl Payment (Credit Card) 1 Cal Telephone $46.50
00282015  Bi# Payment (Credit Card) 1 Cal Telephone $74.36
09/142015 B Cal Telephone Utiities Telepho & $74.36
DAMNS2015 Rs Cal Telachona Linditias Talanho H £25 50

If we click on any vendor, let’s say Cal Telephone, you can see the various expenses incurred for
that vendor. Again, very helpful if you’re researching something to do specifically with a vendor.
The Vendor center is also great because you can store all of the information for your 1099 prep at
year end, and we’ll talk more about 1099s in a different module, but just know that you can store
all of the information that you collect from your vendor so that at year end your 1099 preparation
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is very easy. There is even a module in the Plus version of QuickBooks Online that helps you
prepare 1099s.

® 0 O erciopees il About — Beam Grou x| © Online Versions of © % Jossica
€ C O nutps://ivde.gbo.intuit.com/app/s ye 80
‘ Q + © ®
ab QuickBooks :
Employees
Need 10 pay employees?
Tum on Payroll
~
»
Add employee
NAME « F M £ ADOF T

Emily Platt Edit =

John Johnsor: 540) 555-9645 Edit =

Okay, Employee center. This is where you would turn on payroll if you're going to have some
employees, and QuickBooks Online does offer a full-service payroll, if you're interested in that.
We’ll talk about this more in another module, but this is where you would come to set it all up, and

it’s very easy. | highly recommend it.

Then your Transaction center. This has a lot of different things in it. Banking is one center that
yoUu’ll be in quite often, and the Banking center is where you connect your checking account, your
credit cards, all of that.
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® @ 8k and Credit Cards B About — Beam

€« C Ont vdc.qbo.intult.com/app/bank

ab QuickBooks

Bank and Credit Cards

Mastercard

$304.96

BANK FLALANCE

LR

For Review

Sreat! You connected your credit card account. To

Mastercard -

Online Versions of . x

Q + ©

f Batch actions v Al
DATE ~ DESCF 0 PAY CATEGORY OR MATCH PENT
10v26/2 Ama Uncategorized Experss

RECEIVED

$89.90

nts. Leam how

You’ll see the various accounts up here. All of the transactions will feed in from those various
accounts that you’ve connected, so you’ll be doing a lot of your work in here. You'll see all the
transactions come in, and you’ll be matching them up. We’ll see that in another module. You'll be
coding and basically saying where these transactions should go. Is it income? Is it an expense?

What type of expense?

®  § O Bankand Credit Cards

« C @ nutps://ivdc.gbo.intuit.com/a

b QuickBooks
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© Compare Online Versions of . x

Squeaky Kieen Car

For Review QuickE E
(r Bat 3 - Al
DATE v DESCRIPTION PAYEE ATEGORY OR MATCH PENT
10726 Uncategorized Expense
10/25/2018 Lara's Lamination Uncategorized Experse $180.0C
1071272015 Squeaky Kieen Car 0 ot " $19.99
10005872015 Bob's Burger Bob's Burger Joint 10/0872015 $18.97 $18.97
Bob's Burger Joint
CC Expense
10/05/2015 $19.99
10/05/2015 Squeaky Kleen Car Saqueaky Kieen Car W $19.99

RECEWVED

$29.99

Add

Match

Match

Match
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A lot of the work, you can see, is already done for you, so you’re just having to do a little bit more
work, and then that transaction is entered into the system. So, the Banking center is great.

® T O seles Transactions * I About — Beam Financisl Gec. » (D) Compare Onfine Versions of (. x Jemaca
€« C @ neps:/fivde.qbo.intuit.comyapn) sak v B0
- - N
a0 QuickBooks .
WI0/2015  Payment Frooman Spo WI02015 $0.00 $-387 X
0O/30/2015 Inwokce 100¢ Froeman Spo. 107302015 $477.50 4778 Receive payment -
00/20/201¢ o 1004 Rondonwu 107292015 $78.00 $7860 Overt Recoive payment v
WW2020 - x » 1 $00C 810
) ) A X $0.00 $
OW292018 oo 1033 Gaeeta Kalapa 10292018 $629.0 $0629.10 Pveris Receive payment -
0202015  Sales Receipt 1011 Pye's Cakes $0.00 $78.75 Print v
W28/2015  Retund 1020 Pye's Cakes $0.00 $ 87 % Send w
0020/2015  Time Charge Rondonuwu 107292018 $0.00 $30.00
0/28/201 Chohgh ¥ 0 $0.0 $45.0
282015 Irvoice 101 Pauisen Medi 102872015 $054.75 $054.75 Recoive payment v
0028201 Payme: W4 AIrC C $0.0¢ $ 10

You’ve got your Sales center here. This shows all of your invoices and payments. You’ll want to look
at it this way. It’s a little bit different view than looking at it by customer.

® ¥ O expense Trarsactions « il About — Beam Financis! Gro. x (2 Compare Online Versions of & x Jossca

€« C @ nhips://ivde.gbo.intuit.com, artofa ¢ * 80

b QuickBooks ST

Expense Transactions [RINTC I Now transaction

Wer ¥ Last 365 Days
1 Batch » v "o
S L2
DATE Y ) 3 A Y OTA TION
5/2015  Credt Card Exponse Automobile H $34
0/14/2015  Crecit Card Crocit Checking H $900.00
22015 Crecit Card Expense Squeaky Kieen Car Wash Automobile $ $10.99
10/06/2015 Cred Card Expense Hicks Hardware Job Expenses:) & $42.40
10005/2015  Credt Card Expense Bob's Burger Joint Meatls and Ente s $18.97
10/05/2015  Credt Card Expense Squeaky Kleen Car Wash Automobile H $19.00
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Expense—same thing. You're not looking at it by vendor. You’re just looking at a list of all the
expenses. Sometimes that is more helpful.

e © Chart of Accounts

€ C Omy

@ About — Beam Financisl Gro x (D Compare Online Versions of (. x

vdc.qbo.intult.com/ app/chartofa t s B0

AGD QuickBooks

Chart of Accounts

< Al Lists

1E TYPE » DETAIL TYPE QUICKBOOKS BALANCE BANK BALANCE ACTION

3 - Bary -, 0 010 B X View register v

¥ - B - Saving: 800.0 20000 View register v

Accounts Recewvable (AR) Accounts receivable Accounts Receivable 528152 View register v

Inventory Asset Other Currentt Assets Inventory 50625 View register v

Prepad Expenses Other Current Assets Prepaxd Expenses 0.00 View register <
&

Uncategorized Asset Other Current Assets Other Current Assets 000 View register v

Vvdeng o Funds e el As e ! o 2y 06 View register v

Then your Chart of Accounts. We’ll have a whole module on the Chart of Accounts. This is a listing
of every single account that you have. You’re going to have accounts for income, different types of
income. You’ll have expense accounts. You’re going to have equity accounts, like | mentioned, for
contributing money to the business or drawing out of it. We’ll talk about setup in the next module,
but basically, this is where you access the chart of accounts.

® & O reons ) About — Beam Financisl Gro. - x

vdc.gbo.intuit.com app/re

ab QuickBooks

/ Reports redesigned for you.

Ve Deen working On making your

Recommended Frequently F My

\
g Displays FCOMe and esperaes ¢
year Omparisons Using Pl

A/R Aging Summary
Shows urpald rvaces for e cument period and for
e last 30, 60 andt 9

they've been cpen joutstandng)
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Beautiful management

reports

_ Check it out
ready-10-use

No assembly required

Exponses by Vendor Summary

This report shows your total expenses for each ve

A professional set of

agement reports

Balance Sheet

Lists what you own (assets), what your dedis are
Pabities), and what you've invested n your company
Gty

A/P Aging Summary

Shows urpaki bills for the curment period and for the
ast 30, 60 andd 90+ days 50 you Can See how long
they've been open (outstanding)
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Then we have the Reporting center. We’ll talk about this in another module as well, how to customize
reports, the various reports that you might want to run to be more in touch with your business.

®  § O Craigs Design and Landscar x [ About — Beam Grou x ' © Online ofC x Jossica

IS C @ nitps://ivdc.qbo.intuit.com/app/salestax a8 0

Sales Tax Center

Weicome! The Sales Tax Center is !he best way 10 track and pay sales tax. Be sure 10 record your sales tax payments here. if you record
payments as a paid bl or check instoad, Tey won'l appear in Pe Recent Payments st

Sales Tax Owed

- L2 - - - J
Show By Moty o Cument Your Startof Year  Jan Accouring Bass  Accrusl v Tasks
Agency Name Gross Sales () Taxable Sales  Tax Amownt Adjustments Payments Balance View sales

No tax information 1o show because you have no sales tax for the selected period Eon =

Acdiedt tax rates and agencies

Recent Sales Tax Payments

Agency Name Tax Perlod Tax Amount Acpastments Total Pakd Pasd Date
Board of Equalization 081472015 $38.50 $38.50 08N 772015
Artzora Dept. of Reverse 08142015 $38 40 $38 40 oa172015

Then the Sales Tax center. Again, if you’re going to be doing your billing outside of QuickBooks

Online, you probably won’t be tracking sales tax here, but just know if for some reason you are,
then the Sales Tax center is here.

Then your App center. Usually you can’t access it from the test account, but in your actual account,
you’ll see a listing of apps that Intuit authorizes or they recommend, so if you’re searching for an
app that might help you out with your business, you can find it here.
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® ¥ O ouckBooks il About — Beam Financist Gro. x () Compare Online Versions of . x Jeszca
€« C @ nips://ivde.qbo.intult.com/app/homepage 00

~ ¢ [ —— p— (?)

O o Craig's Design and Landscaping Services

Bank accounts

Mastercard

Income . p—

_ _ B o

$A.885 $4.885 $0 Visa

Connect account Registers v

Expenses Last 30 days v

“

Activities Al

¢ Needs attention

Okay, so back to the home page. Those were the centers that we just went through. Here on the main
page you’ll see just kind of a summary of what is going on with your business. You’ll see income or
invoices that are open. You'll see sort of a breakdown of expenses, and then you’ll see profit and loss
information. | actually don’t use this that much. I'll typically go to a report and run a report. You get a
lot more detailed information, but if you’re just looking at a glance, it can be helpful.

Then over here you’ve got your bank accounts and credit cards that you’ve connected. These little
circles here are helpful. It shows how many outstanding transactions you have. For example, in this
checking account, there are 25 transactions, so that might trigger me to go to the banking center
and start coding in those transactions. You just kind of have a quick overview of what is going on
with your bank accounts.
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® O ouckBooks < [l About — Beam Financisl Gro. x () Compare Online Versions of . x Jessca

<« C @ nps:/ivdc.gbo.intult.com/app/homepage 80

b QuickBooks \ : ' , O [ TRy

0

Connect account Registers v

Expenses Last 30 days v

* Needs attention

Quickiooks for Wi

s for Windows or Mac user
Reoad this first

¢ August 23, 2016
TODAY

Take a towr of the home page
Profit and Loss It 30 e Personakze QuickBooks
Mvite your accountant or bookkeeper

Don't have an accountant
or bookkeeper? Find a
Ceartfied QuochBaoks

Down here, there is usually some information on what needs attention, or down here you’ll see
some of the latest transactions that you’ve coded in.

® 8 O QuckBooks Il About — Beam Grou x | @ Online Versions of . x Jessca
« C @ nhttps://ivde.gbo.intuit.comyapp/homepage * 20
5 5y Sample Company
@ o Craig's Design and Landscaping Services Bank accounts
Private mode or >anK accounts
Mastercard
Income ' Checking

_ _ boorn s

$4,885 $4,885 $0

Visa

Comnect account Registers v
Expenses Last 30 days v

Activities Al 5

¢ Needs attention
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Up here, you’ve got another way to navigate through the software. The Quick Create, the plus sign.

® 58 © ouckBooks il About — Beam Grou x ' © Online oG x Jessica
€« C  © nitps://ivde.gbo.intuit.com/app/homepage * B0
) 3} | SamphCompany . (7)
b QuickBooks T RA ¥ ¢ .
Craig's
9 . ts
et Create
Customers Vendors Employees Other
v ’
Income Re Rt hock fiania i
Refund oipt Vond t
$4885 . ‘
YPEN INVOIC e - b :
)
' m Registers v
Expenses Last 30 days v
' : Activities Al $

¢ Needs attention

If we drop this down, this is where you initiate most of your transactions. If you’re going to create
an invoice, if you’re going to enter an expense, or you have a bank deposit and you want to code
that in, or maybe you have some time that you want to enter for an employee, that is all done here
in the Quick Create screen. Very easy to remember that.

® 0 O CuckBooks () About — Beam Financisl Grou % () Compare Online Versions of C x Jeszca
<« C @ nps:/fivde.gbo.intuit.com/app/homepage T B0

—

ig' i
O o c@ 9 s D'es gn and Le scounts
Recent Transactions
wd
Income iorTaesid 8 3
N
$4,885 b =
OPEN INVOICES
T account Registers v
Expenses Lo av Geys v
: ' ‘ Activities Al :

¢ Needs attention
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Over here, this is helpful as well. This is a listing of all your recent transactions. | use this all the
time. Maybe | realize | put in the wrong date for a transaction, so I’'m going to find that transaction
that | just did, click on it, and then you can make any changes that you want within that screen,
save, and close. That’s helpful.

@ § O ouckBooks * [l About — Beam Financisl Grou. x (D Compare Online Versions of © x Jessica
“ C  © nips://ivde.gbo.intult.com/app/homepage * 80
) {0 Sample Compan ’\/
® QuckBooks o — C
—_—
ig" i
B o Qra 9's Design and | Bank accounts
Search Transactions
S Mastercard
Income * Da Checking
| -
$4,885 $4,885 $0 =
OPEN INVOICES OVERDUE PAID LAST 30 DAYS Uk
Connect account Registers v
Expenses Last 30 days v
) - ) Activities AN $

¢ Needs attention

Another helpful tool is this Find feature. You can basically search for anything. If you know an
amount on an invoice, if you know the person you paid it to—really anything that you want to
search for. If you want to do it quickly, you could do something like, “I know the transaction was for
$19.99.” Hit return, and then those are the transactions that were entered for $19.99. A quick way
to find it. You can, of course, do the advanced search, and you can search any type of transaction.
You can search all these different options, so really anything you want to look for. It’s a lot faster
than trying to go back through one of the centers and find it, so | use this a lot if I'm trying to solve
a mystery, typically.
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ps://vdc.qbo.intult.com/ app /home page 80
Craig's Design and Landscaping Services Bank accounts
Prevate mode OFF - TS
Mastercard
Income Checking
$4,885 $4,885 $0 =
v . e .
Connect account Registers v
Expenses Last 30 days v
Activities Al $

¢ Needs attention

Okay, back to the home page. Our last menu that we’ll go through is this gear icon up here. Drop
that down.

® ¥ O Quckiooks « ) About — Beam Financisl Groo x (D) Compare Online Versions of . x

v C @ mps:/fivde.gbo.intuit.com/app/homepage

\\I
& OuckBooks
O o Craig's Desic
el e Craig's Design and Landscaping Services
L}
Your Company Lists Tools Profile
Income
Manag: ' 18 and “ x( Feedbuck
$4,885 o Chacks
OPEN INVOICE Y ETIUE FRIU LD OV NTD
Connect account Registers v
Expenses Last 30 days »
) W Activities AU :

¢ Naeds attention

This is a lot of your settings, lists, and different things that you’ll sort of set up in the beginning.
You’ll be in this a lot more in the beginning and then not as much when you’re just sort of ongoing,
but anytime you need to change a setting, that would be over here. We’ll go through accounts and

settings in a little bit.
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Manage Users. If you want to give someone access, maybe you want to give your accountant
access or your bookkeeper or an employee, something like that, that would be in Manage Users.

Custom Form Styles. If you want to customize your invoice templates, if you want your invoice to
have a certain color, have your logo on it, that kind of thing, that is done here.

Chart of Accounts is also accessed here. You’ll remember that we saw it over here under the
transaction menu, Chart of Accounts, but you can also get to it here. Same thing.

Recurring Transactions is another one | want to put out, and this is a really nice feature where you
can enter in all the information for any sort of recurring transaction. Just for an example, let’s say
you have a charge from Dropbox every month for the amount of $19.99. You could go in here,
enter all the information, the account it should go to, the amount, the date, and it will start to
match up. Every time that transaction comes in to the bank, it shows up in your feed. It will already
match to the information you entered. It’s just another data entry time-saver, so you can set up
those recurring transactions just to make your life a little easier.

The Reconcile is another one you’ll be using a lot, and we’ll walk through the reconciliation process
in another module. This is the quick way to get to reconciling your bank accounts or credit cards.

Then the budgeting feature, if you’re using the Plus version, that’s an option. You may or may not
be using that.

® 58 O setings [ About — Beam Grov x ' @ Onlive Versions of © X Jossca
€ C O nttps://ivde.gbo.intuit.com/app/accountsettings B0
Account and Settings
Company
Company name
Billing & Subscription
Sakes &
Company name Craig's Design and Landscaping Services
Expenses Legal name
Employer 1D (EIN)
Advanced
Contact info Company emai noreply@quickbooks.com
Customer-facing email
Company phone
Website
Address Company address 123 Sierra Way, San Pablo, CA 87999

Customer-facing address

Legal address

Okay, so let’s go back to Account and Settings. This is a really good thing to walk through with
your accounting professional. I'll give you the highlights, but it’s very specific to your business,
most of these settings, so if you can just take five minutes of your accounting professional’s time or
a bookkeeper or someone like that, they’re going to know a lot better how to set all of this stuff

up. I'd say take five minutes of their time and go through it with them, but I’ll sort of walk through
the highlights with you.
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First page is the Company tab. It’s basically all of your basics: your company name, email, all of
that stuff. Employer ID, which is your EIN number, of if you’re a sole proprietor your Social Security
Number. That can be entered in here.

® 0 O setings * Il About — Beam Financisl Grou x (D Compare Onliee Versions of . x Jossica

« C O nttps://ivdc.gbo.intuit.com/app/accountsettings 7p=qbo_selfservice_biling B8 0

Company
o The following error has occurred:
m & m We Can't retrieve your subsoription iIndormation at this time. Please try agan later
Sakes
Company ID: 1231 4585 0398 607
Expenses
Accounting Subscription status Not subscribed
Advanced Plan details
Payroll Please check again later. We're updating our payroll service.
Payments Subscription status Not subscribed
Checks Checks and supples Order now

Privacy | Security | Terms of Service

Billing and Subscription is any information about your billing and subscription. Pretty self-
explanatory. Company ID: You’ll need this if you ever call in to the QuickBooks Online hotline to get
support. They’ll ask you for a company ID, so just know that that is located here. Once you are
subscribed, your plan type is here, so if you have the Essentials version, you can see that here.
Sometimes people will ask you what version are you running, so that’s found here.
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< C @ nitps://ivde.gbo.intuit.com/app/accountsettings ?p=Sales 80
©)
Company
Customize Customize the way forms look to your customens
Biling & Subscription
Sales form content Preferred invoice terms Net 30 »
Sales.
Preferred delivery method Print later
Expenses Shpping o
Custom fields On
R Custom transaction numbers on
Service date on
Dscount On
Deposit on
Products and services Show Product/Service column on sales forms &9 On »
Show SKU column on
Track quantity and price/rate On
Track inventory quantity on hand On

Sales: These are all your settings that have to do with invoicing, so a really good thing to go
through with your accounting professional if you’re doing invoicing through QuickBooks Online.
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< C @ nttps://ivde.gbo.intuit.comyapp/accountsettings 7p=Expenses 8O0

Bills and expenses Show Items table on expense and pudase forms On 2
Biling & Subscription Track expenses and items by customer On
Make expenses and items bilable On
Sakes
Default bil payment terms
Expenses
Purchase orders Use purchase orders On V.
R — Copy estimates to purchase orders o

Privacy Securty Terms of Service

This tab is to do with your expenses. A lot of these settings have to do with if you're billing an
expense to a customer, which you most likely aren’t doing. In this case, a lot of these will just be
turned off, but if you’re unsure, ask your accounting professional.
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« C @ nttps://ivde.qbo.intuit.com/app/accountsettings ?p=Advanced ra 8B 0O

Accounting First month of fiscal year January »
Biling & Subscription First month of income tax year Same as fiscal year
Accounting method Accrual
Seles Close the books on
Expenses
Company type Tax form Not sure/Other/None 4
Advanced
Chart of accounts Enable account numbers o Y 4
Discount account Discounts given
Billable expense iIncome account G Billable Expense Incom
Categories Track classes o ,
Track locations on
Automation Pre-fill forms with previously entered content On »
Automatically apply credits On

Then the last tab is Advanced. This is, again, some accounting specifics, but some of them you can
probably fill in yourself. Fiscal year, if you’re not sure, ask your accounting professional. Accounting
method: You might know whether you’re cash versus accrual, but if you don’t, just ask. Closing the
books usually is at the preference of your bookkeeper, so they can tell you whether they want that
on or off.
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<« C O ntps://ivde.gbo.intuit.com/app/account settings 7p=Advanced

r* B0

count and Settings

Company

Biling & Subscription

Sales
Company type
Expenses
Advanced
Chart of accounts
Categories
Automation

First month of iIncome tax year
Accounting method

Close the books

Tax form ()

e

Enable account numbers
Discount account

Billable expense income account

Track classes

Track locations

Pre-fill forms with previously entered content

dossatioalhs anahs anedite

Not sure/Other/None &

Partreeship or linited Rability ug! iy (Foem 1065)

Small business corporation, two or more owners (Form 112085)
Corporation, one or more shareholders (Form 1120)

Nonprofit orgarszation (Form 990)

Limited Rability

Not sure/Other/None

v

o

?

Tax form here. This is just the classification of your business, whether you’re a sole proprietor,
partnership, and then it shows the tax form that is associated with that. You can select that there.

® 0 O settings

* I About — Be «x @ Online

<« C O nitps://ivde.gbo.intuit.com/app/accountsettings ?p=Advanced

Account and Settings

Company
Chart of accounts
Biling & Subscription
Sakes
Expenses
Advanced
Categories
Automation

Enable account numbers (0

Discount account (D

Billable expense income account ()

e

Track classes

Track locations

Pre-fill forms with previously entered content
Automatically apply credits

Automatically invoice unbiled activity

Copy estimates 10 invoices

Automatically apply bill payments

on

Discounts given s

Bilable Expense Incom  §

g 2

g 22 ¢ ¢

Enable account numbers. | recommend to turn on the account numbers. We’'ll talk through this in
the next module when we go through Chart of Accounts, but | like to have account numbers. It just
helps your Chart of Accounts to be more organized and easier to navigate, so I'm going to

recommend we turn that on.
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Classes and Locations. Again, talk to your accounting professional or bookkeeper. They can tell
you whether they want to set up classes or locations or whether they think that is a good idea

for your business.

® 0 O setings * il About — Beam Financisl Grou x () Compare Online Versions of C x  Jessica
« C O nttps://ivde.qbo.intuit.com/app/accountsettings ?p=Advanced Y 8o
Account and Settings
Company
Categories Track classes o
Biling & Subscription Track locations on
Sales
Automation Pre-fill forms with previously entered content On
Automatically apply credits On
Expenses &
Automatically invoice unbiled activity on
Advanced Copy estimates 1o invoices On
Automatically apply bill payments On
Time tracking Add Service field to timesheets On
Make Single-Time Activity Billable to Customer On
Currency Home Currency United States Dollar
Multicurrency on
Othar nrafarancas Date format MM/dd/ vy

Here in Automation | usually recommend that you turn off anything saying “automatically.” | just
like for you to have the option and the system to not be doing it automatically, so | typically
recommend for clients to turn those automatic features off. Then the rest should be pretty easy to
fill in.

Okay, so that’s the Account and Settings. You can come back to that anytime to make changes.

That completes Module One. Please reach out if you have any questions. In Module Two, we will be
covering the Chart of Accounts, what it is, how to use it, and tips for setup for a health or medical

practice. Thank you so much.
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