QUICKBOOKS® ONLINE ACCOUNTANT

Welcome Guide



Welcome to QuickBooks Online Accountant

We’ve remade QuickBooks Online Accountant, inspired by input from you, our users.
This guide gives you a roadmap to the changes we’ve made. Let’s get started.
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NAVIGATING

Get around in QuickBooks Online Accountant

Let’s start with some QuickBooks Online
Accountant navigation tools:

© Navigation bar

Get to your client list, your firm’s books,

your ProAdvisor info and more.

@® Client QuickBooks menu
Choose a client to go right into their
QuickBooks account.

© Create (+) icon
Create a new client, a new
QuickBooks Online Accountant user
or a new request.

O Green gear icon
Get to Settings, Lists, Tools and
Your Company menus—Ilots to do and
explore here!

:a Clients

@ Accountant Go to client's QuickBooks ¥

Ml Brenda Bowden Accounting
Brenda's clients (4)

Team

Welcome to QuickBooks Accountant

si;i',

CLIENTS

MName Status
@ Closed
01-11-2

ATS & Property Manageme Closed
705 791 9974 @ 12-07-2

Crazy Louie's House of Tikis @

Daisy Aqualuﬂg Agquariums @

+1 780!

) Welcome Guide

L kB Upload Document  New Folder

BOOKKEEPING

For Review

1 change to closed books
2 more items...

3 changes to closed bo.

711 unaccepted transa...
1 cheque without payee

u.r...nu acmons
Johnny Poy S hours ago
Mike Violette

Share documents 1 o1

Banking Status

Last download @ Setup inco.

18-07-2015

@ Pay: 29-04-_..
12 blocked

Last download @ Pay: 27-02-...
1 blocked

03-10-2013

Download Failed @ Pay: 05-02-...

23-02-2016 1 blocked

PAYROLL

ltems Due

New request Add client

OTHER

Requests

1-4 0f 4



NAVIGATING

The Client Dashboard

@ Accountant  Gotoclient's QuickBooks ¥

The Client Dashboard is the jumping-off

point for many tasks you do for your - Brenda Bowden Accounting New request
. . . aa Clients renaa’s clients
clients. You can see important things
Team
coming up in your clients’ books, payroll
g p y ’ p y P Welcome to QuickBooks Accountant ) Welcome Guide
and taxes in the Client Dashboard.
> ": e - .~ kBc¢ Upload Document New Foider
. . . - —u Beassaid g I wmgu e
© Click to get details about a client. o= ) ‘ e
@ Click to go to client’s books. :
\'..g‘ | Alclients(g) ¥ | @ &
. - CLIENTS BOOKKEEPRING PAYROLL OTHER
9 See b00kkeeplng aCtIVItIeS' Name Status For Review 9 Banking Status Items Due Requests
los change to clo: lownl inco...
T @ orie . et o R 5
O Click to go to client’s payroll. ATS 8 Progerty Manageme @ Clossd 3 changes o ciosed ... R 5
705.791.9974 12-07-2.. 12 blocked due 15-03-2015
Crazy Louie’s House of Tikis @ Last download @ Pay: 27-02-...
« ags 03-10-2013 1 blocked
© See payroll activities.
Daisy Aqualung Aquariums .. 711 pted transa... = D Failed Pay: 05-02-... L3
+1 7805553456 @ 1 cheque without payee 23-02-2016 @ 1 blocked

1-4 0f4

® Customize your Client Dashboard.

Q@ auick TP
= From the gray gear icon (number 6), you can add a Tax column to your Client Dashboard,

remove Payroll, and make other changes to optimize the Client Dashboard for your practice.

Intuit



WORKING WITH CLIENTS

Add a client

Here’s how you add all your clients to
QuickBooks Online Accountant:

© Click the big blue Add Client button.

@ Fill out this client’s contact info. If this
client doesn’t use QuickBooks Online,
click Save. You’re done.

© Choose a QuickBooks product
(with or without Payroll) to subscribe
this client to. (Optional)

O Choose wholesale (you get billed)
or retail (client gets billed) billing.

® Choose the Master Admin for this
client’s QuickBooks Online account.

O Click Next.

QUICK TIP

= Wholesale billing lets you both make
a profit and pass on a never-expiring
discount to your clients for QuickBooks

Online with or without Payroll.

@ Accountant Go to client’s QuickBooks ¥

Brenda Bowden Accounting

E° Clients Brenda's clients (4)
I

CLIENT CONTACT 8 PRODUCTS
! Enter contact information for your new client.
Title First name Middle Last name Suffix Billing address map

525 Bayshore Road

Company

Sean's Cupcakes

*Display name as

a»

Sean's Cupcakes
Shipping address map Same as billing

ADD CLIENT > FILL OUT CLIENT INFO > CHOOSE QUICKBOOKS PRODUCT

TEAM ACCESS

Client summary

Client contact
Sean's Cupcakes

Products

See current offers

Team access
Brenda Igbokwe

m

Add client X

CLIENT CONTACT PRODUCTS

Select the desired products for your new client.

Ready to purchase QuickBooks for this client?

Region

Canada

4

I QuickBooks products I

Plus E] Compare products
I *Billing choices I
‘ My firm will pay (wholesale) ¥

QuickBooks Master Admin

Why can't this change?

ADD CLIENT > QUICKBOOKS ONLINE PRODUCTS > CHOOSE BILLING OPTION

TEAM ACCESS

Client summary

Client contact
Sean's Cupcakes

Products

$pngniO

520 off per month for life of the
subscription
*price before tax

Team access



WORKING WITH CLIENTS
Work In client books o

Let’s start with some QuickBooks Online @ @ Accountant
Accountant navigation tools:

E% Beautiful Landscaping ¥ O\ Search... @ 69 @

@ Homs Beautiful Landscaping Bank Accounts

Wednesday, February 18, 2015

Connect Another Account

© Return to QuickBooks Online L
Accountant home. v

Income
@ Open the Accountant Toolbox to _ _
access some of your most commonly
used tools. $1,988 $2,024 $0 Checking 1 -
OPEN INVOICES OVERDUE PAID LAST 30 DAYS HanicHalance, :
© Choose a different client to go directly s B o
to their books. Expenses
) ] ) $221 Activities Al =
O Create new items in your client’s books. i s e
AGO I $66 Commissions & fees
$55 IPN Fees * Need Attention

o OVERDUE Invoice 107: $200 to
Chris Frelly

Timesheet: Needs approval for
Ralph Matlack

Profit and Loss e

$8 50 1,000

NET INCOME A
500 February 18, 2015
$1,071 ; T

Reminder: Make sure you
deposit any undeposited funds



WORKING WITH CLIENTS
Work on a client’s payroll

From the Client Dashboard, you can see

a client’s last paycheck date and the Q @ B ©
next payroll item coming due. CLIENTS BOOKKEEPING PAYROLL
Name » Status For review Banking Status Items due
Client QUiCkBOOkS Payroll 7] Beautiful Landscaping @ Closed 1 change to closed books Download failed
650-555-6767 01/31/15 | 2 more items... i 02/02/15
. . gy s . , § : §
C“Ck the QB Icon tO drl” IntO a C“ent S [] Johnny Pops @ Closed 1 check without a payee Last download @ Mext pay date 1 tax, 2 forms
QuickBooks Payroll account. To get to a VSIS | | o1iEs e e
client’s Payroll details, click that client’s ACCOUNTANT HOME PAGE > CLIENT DASHBOARD > PAYROLL STATUS
name in the dashboard. Then click the Y ——
Payroll tab. e ¢ ATS & Property Management Corp 21 & New request
] Click te add a note...

Payro" Detalls feam Bookkeeping @B Requests Documents
On the Payroll details tab, you can ProAduisor
See recent paer” tax payments and B N Next pay date: 29-04-2016  Last pay date: 21-04-2016  All pay cheques | Run payroll @ Payroll
form f|||ngS. Recent tax payments ¥ Review in QuickBooks

TAX PAYMENT PAID AMOUNT | PERIOD

Federal Taxes 05-02-2016 $1,769.63 Nov 1 to Nov 30

Federal Taxes 05-02-2016 $2,07958 Dec 1 to Dec 31
"""""""""""""""""""""""""""""""""""""""""""""" Federal Taxes 22-01-2016 $2,910.79 Oct 1 to Oct 31
° QUICK TIP Federal Taxes 15-06-2015 $1,636.48 May 1to May 31
=~ You aSked, we listened. You can now Federal Taxes 15-05-2015 §1,94193  Apr1toApr3o

Offel’ yOUI’ CllentS WhOlesa|e PayI’O” View all tax payments

integrated with QuickBooks Online.

CLIENT DASHBOARD > PAYROLL TAB



MANAGING YOUR FIRM

Manage your own firm

You get a free subscription to QuickBooks @ Accountant £ Brenda Bowdon Accouning ¥

Online with Payroll to manage your own I ot started with QuickBooks | @ Waeare Gide Bank accounts
firm when you sign up for QuickBooks — - o
Online Accountant. c ers @ v?r:ﬁaonlifsz;:;gnances ?Jitlni%g?)i;company Ic\nr:muatamto

Brenda Bowden Accounting

Click Your Books in the navigation bar to Weinesday, 27 or 2016

Activities Al

manage your own firm’s books and payroll. _
) ¢ April 27, 2016
Income Greate an invoice ' Tooar

There are no activities for you right now.

@ auick TP

When you enter clients into your
practice, they get automatically added to

Enter an expense

Expenses

your QuickBooks as customers.

Profit and Loss



MANAGING YOUR FIRM

Add a user to QuickBooks Online Accountant

Here’s how you add a

@ Accountant Go to client’s QuickBooks ¥

coworker to your QuickBooks R Team
Online Accountant team:

ﬂ Team
= &
NAME JOB TITLE EMAIL ACCESS STATUS
4 Brendal daisy_igbokwe®&intuit.com Master Admin Active
@ On the navigation bar under ,
Ludo D ludovic_djomkam@intuit.com Basic Active
You r PraCtlce’ CIICk Team " Name Last Name name@name.ca Full Invited
e Click Add User TEAM PAGE > NEW USER BUTTON
© Enter this user’s profile info o
and C“Ck NeXt USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS
Add user profile information
First name* Middle name Last name*
Email*
Title
Cancel Next

ADD USER



MANAGING YOUR FIRM

Give a user permissions and clients

@ Give this user full or basic
access to QuickBooks
Online Accountant.

@ Choose whether this
user can view or manage

different parts of your firm.

© Click Next.

O Specify which clients
this user can access by
checking the box next to
each client name.

Add user b4

o

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Specify access to firm administration and books

Access: = Basic v
Access to firm administration and books

Full
# Full access to administrative functions for your firm
a # Full access to your firms's books
» Administrator access to client QuickBooks

YOUR FIRM ADMINISTRATION AGCCESS

Firm information Viewonly =

FIRM ADMINISTRATION AND FIRM BOOKS

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Specify client access

X 0!
CLIENT v )
Client access
Andrew Walker v
Granting user access to a client gives them full
=r-Tall @ Walalalala
Back Save

CLIENT BOOKS

10



MANAGING YOUR FIRM

Access ProAdvisor benefits

If you’re a member of Intuit’s ProAdvisor
Program, you can access all your
ProAdvisor benefits inside QuickBooks

& proacusor

Online Accountant.

You'll find:

Free QuickBooks certification
training and exams

¢ Additional (non-certification)
training and resources

e Discounts on Intuit products for
you and your clients

¢ ProAdvisor Program
notifications

¢ A place to edit and publish your
online directory
profile (to help generate
client leads)

@ Accountant | Goto client's QuickBaoks +

ProAdvisor | Gold Partner

to your Qui Program

x x x x x x
O~0 ()
1 = 8B =
= 5 &
Get Started Expand your Certification Directory profile My Marketing
knowledge
@ © _ErED Learn the basics View isining

Latest Certification Wy Profile

Your current partner status is:
View your benefits

Value calculator

Get certified Show the value of QuickBocks

Updste my profile Visit My Marieting

Ny Marketing Training Resources Support

Your peers are looking at:

Product news Firm of the future

‘Welcome to the QuickBooks Cloud ProAdvisor Program Watch

Compare QuickBooks Online features (EasyStart, E.. Preview | Download

Data security for your clients. Preview | Download

The latest from
QuickBooks Online

Learn how to take your firm to the next level W Twitter B
Intuit Acoountants

What the QuickBooks Online integration with Shopify means for your
et

@lntuitacctsCa
@bergepa connected with @DeathiishCoffee at #QBConnect, Who wil you
connect w/ this year? http:iQuickBooksConnect com/ hitp:fow ly/UiSyns

Learn more
Read maore

News in accounting

Go to be Inspired: Juliet Aurora Shares Why She is Aftending QuickBooks® Connect 2018

As accountants and business owners, we often get o consumed in our daily ives that we don't have
“Ths atest from
el Read more
INTUIT

® 2016 Intuit, Inc. All rights reserved. Intuit and QuickBooks are registered trademarks of Intut, Inc.
Terms and conditions, features, support, pricing and services options subject to change without notice.
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GETTING HELP
Get more information

This Welcome Guide is just the @ Accountant Gowctents quexgools ~
beginning' = = Brenda Bowden Accounting

n - Brenda's clients (4)
Clients
ul Clien Help

Team a
When you have questions o . Welcome to QuickBooks Accountant [0 Welcome Guide [
or need assistance with a ol | (== -

task in QuickBooks Online ! ! i m‘:ﬂ i oo

ACCOU ntant (or QuiCkBookS Take a tour 1:57 Workvﬂlh clients 1:47 Ehare documents 1-01

Online), click the Help menu Tophelplopies
’ ’ q s Accountant community
Quickopedia
CLIENTS BOCKKEEPING PAYROLL

Yo u Can : Name Status For Review Banking Status Items Due HEQUESTS
Aqualung Aquariums-1 @ Clossd 1 changs o clossd books  Last download @ Setup inco...
647-080-8034 01-11-2... 2 more itema... 18-07-2015

. ATS & Property Management Corp Closad 3 changes to closad bo.. Pay: 29-04-.. 1tax
L Search for a help toplc 705.791.9974 @ 2-07 @ 12 blocked dus 15-03-2015
Crazy Louie's House of Tikis @ Last download @ Pay: 27-02-...
03-10-2013 1 blockad

PY J 1 A t t Daisy Aqualung Aqusriums Harmony Plus Comp.. 711 unaccepted tranea...  Download Failsd Pay: 05-02-...
oin our ccountan +17805553456 @ 1 chaque without payee ~ 23-02-2016 1 blocked

Community e veme

© 2015 Intuit Inc. All ights rsssrved. Privacy | Tams of service

e Check out useful links to
more information



