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Chapter | 2

Now that you've finished your company setup in QuickBooks Online, you're ready to get started.
It's a good idea to understand where the tasks, transactions and functions are, in QuickBooks
Online, and how to get around the software.

QO Lesson Objectives

After completing this chapter, you should be able to:
+ Log into QuickBooks Online
Understand the information displayed on the Dashboard
How to find what you're looking for
How to create new transactions

+ What buttons and fields do on transactions

O Login

You learned in the introduction to this training guide, that its recommended to open QuickBooks
Online in a Google Chrome browser. Open a Google Chrome browser.

Once you've created your QuickBooks account, completed the setup, and logged out, you can
log back in at any time by navigating to ca.gbo.intuit.com and entering your Email or user ID
and Password. QuickBooks will open to the Dashboard.

@ qguickbooks

Next time, skip this sign-in Sign in
Download the Mac app to run QuickBooks 2x faster

Email or user ID
Bookkeeper@bookkeeper.com

Sta nedin
v Stay Sig Password

Remember me

Learn how it works By clicking Sign In, you agree to our License Agreement.

I forgat my user ID or password

New to Intuit? Create an account.
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@ NOTE Click Remember me to make signing in easier. QuickBooks will remember
your Email or user ID and Password the next time.

If you forget your sign-in information, click I forgot my user ID or password to retrieve
the information.

Q© Dashboard

The Dashboard is always the first window that displays when you sign into your QuickBooks
Online company and it contains a wealth of information about your business at all times. From
your Dashboard, you can see the balances of your bank and credit card accounts, your recent
income and expenses, a variety of reminders and even a simplified Profit & Loss statement.

Your trial ends in 211 days ~ Subseribe now

@ gliickbooks =

Dashboard = Green Tree Landscapes
Banking
Tovaiiig Invoices Expenses Last month ¥ Bank accounts &
$50,519.77 UNPAID  LAST 365 DAYS 30 Capital One Mastercard @ Reviewed
E Bank balance 30
ks $50,519.77 h In QuickBooks $0
OVERDUE
Employees WFB Chequing 18 to review
| Bark balance 67,5097
In QuickBooks $-751.24
Reports $0.00 PAID  LAST 30 DAYS M 50
Chequing
= 50 In QuickBooks $30,880.37
axes
M 30 usD
Accounting In QuickBooks $-20,000.00
Connect accounts Go to registers ¥
My Accountant
Apps Profit and Loss Lastmonth ¥ Sales Lastmonth ¥ Tips
$0 $0 . I
5
R o i " £ C) <
.
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Dashboard

Taking up the majority of the Dashboard, your company’s dashboard displays income, expenses
and a simplified Profit & Loss statement over selected periods of time. In the Income section
you can see your open invoices, which are invoices that customers haven't paid yet, as well

as the total sales that have been paid over the past thirty days. In the Expenses section of the
dashboard, QuickBooks Online displays your expense totals by account, and you can also set
the range of dates used to calculate that information. Towards the bottom, QuickBooks Online
displays your Profit & Loss statement, which compares income and expenses to calculate the net
income of your business. You can also change the date range on the Profit & Loss section as you
can with the Expenses section.

Proflt and Loss Last month w Expenses Last month
$41,447
W $35,724
Cost of Goods Sold
M $2,145
_ INCOME T Bad Debt
7 g W $2,000
M $1,578
Everything else
Income Last 365 days Sales Last month »
$83,041
$881,019 AST MONTH
i
I $808,697
OVERDUI 28K

$7550 $14K

50
Feb 1 Feb 28
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Right Panel

The right side of the Dashboard is divided into two sections. The top section displays information
about your bank and credit card account balances. QuickBooks displays one balance for the
transactions that have been entered into QuickBooks, named the “In QuickBooks” balance. Also,
if you use QBO'’s online banking feature, you will see a “Bank Balance” which displays that bank
or credit card’s balance according to the latest information from the bank or credit card company.
It is not uncommon for these two numbers to be different

Bank accounts because often QuickBooks will know about transactions
that the bank doesn’t know about yet, like checks that
haven’t been cashed, and the bank may also know about

Visa . .

; : transactions that QuickBooks doesn’t know about, such as
Bank balance $2,498.39 34 debit/credit card transactions that have yet to be entered.
In QuickBooks $41,727.17 TO REVIEW

Below the balances section of the right panel is a list
of reminders, if any have been set up, and also a list of
recent activities, such as transactions that have been
Chequing entered lately and other events.
In QuickBooks $-2,818.47

Chequing USD

In QuickBooks $0.00

Privacy

At the top of the Dashboard, QBO displays a toggle which switches the Dashboard between
normal mode and privacy mode. By default, the Dashboard is in normal mode, and while in
normal mode the Dashboard displays bank and credit card balances along with expense and
income amounts on various charts. When privacy mode is toggled on, however, these sensitive
financial figures are no longer displayed. This is helpful if you are using QBO in a public place,
or in a location where customers or employees might see your Dashboard, and you don’t want
them to see your bank balances or other financial figures.
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QO Navigation

Bar

Dashboard

Banking

Sales

Expenses

Projects

Employees

Reports

Taxes

Accounting

My Accountant

Apps

The left side of QBO always displays the Navigation Bar, or Nav Bar for
short. The Nav Bar is used to navigate between different pages that display
information about customers, transactions you've entered and many other
topics. A list of buttons available on the Nav Bar are listed below.

Dashboard

The Dashboard button changes your current view to the Dashboard,
which is also the first page that is displayed when you first log into your
QBO company.

Banking

Click the Banking link to display the banking information for your company. QuickBooks displays
the bank feed for your connected accounts. From here you can begin to work with bank accounts.

Green Tree Landscapes

Dashboard

Banking

Sales

Expenses

Projects

Employees

Reports

Taxes

Accounting

My Accountant

Apps

Banking Bank Rules

Capital One Mastercard

$2,538.61

BANK BALANCE

Bank and Credit Cards Capital One Mastercard ~ [Fipdae [~

$2,418.97
IN QUICKBOOKS
For Review In QuickBooks Excluded Go to Account history
I Batch actions w All (55) Recognized (0)
| DatE* DESCRIPTION PAYEE CATEGORY ORMATCH  GST/HST SPENT RECEIVED ACTION
INTEREST -
1372017 e S BT ; —
OINIINT | e e ASES Uncategorized Expense  HST ON (Purchases) $47.03 Add
INTEREST
07/13/2017  CHARGE:CASH Uncategorized Expense  HST ON (Purchases) $6.67 Add
ADVANCES
07/13/2017 | Interest Charge Cash Wb $6.67 Add
Interest Ch:
071372017  Interest Charge Interest expense $47.03 Add
Purchases
VIVID SEATS TEXAS
06/21/2017 Uncategorized Expense  HST ON (Purchases) $90.00 Add
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Bank Rules

Click Bank Rules to view the bank rules that you have setup in your company file. Bank rules can
be setup to tell QuickBooks what to do with bank items that meet particular conditions. Rules
help you control, customize, and automate how you use the Banking page in QuickBooks.

= Green Tree Landscapes

Dashboard Banking Bank Rules
Banking
Rules m
Sales
Expenses @ OQuickBooks applies only one rule per transaction and you prioritize the rules.
For example, if the first rule applies to a transaction, then no following rules will be applied. To move a rule up or down in prierity, drag its handle. Learn more about bank rules
Projects
Employees
NO. RULE NAME CONDITIONS SETTINGS AUTO-ADD ACTIONS
Reports 1 Gas Bank text contains "Shell", or Bank text conta... = Set Category to "Automobile:Gas”
Taxes 2 Coffee Bank text contains "Coffee cafe”, and Amoun...  Set Category to "Meals and Entertainment [
Accounting 3 Owner Mobile Phone Bank text contains “Phone company Split by amount in 2 categories
My Accountant 1-30f3
Apps

Sales

Clicking the Sales link changes your current view to the Sales page. This page contains four tabs
listed across the top of the page. They include All Sales, Invoices, Customers and Products and
Services. All Sales lists all the sales transactions made in your company listed in date order.

= Green Tree Landscapes

@ gliickbooks

Dashboard = Green Tree Landscapes
Banking
Sales Tasks
Exponies Respond to your recurring template reminders. View reminders
Projects
Invoices Expenses Lastmonth ¥ Bank accounts 7
Employees
T Capital One M d 55
§1,249,925.32 UNPAID  LAST 365 DAYS $BB,781 i T toreview
o Bank balance 52,538.61
epol $1,228,811.74 $21,113.58 In QuickBooks $2,418.97
OVERDUE NOT DUE YET
BMO Chequing
Taxes W $31,180 In QuickBaoks $-113,333.08
- - \dvertising
Accounting $623,966.85 PAID  LAST 30 DAYS A msi8sed BMO Chequing 4578
' Cost of Goods S In QuickBooks $6,295.54
$601,951.00 $22,015.85 | neee
NOT DEPOSITED DEPOSITED
My Accountant o u ‘513‘||7L1_?. . Savings Account
I $23.300 In QuickBooks $138,368.00
Apps Everyt
EL USD Chequing
In QuickBooks $17,736.64
American Express
i Last manth ¥ Sales Last month ¥ In QuickBooks §29,191.79
rofit and Loss
$-74,723 $8,378 PR
A In QuickBooks 50
S Visa o
In QuickBaoks $137,014.14
co 270 58K
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Invoices

Click Invoices to display the Invoices Dashboard. First, this page provides a graph of Overdue
and Not Due Yet invoices. To the right, QuickBooks displays a graph of funds Not Deposited
and Deposited in the last 30 days.

At the bottom of the window QuickBooks provides a detailed list of sales invoices.

qmckbooks Green Tree Landscapes
Dashboard All Sales Invoices Customers Products and Services
Banking
$1,249,925.32 UNPAID  LAST 365 DAYS $623,966.85 PAID  LAST 30 DAYS
Setea $1,228,811.74 $21,113.58 $601,951.00 $22,015.85
OVERDUE NOT DUE YET NOT DEPOSITED DEPOSITED
Sppaness 17 I ——
Projects
Employees | Batch actions + ‘
Reports
“i INVOICE CUSTOMER / PROJ... DATE DUE DATE BALAN... TOTAL STATUS ACTIONS
Taxes - oo % =
[] 7802 Backyard Renovation  04/12/2017 05/12/2017 $111,48298  $111,482.98 Overdue 90+ days d) v Receive payment | ¥
Accounting [ 1001 Community Church  09/30/2016 10/30/2016 $158.20 $158.20 Overdue 90+ da t) v Receive payment | ¥
My Accountant [] 1002 Elizabeth Barker 09/30/2016 10/30/2016 $124.30 $124.30 Overdue 90+ ¢ 1) v Receive payment | v
Apps [] 1004 Hewitt & Packer OF .. 09/30/2016 10/30/2016 $678.00 $678.00 Overdue 90+ days (Not sent) v Receive payment | ¥
[] 1008 Main Steet Shoppi...  09/14/2016 10/14/2016 $904.00 $904.00 Overdue 9 (Not sent) v Receive payment | ¥
[] 1on Cammunity Church 1041742016 1171642016 $197.75 $197.75 Overdue 9 ot sent) v Receive payment | v
[] s Dennis Bergen 10/25/201% 11/24/2016 $1,977.50 $1,977.50 Overdue 90+ days (Not sent) v Receive payment | v
[] 1042 A1973 12/05/2016 01/04/2017 $1,695.00 $1,695.00 Overdue 90+ days (Not sent) v Receive payment | v
[ 1043 Anqus Funk 12/05/2016 01/04/2017 $145.95 $145.95 Overdue 90+ days (Not sent) v Receive payment | ¥
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Customers

Click Customers to display customer information. The Customers List displays each customer’s
name, phone number, and accounts receivable balance. It can also be expanded to display a
customer’s physical address and email address.

@ gtiickbooks = Green Tree Landscapes
Dashboard All Sales Invoices Customers Products and Services
Bankin
Sales
Unbilled Last 365 Day: Unpaid Last 345 Days Paid
Expenses
$1,062,999 $3,877 §1,223,732 $603,666
16 ESTIMATES 13 UNBILLED ACTIMITY 69 OVERDUE 5 PAID LAST 30 DAYS
Projects
Employees
~
Reports
it I ‘ Batch actions w Q

TERED [] CUSTOMER/PROJECT / COMPANY | PHONE CURRENCY OPEN BALANCE ACTION
Accounting N ABC Company Ltd [=] CAD $0.00 Create invoice ¥
My Accountant

[7] Abelardo Stiedemann [ 912-737-5239 CAD $344.93 Receive payment v
Apps

[ “ACMElR uso 50.00 Create invoice v

[] AlbaFay = 302:518-5768 x4027 CAD $0.00 Create invoice v

[] Alfonso Kirlin [ 508.714.8532 x1209 CAD $21,055.14 Receive payment v

Products and Services
Click Products and Services to view the products and services that you are selling in

your business.

qb aifflckbooks = Green Tree Landscapes
Dashboard All Sales Invoices Customers Products and Services
Banking ; —
Products and Services More v |
All List:
Sales < e
Expenses 1 0
Projects
1 LOW STOCK | G OUT OF STOCK
Employees
~
Reports
Taxes ¥ @
) [] wame« SKU TYPE SALESDESCRIPTI  SALES PRICE COST  QTYONHAND REORDER POINT acigigiings

Accounting o
My Accountant E] Bad Debts Service Edit v
Apps

] Clean up Service Job site clean 100 Edit v

Construction Quote & Sale Items
| Labour Service Edit v
| Materials Non-inventory Edit v
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Expenses

Click the Expenses link to view all your company Expenses and Suppliers. QuickBooks displays
a list of all company expenses in date order. Click any expense to drill down to the details. From
this page, you can create new transactions and print cheques as needed.

At the top left of the Expenses page is a Filter button, which when clicked allows for filter
options, such as filtering by transaction type, transaction status, delivery method, date, payee
and category.

Click the column head for each column in the expense listing to sort by the column’s value. For
instance, clicking the Date column header will sort the transactions by date. If you want to add or
remove columns to the transaction listing you can click the Gear icon to edit the display of the list.

qb a'ﬂ'lckbooks = Green Tree Landscapes

Dashboard Expenses Suppliers
Banking .
Expense Transactions Frintchequest|
Sales
Expenses Filter v | | 151365 Days
Batch actions v

Projects

DATE ~ TYPE NO. PAYEE CATEGORY TOTAL BEFORE SALES SALES TAX TOTAL ACTION
Employees

08/10/2017  Expense Split $3,000.00 $390.00 $3,390.00
Reports

08/04/2017  Purchase Order 106 Joe's Fencing CostofGoo | ¥ $3,888.00 $505.44 $4,393.44 Send ¥
Taxes

08/04/2017  Bill Payment (Che... = 12347  Japan Gnomelnc.  -Split ¥-147,008.75 ¥0.00 ¥147,008.75
Accounting ) = o

08/04/2017  Bill Leavitt Machinery ~ Inventory Asset $3,689.46 $479.63 $4,169.09 Make payment v
Iyaccolptant 08/04/2017  Purchase Order 106 Leavitt Machinery Inventory Asset $4,099.40 $532.92 $4,632.32 Send v
Apps 08/04/2017  Purchase Order 106... Harry'sExcavating  Materials $23,000.00 $2,990.00 $25,990.00 Send ¥

08/01/2017  Expense City of Toranto Rentorleast | v $1,000.00 $50.00 $1,050.00

08/01/2017  Expense Brookfield Proper Rentor least | ¥ $2,000.00 $260.00 $2,260.00

08/01/2017 ' Expense City of Toronto Duesand St | + $29.00 $3.77 $32.77

07/26/2017  Purchase Order 106 Allen Landscape Inventory Asset $2,049.70 $266.46 $2316.16 Print ¥

Suppliers

Click Suppliers to view a list of all Suppliers in your company. The Suppliers List displays each
supplier's name, phone number, email address and your accounts payable balance with them.
It can also be expanded to display the supplier’s physical address, and you can create bills,
expenses, cheques and purchase orders directly from the list.
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qb quCkbOOkS = Green Tree Landscapes

Dashboard Expenses Suppliers

Bankit .
w suppers

Sales
i Last 365 Days

Paid
$14,520 $481,350
4 OVERDUE 59 PAID LAST 30 DAYS

Expenses

Projects

Employees

Reports
it & | Batch actions v Q,
Taxes [7] supPLERa / COMPANY PHONE EMAIL CURRENCY OPEN BALANCE ACTION
Accounting [ . -
| app CAD $0.00 Create bill
My Accountant 2
] Allen Landscape Design $47.555.9123 CAD $3,672.16 Make payment v
Apps
— Amazon = <
j CAD $0.00 Create bill «
| Brookfield Properties CAD $0.00 Create bill »
1 Canada Small Engine Repair $47.555.4833 CAD $0.00 Create bill »
[] cityof Toronto CAD $0.00 Create bill +

Projects

When you click Projects in QuickBooks Online, QuickBooks displays the Projects page including
all of your current projects. Projects help you organize all the pieces that make up a project,
including transactions, time, and running reports so you always know how your project’s doing.

qb Giﬂilckbooks = Green Tree Landscapes
Dasiboard <€ Al projects
Backyard Renovation [ e |
Banking ngrid Patricia Freeley | In progress ¥

Backyard renovation including removal of current installations
Sales and installation of patio, grill, swimming pool, fire pit and
landscaped yard.

Expenses Overview Transactions

Projects

Employess PROJECT REPORTS

Reports I Transaction List Vigw, a

Taxes
This is just the beginning for projects.
" _ Tell us how it's doing and where you'd
ceolinting §|  ProjectProfitability % like to see it go next
View
g 6 1 :
My Accountant Send feedback
YRS — Unbilled Time and Expenses iewe
Get Paid Faster o
! Non-billable Time
View
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Employees

Click Employees to manage your company payroll. From this window, you can setup and pay

employees and manage your day-to-day payroll transactions.

qb a'ﬂ'lckbooks = Green Tree Landscapes
Employees
Dashboard ploy | $32,222 Run payroll v
NET PAY © Avoid late fees. Set up your taxes now!
Banking $50.319 Pay cheque list
2017 PAYROLL COST | $13'835
Sales EMPLOYEE
Expenses | quEB]'
EMPLOYER
Projects
o~
Employees
Reports Active employees  « -w_
T NAME A PAY RATE PAY SCHEDULE PAY METHOD STATUS
axes
Accounting CM | Midgett, Christopher $30.00/ hour Sermi-monthly Cheque Active
My Accountant JP | Peterson, Jamy $30.00/ hour Semi-monthly Cheque Active
Apps
MR | Rodriguez, Mickey $75,000.00/ year Monthly Cheque Active

Get Paid Faster
TY | Young, Tanis Missing Bi-Weekly Cheque Active
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The Reports link changes your current view to the Reports Centre. From the Reports Centre

you can run any listed report by clicking its link. The Recommended Reports section is displayed

when you first navigate to the Reports Centre, but you can switch between different sections of

the centre by clicking the appropriate tabs: Recommended, Frequently Run, My Custom Reports,
Management Reports, and All Reports.

Home

Customers

Suppliers

Employees

Transactions

Reports

Taxes

Apps

Get Paid Faster

Green Tree Landscapes

Reports rrofit and Loss

$332,130

NET INCOME

$765,084
INCOME

$432,954

EXPENSES

O

bl

Recommended Frequently Run

Recommended Reports

Company Snapshot

n ) X ;
¢ Displays your income and expenses in year.
over-year comparisons using pie charts and

ol bar graphs
i
Run

Budget vs. Actuals

Compares your budgeted income and expenses to the
actual amounts so you can tell whether you're over- or
under budget

Run | Customize

A/P Aging Summary

Shows unpaid bills for the current period and for the last
30, 60 and 90+ days 50 you can see how long they've
been open (outstanding).

Run | Customize

Payroll Details
Provides details for selected pav chegues, including the

My Custom Reports

1,000 k

500 k

500 k
8 Dec Jan 2017 Feb 2017

Management Reports All Reports

Profit and Loss

Shows money you earned (income) and money you spent
(expenses) s6 you can see how profitable you are. Also
called an income statement.

Run | Customize

A/R Aging Summary

Shows unpaid invoices for the current period and for the
last 30, 60 and 0+ days so you can see how long they've
been open (outstanding).

Run | Customize

Payroll Summary

Shows details for each pay cheque you've created,
including total wages, taxes withheld, and deductions.

Run

.\_.fﬁ,

1 Mar

Balance Sheet

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

Run | Customize

Expenses by Supplier Summary
This report shows your total expenses for each supplier.

Run | Customize

Payroll Withholding Amount Liability

Shows the taxes you need to pay and the ones you've
already paid.

Run

Alternatively, you can also type the name of the report you want to run in the Go to report to go

directly to it.

Q

Recommended

My Custom Rep!

Frequently Run

Recommended Reports

Management Reports

All Reports

Company Snapshot

[ 55 Displays your income and expenses in year-
over-year comparisons using pie charts and
bar graphs.

a7
Run

Profit and Loss

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

Run | Customize

Balance Sheet

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

Run | Customize

13
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Taxes

The Taxes button changes your current view to the Sales Tax Centre. From the Sales Tax Centre
you can see your current balance with all sales taxes you have set up along with a breakdown
of the collected amount versus the paid amount. New taxes and rates can be entered into
QuickBooks with the New Tax button at the top, and you can also record payments, prepare
returns and run various sales tax reports from this centre.

qb aiﬁ;ckbooks = Green Tree Landscapes

Dashboard Sales Tax Payroll Tax
Banking Sales Tax GST’HST - Edit GST/HST = Add tax
Bliag $7‘837_15 It’s time to record that payment.
07/01/2017 - 09/30/2017 Payments you record are easy to find
Expenses e >
$-1,549.13 $6,288.02 $0.00
Projects COLLECTED ONSALES = PAID ON PURCHASES - ADJUSTMENTS How to record payments

Employees

Reports
Returns Payments View reports v
Taxes
Accounting Allitims & ©
My Accountant START DATE END DATE FILE DATE AMOUNT DUE PAYMENTS BALANCE = STATUS ACTION
Next return to file +
Apps

07/01/2017 09/30/2017 $-7,837.15 $0.00 $-7,837.15  Open Prepare return | v
Get Paid Faster
Filed returns

04/01/2017 06/30/2017 07/31/2017 $119,615.93 $118,115.93 $1,500.00  Filed Record payment | ¥

01/01/2017 03/31/2017 07/22/2017 $1,671.27 $1,671.27 $0.00 Filed and paid ° View summary ¥

04/01/2016 12/31/2016 12/31/2016 $17,775.29 $17,775.29 $0.00  Filed and paid o View summary | ¥
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Accounting

Click Accounting and your view will switch to your Chart of Accounts, which is a listing of
accounts used to categorize transactions. By default, QuickBooks displays all of your accounts,
but you can filter the list by typing the name of the account you're looking for in the Filter by
name field.

Click the column header for each column in the account listing the accounts will be sorted by
that column’s value. For instance, by clicking the Name column header the list of accounts will
be sorted by name, by clicking the Type column header the accounts will be sorted by Type, etc.

If you want to remove columns from the account listing you can do so by clicking the Gear icon
on the right side of the account listing. The Type, Detail Type, QuickBooks Balance, and Bank
Balance columns can all be removed this way. The Chart of Accounts can also be printed by using
the nearby Print icon, and a batch edit option is available by clicking the Pencil icon.

Account Histories are available for Balance Sheet type accounts by clicking the Account History
link on that account’s row. You can also click the drop-down arrow next to Account History to
get other options, such as Edit, Delete and Run Report, which shows a report summarizing all
transactions involving that account over the past 90 days.

@ guickbooks = Green Tree Landscapes

Dashboard Chart of Accounts Reconcile
Bankin
e Chart of Accounts R Hored m
< All Lists
Sales
Expenses
Projects NAME TYPE & DETAIL TYPE CURRENCY TAX RATE QUICKBOOKS BALAI BANK BALANCE ACTION
BMO Chequing Bank Chequing CAD 94,444.77 Account history v
Employees
BMO Chequing 4578 Bank Chequing CAD 13,826.01 Account history v
Reports
Payroll Clearing Bank Cash on hand CAD 0.00 Account history v
Taxes
Savings Account Bank Chequing CAD 138,368.00 Account history v
Accounting
USD Chequing Bank Chequing usD 25,686.64 Account history v
My Accountant
Accounts Receivable (A/R) Accounts receiv. Accounts Receiv. CAD 1,241,821.66 Account history v
Apps
Accounts Receivable (A/R) - EUR Accounts receiv.. Accounts Receiv... = EUR 0.00 Account history v
Get Paid Faster
Accounts Receivable (A/R) - USD Accounts receiv. Accounts Receiv. usob 303.87 Account history »
Holdback AR Accounts receiv...  Accounts Receiv... CAD 0.00 Account history v
Daily Sales Clearing Current assets Allowance for b CAD 1,005.50 Account history v
HOLDBACK TEST Current assets Other current as. CAD 800.00 Account history v

https://ca.qbo.intuit.com/app/chartofaccounts

15
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Reconcile
Click the Reconcile link at the top of the Accounting page to display the Reconcile window. From
this window, you can reconcile a variety of accounts in QuickBooks.

qab aidilckbooks = Green Tree Landscapes

Dashboard Chart of Accounts Reconcile
Banking Chart of accounts > Bank register > Reconcile
Reconcile Reconciliation history | Show me around
Sales
Expenses
v
Projects Y
Employees
R il t
s econcile an accoun
Open your statement and let's get started.
Taxes
) Which account do you want to reconcile?
Accounting
Account
My Accountant Savings Account
Apps
Enter the following from your statement
Get Paid Faster
Beginning balance  Ending balance * Ending date *
0.00
Enter the service charge or interest earned, if necessary
Date Service charge Expense account
Bank chara

Click My Accountant to invite your accountant to be part of your accounting. Enter your
accountant’s email address to send them an invitation.

N ®

An accountant can be your best business partner

Make it easy to work together. Invite yours to your QuickBooks.

Invite

No accountant? No worries.

Find a pro to help
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Apps
The Apps button changes your current view to the Apps Centre. Apps extend the usability of
QuickBooks Online by adding software integrations to your accounting.

Your trial ends in 205 days ~ Subscribe now

@ guiickbooks

My Apps All Apps
Dashboard

Banking G
Invoicing B ' °

Expenses

Employees Save time and automate your workflow by connecting
o apps today.

Taxes

Accounting
Explore cur featured apps
My Accountant

Apps ‘ 'i'}wmk 0

Get Paid Faster

Hubdoc Wagepoint TSheets Time Tracking
N ook
RB
RBC® Pay & Sync Receipt Bank Shopify for QuickBooks
Online

Q© Create Menu

The Create (+) button at the top of the screen displays a list of transactions that you can create.
Transactions are grouped into four general categories: Customers, for sales and sales related
transactions, Suppliers, for expense and expense related transactions, Payroll, for entering
time, and Other, for transactions that could be either sale or expense related. Selecting the type
of transaction you want to create will reveal a form for that transaction.

Your trial ends in 205 days ~ Subscribe now 9
Create
Customers Suppliers Employees Other
Invoice Expense Single Time Activity Bank Deposit
Receive Payment Cheque Weekly Timesheet Transfer
Estimate Bill Journal Entry
Credit Memo Pay Bills Statement
Sales Receipt Purchase Order Inventory Qty
Refund Receipt Supplier Credit Aoees
Delayed Credit Credit Card Credit
Delayed Charge Print Cheques

» Show less
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Q Search

The Search button, which is displayed at the top of the screen and resembles a magnifying glass,
reveals a search field when clicked. From the search field you can enter a transaction number,
date or monetary amount to find transactions that match that data. Advanced Search is also an
option displayed directly beneath the search field.

Search Transactions

Advanced Search

Recent Transactions

Supplier Credit 03/08/2017 $750.75 DFW Intl Airp...
Bill Payment {Cheque) 03/08/2017 DFW Intl Airp...
Bill 02/07/2017 $750.75 DFW Intl Airp...
Cheque Expense No.100 09/01/2016 $0.00 Wooderoft La

Q© Gear Icon &

The Gear icon, which is displayed at the top of the screen and resembles a gear, reveals a list
of powerful, but rarely used options, settings and lists. Most of items listed in the Gear icon are
tasks that are only performed periodically, such as reconciliations and budgeting, or lists that
once set up rarely need to be altered.

o
© Q ®
Green Tree Landscapes
Your Company Lists Tools Matthew Peterson
Account and Settings All Lists Import Data User Profile
Manage Users Products and Services Reconcile Feedback
Custom Farm Styles Recurring Transactions Budgeting Frivacy
Chart of Accounts Attachments Audit Log
~ .
Payroll Settings Currencies Order Cheques &) Sign Out
QuickBooks Labs




Getting Around QuickBooks Online

Q The Transaction Window

Transactions in QuickBooks follow a standard template which largely remains the same
regardless of the transaction type. Each transaction in QuickBooks has the following
characteristics, and they are always displayed in the same locations:

* Who was involved in the transaction. This is the name of the customer, supplier or

employee to which the transaction pertains, and the field is always shown at the top left of
the transaction.

* When the transaction happened. The date of the transaction, and in some cases the due
date, is located at the center of the transaction and determines when the income, expense,
etc, will be displayed on reports.

- What was sold or bought with the transaction. Towards the bottom of each transaction is a
section to enter the Product or Service being sold to a customer or an appropriate account
to categorize an expense. This section determines what account from the chart of accounts
will be increased or decreased as a result of the transaction.

+  How much money the transaction represents. At the top right, QuickBooks displays
the amount of money being spent on a check, expense, etc, or the amount of money a
customer is being charged on an invoice, sales receipt, etc.

Print or Preview Make recurring Customize

~ i
(< Invoice no.7765 & @ X
Payment Options Get set up BALANCEDUE &
Alba Fay -
e $197.75
Send later Ce/Bee *
Billing address Terms Invoice date Due date Invoice no.
Alba Fay Net30 ~| 030872017 04/07/2017 7765
78453 Wolf Glen
35825.5058 Cierrafurt, FL
Ukraine
Sales Rep Territory Custom 3 Location
g
Class
-
Amounts are | Exclusive of Tax ¥
# | ProbUCT/SERVICE sKU DESCRIPTION ary RATE AMOUNT (CAD) SALES TAX
© 1] Lown Maintenance:Mo | ¥ Monthly lawn care 1 175 17500 | HSTON v ||
2 i
Add lines Clearall lines Add subtotal Subtotal 175.00
s diwimsdon inaics HST (ON) @ 13% on 175.00 22.75
Total 197.75
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At the bottom of transactions, QuickBooks displays a variety of buttons to allow you to take
further action:

+ Cancel: This button clears the transaction and returns you to the screen you were looking
at before opening the transaction.

Clear: This button clears the transaction, but keeps the transaction on the screen so you
can fill it out again.

Print or Preview: By clicking this option you can set if you want to print the transaction
later, in some cases, and also preview how it will look if printed.

Make Recurring: This option allows you to set up a recurring schedule for the transaction
to be entered.

+ More: The More button gives you further options, such as deleting or voiding the
transaction.

Save: This button saves the transaction and keeps the transaction on the window so you
can continue working on it.

Save and Close: By saving and closing you save the transaction and return to the whatever
screen you were viewing before creating the transaction.

Print or Preview Make recurring Customize More

+ Save and New: This option allows you to save the transaction and immediately start
entering a new transaction of the same type.

Save and Print: Some transactions can be saved and printed, which allows you to save the
transaction and immediately print them.

Save and Send: Some transactions can be saved and sent, which allows you to save the
transaction and immediately email them.

QaTy RATE AMOUNT (CAD) Save and new

Save and close
1 175 175.00

Save and share link




