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Recommending QuickBooks to your Clients

RECOMMENDING QUICKBOOKS TO YOUR CLIENTS

OBJECTIVES

The purpose of this user guide is to help you understand each of the various QuickBooks products that
are available. By understanding your clients’ businesses and the various QuickBooks products available,
you will be able to offer a solution tailored to their accounting requirements. There are many key
advantages and benefits to each of the products we’ll discuss. These include saving time, money and
helping business owners to manage cash flow easily and simply.

At the end of this user guide, you will understand the QuickBooks product line-up, factor in your clients’
individual needs and you will be able to recommend with confidence a solution that will make your clients

happy.

QuickBooks boasts a number of features that help small-to-medium sized businesses remain as efficient
as possible. There are endless advantages, both for ProAdvisors and their end-user clients, in using
QuickBooks to help manage business finances. As different businesses have many varied and diverse
financial requirements, QuickBooks has created a number of solutions and products to assist them in
gaining control of their company accounts. Throughout this user guide, we are going to take a look at the
differences among these solutions and how we can identify what QuickBooks products are best suited to
your clients.

(OS]



How to Recommend the Right Product to your Client

HOW TO RECOMMEND THE RIGHT PRODUCT
TO YOUR CLIENT

Clients don’t always know what they need in terms of software. Often, they have trouble articulating what
their business needs are beyond some simple tasks. For example, they might know that they need to
print receipts for customers, or to invoice them and keep track of which customers owe them money. That
might be all they are able to tell you at first. Therefore, simplifying this software selection process for them
by asking what they need each day to run their businesses will get clients on to the right solution for their
businesses. This is critical for them and for you.

You'll first want to do a “needs analysis” with your clients. Remember that each client is unique, and your
relationship with each client will probably be unique as well.

Therefore, you should think about the following questions to help identify a client’s industry and business
needs for software and consulting services.

Ask your client:

e What are their daily accounting tasks?
e What do they need that they cannot get from their current accounting system?
e What accounting skills do they have?

e Do they have accounting experience or assistance from someone with more accounting skills
than they have?

e What reports do they generate currently? Is there a great degree of manual effort involved to
produce these reports?

e What reports do they need but do not currently generate? Do multiple users need access to the
data?

o Whatis on their “wish list” of tasks to automate and problems to solve?

e Do they prefer a desktop or cloud-based programme? (“Cloud-based” is a term often used for
Software as a Service, or internet-based software.)

Ask yourself:

e What condition are their records in today?
e Do they have time to commit to maintaining their books?

e Do they have sufficient financial knowledge and sophistication to know if things are done correctly
or not?

e Do they have specialised needs which may require an integrated solution?
e Are they a rapidly growing business?

o If they answered “yes” to a cloud-based solution, do they have good internet access in their area?

Once you know the clients’ needs, capabilities, and limitations, you can help them choose which product
is right for them.
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DESKTOP OR CLOUD?

A high-level decision to tackle first is whether your client (and you) would prefer to be desktop-based or

cloud-based. Cloud-based software has many advantages over desktop software, and is considered the
way of the future. However you need to take a careful look at the features and functionality, and also the
client’s internet access before you make the leap.

QuickBooks gives you the choice of several versions in the Cloud, and several versions on the desktop.
Understanding the features of each will be essential to helping your clients use the right solution for them.
But some clients are willing to give up a few features here and there in order to use a cloud-based
solution, since the advantages can outweigh any feature limitations.

Some of the many advantages that internet (“cloud”) software has over a desktop solution is that you no
longer have to drive to the client’s offices to help them with their accounting and bookkeeping. You are
also guaranteed to always be on the same data file that the client is on. This is because you access that
company file over the internet. You also get the peace of mind that comes with automatic backups and
automatic new feature releases at no extra charge.

QuickBooks Online is Intuit’s cloud-based accounting software. Hosted in secure data centres it meets all
the necessary security standards. With 128-bit encryption (the same security that major banks use across
the world) you can use the software with the same level of comfort that you would have logging in and
doing internet banking.
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Choosing the Right QuickBooks Online Product for my Client

CHOOSING THE RIGHT QUICKBOOKS ONLINE
PRODUCT FOR MY CLIENT

QuickBooks Online is designed to deliver an efficient and effective accounting solution for both you and
your clients. It makes it easy for small businesses to manage their finances and it provides accounting
professionals with the tools needed to work with and support a multitude of clients.

Let's have a look at the QuickBooks Online product range that you might recommend to a new client.

QuIickBOOKS ONLINE PRODUCT RANGE

e
IATUIT,
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QuickBooks Online (QBO) offers instant access to clients’ company accounts from any PC or Mac
computer, as well as many mobile devices (iPhones, iPads and Android devices) by signing in at
uk.gbo.intuit.com, giving QBO users the flexibility to manage their accounts anytime, anywhere. Although
QuickBooks Online provides a great deal of flexibility, it's important to understand the differences
between desktop and online editions, as some business owners may require a function that is available in
QuickBooks desktop but which is not currently available in QuickBooks Online. Two examples of this are
sales orders and progress invoicing.

Your typical clients for the QuickBooks Online product range will be:
o Small businesses seeking the freedom to access their finances from any internet-connected PC
or Mac, or a mobile device, anytime and anywhere
e Businesses with a need for 24/7 access from remote locations
o Small businesses that have a requirement for FIFO-based stock control
e Clients who do not want to worry about making a data copy to give to their accountant,

installation, upgrades, backups, and security.

When discussing the QuickBooks Online product range, we’re going to be using a sample business to
demonstrate how the requirements of the product range will be suitable.

For this example, we have a business owner who is an architect. When he started out in this business, he
may have been doing the drawing, producing estimates, paying bills and invoicing customers all on his
own or perhaps with the help of family members.

As the business has grown, so has the need to automate the accounting so that he can do more drawing,
but he is still not big enough to hire additional help.
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Choosing the Right QuickBooks Online Product for my Client

Like many small business owners, he did not go into business to manage the finances but rather to work
in the business. But as an accounting professional, you know that to stay in business, he must perform
some basic financial management.

Let’'s see how QuickBooks Online Simple Start can help with this task.

QUICKBOOKS ONLINE SIMPLE START
How is QuickBooks Online SimpleStart a solution for the architect?

QuickBooks Online Simple Start is designed best for start-ups, freelancers and home businesses that do
not track VAT.

Using QuickBooks Online Simple Start, our architect will be able to:

e Have access for one user

Our QBO Simple Start user will be able to access his data from any internet-connected PC or
Mac, as well as iPhones, iPads, and Android devices, anytime and anywhere.

e Give his accountant free real-time access to his online company accounts

This allows the user’s accountant (or bookkeeper) to check the accounting data anytime and
anywhere, without blocking his own QBO end-user access, and with no need to create
accountant’s copies or other data files for transfer to the accountant. When the accountant logs
in, he or she views the client’'s books using QuickBooks Online Accountant (QBOA).

e Full telephone and online support

There is no extra charge for telephone support with QuickBooks Online, and the user can call
QuickBooks as often as he likes from 8am-8pm on working days. The user can also search
hundreds of help articles on our robust support website to get help with QuickBooks Online.

e Track sales, expenses and profit

QuickBooks Online maintains an up-to-date view of customer sales, full details of any expenses
and a clear view of the profit. This means that it's easy to monitor the day-to-day running of the
business.

e Produce estimates
QuickBooks Online allows the end-user client to produce estimates for his customers and clients,
and to produce invoices from these estimates.

e Create professional invoices and sales receipts

Our QBO Simple Start user can choose what information he wants to appear on invoices and
sales receipts, and customise the design by picking a theme and adding a logo. When he’s
happy, he just clicks Save. Every future invoice and sales receipt will follow this saved design.
The user can create and send an unlimited number of invoices and sales receipts each month.




Choosing the Right QuickBooks Online Product for my Client

e Track cash flow with over 20 key financial reports

Automatically generate reports showing important information about our QBO user’s business.
Key reports available include Profit and loss, Balance sheet, Cash flow statement, Account listing
and Sales by Customer.

If he wishes to add payroll to his accounting tasks, he can do so by using The Payroll Site, an add-on that
works with QBO, for an extra fee.

Please check the www.QuickBooks.co.uk website for the most up-to-date pricing on QuickBooks Online
Simple Start, as it can be subject to change.

Bear in mind that QBO is constantly evolving and improving, as Intuit is listening to its customers and
responding by including the new features that are being requested. Therefore, the features listed here in
this course are those that are in place as at the time of writing this course. As time goes on, don’t be
surprised to find even more features in the various QBO products than those listed here.

Let’s take a deeper dive into the features available in QuickBooks Online Simple Start.

Invite Accountant User

To invite an accounting professional to be the free accountant user in any subscription level QuickBooks
Online (to access the books using QuickBooks Online Accountant), hover the mouse over the Company
menu and select Manage Users. In the lower half of the window, select Invite Accountant in the
Accountant section. Following the prompts generates a very simple form for the QBO user to complete in
order to send the invitation email to the accountant. Once Finish is clicked, an email is sent out to the
accountant in less than a minute. The accountant sees the invitation and clicks on Accept Invitation; this
takes him or her to a screen to create an Intuit user i.d., or to use a pre-existing one.

Once this is done, the accountant can access this client's QuickBooks Online accounting data (and the
data of any other QuickBooks Online user who has invited him or her) via QuickBooks Online Accountant,
at https://gboaccountant.intuit.com/qboal/susi/#/signin .

06 » .
0@2 QuickBooks Online Simple Start UK Simple Start Company (Test) ~ = SignOut ~ YourAccount = Hep @&~ IATUIT.

Customers Suppliers. Employees Q, Find

Chart of Accounts Preferences Activity Log Manage Users Lists Import Data Export Data More - Feedback ~

Manage Users Ralatad Reports | | How Do 12
Contact Name Email Address Access Rights Explain Billable User? Status Explain
Trudie Folsom trudie_folsom@intuitcom Master Admin Yes Active
Transfer Master Administrator...

Accountant
You can give your accountant access to your company by sending them an invitation.

Contact Name Email Address Status Explain

[ Invite Accountant Edit
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Create Invoices

1. From the Customers menu, select Invoice.

o P
\F"@‘ QuickBooks Online Simple Start UK Simple Start Company (Test) = = SignOut  YourAccount  Help @- INTUIT.
Company Customers Suppliers Employees Banking Reports Q, Find
Income List Customer Centre Sales Receipt Invoice Receive Payment Statements Refund or Credit More - Feedback =
~
Invoice Recent = Changs Logo/Theme | [ Customiss | [ HowDe 12 ]
Customer || [~

Please choose a customer first.

Or, in the Home tab, select Create an Invoice in the Quick Links section.

‘Féf QuickBooks Online Simple Start UK Simple Start Company (Test) ~ = SignOut  YourAccount  Help &- Infult
Company Customers Suppliers Employees. Banking Reports Q, Find

Feedback v

How Do 17

To Do List + Hew Task Quick Links
@ Use email or Excel to Store contact info? Import it now

Bring in your contacts so you don't have to add them one by one.

: =

(El Gelnnlm.ed wwlhélngo and theme Create an Create a Cheque

Personalise yourincome and sales forms so they stand out from the crowd. Invoice Sales Receipt Expense
% On the go? Access QuickBooks Online from your mobile device

Simply go to hitps:iuk.gbo.intuit.com from your iPhone, iPad, or Android

2. Begin by selecting the customer whom you wish to invoice. On the right hand side of the screen,
choose the date and the desired payment terms. (If the Preferences are set to do so, you can
specify the invoice number, rather than have QBO assign the number for you behind the scenes.)
Next, choose the product or service to be invoiced. Using the architect as the example, invoice
the customer for a drawing completed for a kitchen design.

Invoice | Recentr Change Logo/Theme | [ Customise | [ How Do I

cuslnmir Esther Friedberg Karp -

Invaice To
Esther Friedberg Karp

Invoice Date
04032013 |

Terms Due Date

Net 30 ~ |03i04/2013 iz}

Description
1 | Drawing "+ Drawing completed for kitchen design 100.00
2 T
3 I~
4 I~

Wore Lines | | Clear All Lines Subtotal of new charges 100.00
Add VAT to transaction
Customer Message
Thank you for your business|

Total 100.00

Add information such as payment instructions or a message to customers
lessages can be up to 1,000 characters in 10 ines.
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3. Once the description and price have been recorded, Save the invoice. Then post the invoice to
the customer by clicking Print, or email it to them using the Send button. Emailing the invoice will
automatically convert it to a PDF attachment. The Save, Print, and Send buttons are in the
bottom right section of the screen, next to the Preview and Cancel buttons.

0 £ 0 I

Financial Reports

Once QBO users have been entering what’s been going in and out of their business, they can track their
cash flow and financials with over 20 one-click financial reports. These reports are automatically
generated and reveal key important information about the business. These reports can be accessed by
selecting Reports > Report List.

g
)
&e“r QuickBooks Online Simple Start UK Simple Start Company (Test) ~ |~ SgnOwt  YourAccount  Help
4
Report List Profit & Loss Balance Sheet Memorised Reports Customer Balance Summary Transaction List by Date Recent Transactions More +
Report List
Company Reports Sales
Profit & Loss & Sales by ProductService Summary &
Balance Sheel &l .
Suppliers
Statement of Cash Flows &
Transaction List by Supplier &
Account Listing &
Supplier Cantact List &£l
Customers.
Banking
AR Ageing Summary &
Cheque Detail &
Customer Balance Summary &
Deposit Detail &
Callections Repart &
Reconciliation Reporis
Sales by Customer Summary r
Invoice List r Accountant & Taxes
Statement List & Journal &£l
Product/Senice List & Transaction List by Date &l
Customer Contact List & Recent Transactions &l
Employees
Employee Contact List &l

Let’s go back to our example of the architect. Business has been good, and his accounting needs have
grown: he now requires management of supplier bills, VAT and to have access to more financial reports.
He has some recurring regular invoices he wants to issue and he’d like to have them entered for him
automatically. He’s also hired some office help so he requires QBO access for more than one user.

These features are not available in QuickBooks Online Simple Start. Therefore, our architect would be
able to take advantage of more advanced functions with QuickBooks Online Essentials. He can upgrade
right inside the product, and keep working seamlessly. The upgrade to Essentials (or upgrade directly to
Plus, for that matter) can be achieved easily, either by clicking on the Upgrade dog-eared tab in the top
left corner of the QBO screen, or by selecting Your Account in the top right section of the screen, and
then choosing Upgrade for More Advanced Features.

| o sos
_§ﬁ‘2‘ QuickBooks Online Simple Start UK Simple Start Company (Test) » ~ SignOut  Your Account  Help @&~ INTUIT

Home Company Customers Suppliers. Employees Banking Q Find

fAccoums Preferences Activity Log Manage Users Lists Import Data Export Data More « Feedback v
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QUICKBOOKS ONLINE ESSENTIALS

QuickBooks Online Essentials offers everything in QuickBooks Online Simple Start and more. It is best for
growing companies and VAT-registered businesses.

Using QuickBooks Online Essentials our architect will be able to:

Have up to three users (in addition to the accountant user)

This is the number of people who can use QuickBooks Online Essentials. QBO Essentials can be
used to set different levels of access for different people, to protect sensitive data and reduce the
chance of errors.

Track cash flow with over 40 financial reports

Automatically generate reports showing important information about the QBO users’ businesses.

View Company Snapshot

QBO Essentials users get a clear view of the overall state of their business with the Company
Snapshot. It's a one-screen graphical dashboard showing their income and expenses, all
compared to the previous year's performance. They can also see what they’re owed (accounts
receivable) and what they owe (accounts payable).

Track and manage your VAT

Spend less time keeping track of VAT. QuickBooks Online Essentials manages VAT, monitoring
the VAT paid and received. It can show the VAT liability, and displays all the information required
to fill in a VAT return. QuickBooks Online also includes a VAT Exception Report, to help users
manage VAT amounts that change after they've submitted their VAT return. Please note that
QuickBooks doesn't support the flat rate VAT scheme.

Schedule repeat items like invoices or other recurring transactions

If QBO users incur expenses, invoices or other transactions that occur with regularity, they can
handle them automatically in QuickBooks Online Essentials. For example, if they need to record a
£1,000 expense for premises rental each month, they can set it up as a recurring transaction in
QuickBooks Online. Then they don't have to remember to input it manually every time.

Manage supplier bills and payments

Keep track of payables in QBO Essentials. Our users can see exactly what they owe, to whom
they owe it, and when payment is due. When considering paying a bill early, QuickBooks Online
can show users the impact on their cash flow, making sure they can afford it before they hand
over the money.
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e Handle multiple currencies and track currency gains and losses

QBO Essentials users can conduct business in over 145 foreign currencies just as easily as they
do in British Pounds Sterling. QBO users can conduct transactions with their customers in the
customers’ respective home currencies, and then QBO will convert the foreign amounts back to
the home currency in the background so the QBO users know exactly where they stand.
QuickBooks downloads the latest exchange rates from Wall Street On Demand to switch

accurately between different currencies. Our customers can see quickly whether they've lost or
gained as a result of exchange rate fluctuations.

Let’'s see how QuickBooks Online Essentials can help with the more complex needs our architect now
has.

Additional Users

Using QuickBooks Online Simple Start, our architect had access for one user only, but could also give his
accountant or bookkeeper free access to his online company accounting data via QuickBooks Online
Accountant. QuickBooks Online Essentials allows for three users plus the accountant.

1. To setup anew user in QuickBooks Online Essentials (or Plus), hover the mouse over the
Company menu and select Manage Users.

i
OQ::% QuickBooks Online Essentials

UK Essentials Training Company ~  Sign Out Wour Account Help ® - nfuit
Home ‘Company Customers Suppliers. Employees Reparts VAT Q, Find
Chart of Accounts Recurring Transactions Preferences Activity Log Create Budgets Manage Users Currency Centre More + Feedback v
Manage Users Related Reports | [_How Do 17
Contact Name Email Address Access Rights Explain Billable User? Status Explain
STACY KILDAL stacy@stacyk.net Custom Access Pending |1t
Trudie Folsom trudie_folsom@intuit.com Master Admin Yes Active
Transfer Master Administrator... -l

2. Select New and work through the Mini Interview to add a new user and specify the level of
access for this new user.
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Recurring Transactions

With Essentials, a QBO user can schedule repeat items like invoices or other recurring transactions. If
you have a client who has expenses, invoices or other events that take place regularly, they can handle

them automatically using QuickBooks Online Essentials.

Let's use the growing architect business as the example. He has issued an invoice to a customer for
consultancy on a new house build. This invoice is issued every month until the completion of the build;
however, the amount of the invoice will fluctuate depending on how much time is spent onsite, which

varies from month to month.

1. To achieve a recurring invoice, first complete an invoice to this customer.

Invoice [ Recenty Change Logo/Theme | [ Customise | [ How Do I

Customer Esther Friedberg Karp -

Invoice To A
Invoice Date

=

Esther Friedberg Karp 0110312013

Terms Due Date
Net 30 ~ (2100312013 il

All amounts are : Exclusive of VAT -

New Charges:
Qty Rate Amount VAT Which?

1500.00 | 20.0... [=]
1500.00

Mo. Product/Service Description

1 | Consultancy New House "+  Consultancy on New House Build 10 150.00

More Lines. Subtotal of new charges

Customer Message

Subtotal 150000
VAT @ 20% on 1500.00 30000
Total 1800.00

Add information such as payment instructions or a message to customers
Messages can be up to 1,000 characters in 10 ines

2. When finished creating the invoice, select Make Recurring at the bottom of the screen.

Delivery Information Attachments |25
¥110 be printed Add File |Maximum size: 25MB
Memo o be sent | gar

Type a summary of this transaction to appear on the customer's next statement.
Drop files here or click Add File

This will bring through the Recurring Template Dialogue Box.

3. The first option is to choose a template type (Scheduled, Reminder or Unscheduled). Scheduled
is great for those transactions that are of a set amount each month. For example, a gym may use
this to collect their monthly membership fee or for payments out such as insurance, or rent.
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Unscheduled is useful for those transactions whose format we wish to preserve as a template for
future use, although we’re not sure if or when it will ever be called upon to serve as a template.
This type of template is simply parked in the list of Recurring Transactions as a model for some
vague future use.

The next template type is Reminder. This is useful for those transactions whose amounts will
fluctuate but will occur regularly on a fixed schedule such as a utility bill. For this invoice example,
let's select the Reminder Template option, as we know the architect will invoice regularly for his
consultancy service, but the amount will change depending on how much time he spent onsite.

Next, select the interval date range, which is how often one would like this transaction to recur. In
this example, let’s have it recur on the last day of each month. Then, choose the start and end
dates or define the number of occurrences of this transaction. If desired, choose to have the
reminder take place a certain number of days in advance of the scheduled date, so that post-
dated transactions can be seen ahead of time and used in cash flow planning. Also, if desired, let

QBO produce an alert message.

Recurring Template - Mozilla m

| @ https:/fuk.gbe.intuit.com/c34,/v59.120,/6224801 26/ recurfmode=2 ‘

Recurring Template

Template Name Esther Friedberg Karp What's this for?
Template Type ) Scheduled

@ Reminder

(@ Unscheduled

Which should | choose?

Select interval
© Daily @ Last - ofevery 1 | month(s)
& Weekly @ The first - Sunday ~ ofevery| 1 maonth(s)
'@ Monthly
@ Yearly

What time of day will the transaction be created?

Select date range
Start on or after [g1/04/2013 |5
@ Mo end date

© End after OCCUITences

@ Stop after i

s
| Remind me g days before the fransaction date.Create transactions and give me an alert message.
Save Template |
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5. Now select Save Template. To view a list of all the recurring entries in a QBO company, select
Go to Recurring Transactions list in the confirmation window that appears next:

Flease Confirm - Mozilla Fi

@ https://uk.gbo.intuit.com, c34/459.120/yvesno.html

You successfully created a recurring template. You can continue
to work on this as an individual transaction.

This Recurring Transactions list is always accessible by selecting Company > Recurring Transactions.

Supplier Payments

Another handy function of QBO Essentials is that customers can manage supplier bills and payments,
and track accounts payable. QBO customers can see exactly what they owe, to whom they owe it, and
when payment is due. If they're thinking of paying a bill early, QuickBooks Online can show customers the
impact on their cash flow, making sure they can afford it before they hand over the money.

1. Torecord a bill from a supplier, hover the mouse over the Suppliers menu then select Enter Bill.

o
\)(3‘“ f QUICRBOORS Onnne ESSQ ntials UK Essentials Training Company ~ Sic

& ‘
Home Company Customers Suppliers Employees Reports VAT

Supplier List Purchase Order | Enter Bill | Pay Bills Pay One Supplier Supplier Credit Maore -

2. First, select the supplier from whom the bill was received. Also, record the reference number on
the bill, followed by the date and the amount that is due. Lastly, select an expense account for
this bill to be posted against in the chart of accounts and a VAT code. Complete additional rows
due to additional expense accounts, if necessary. Click Save once completed.

@il © credit
Supplier | Southern Eleclric k= RefNo. |12345
Bill Date |01/03/2013 =
AmountDue | 276.00
Terms - DusDate [01/032013 |5

Memo

Allamounts are : Exclusive of VAT =

No.  Account which? Amount VAT which? Des cription 7
1 Utiities ~ 23000 | 200... [+]
Hore Lines.
VAT @ 20% on 230.00 : 46.00
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Multicurrency

One of the advantages that QuickBooks Online Essentials has over Online Simple Start is its ability to
handle multiple currencies and track currency gains and losses. QBO customers can trade in over 145
foreign currencies just as easily as they do in British Pounds Sterling. They can do business in their
customers’ home currencies, and then convert back to their home currency so that they know exactly
where they stand. QuickBooks Online downloads the latest exchange rates from Wall Street on Demand
to switch accurately between different currencies. QBO customers can see immediately whether they've
lost or gained as a result of exchange rate fluctuations.

1. Let's imagine that out architect is invoicing a customer in Euros for work that he did on a drawing.
The first step when setting up the customer is to select the currency in which they are to be

invoiced.
Customer iformation ez —
| & https://uk.gbo.intuit.com/c34/v59.120//456210255/ lists/ customer/new?modal=true
Customer Information How Do I?
Full Name... Bob White Tax Info
Compan Bob White Industries VAT
pany ' Registration
Display Mame As | Bob White - Mumber
This customer ¢ Shipping Address
: iEUR - E -
pays mewith b . iz Same as Billing Address
Billing Address Frequently Used Currencies = Client Billing info
GBP - British Pound Sterling H g
CAD - Canadian Dollar K Preferred =
Street EUR- EUD Terms -
USD - United States Dollar ) -
Tawn Other Currencies Delivery Method Print -
County AED - UAE Dirham [[1s sub-customer What s a sub-customer?
AFN - Afghan Afghani
Postcode ALL - Albanian Lek
Country AMD —Armeniaq Dram
Contact Inf AMNG - Dutch Guilder
ontactinio AOA - Angolan Kwanza
Email ARS - Argentine Peso
B AUD - Australian Dollar
one AWG - Aruban Florin
Mobile AZN - Azerbaijani Manat
Fax BAM - Bosnian Mark
BED - Barbadian Dollar
Pager BDT - Bangladeshi Taka
Other BGM - Bulgarian Lev =
Website hittp:if

16



Choosing the Right QuickBooks Online Product for my Client

2. Next, it’s time to invoice the customer. Select Customers > Invoice. Select the customer you
wish to invoice. Complete the invoice as required. At the bottom of the invoice, see that
QuickBooks Online Essentials automatically converts the foreign amount to Pounds Sterling, the

chosen home currency for this QBO company.

Customer | Bob White v | E 1EUR = 0861772 GBP ‘
I';IVE;E’ZIU‘ SENZTEI'M Invoice Date Invoice Mo
ob e ob e 05032012 |8 1011
Terms Due Date
Net 30 + o4in4zo13 B
Ship Date Ship Via Tracking No
@
All amaounts are © Exclusive of VAT -
New Charges:
No. ProductiService Description Amount (EUR) VAT Which>
1 Drawing "+ | Kitchen design - new build in Spain 500.00 |[0.0%. 1~
2 - [+
3 T =
4 = =
More Lines | | Clear AllLines Subtotal of new charges 500.00
Sublotal 500.00
Customer Wessage Discount %
1
Thank you for your business Shipping E
Total EUR 500.00
Total GBP 430.89

17
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Financial Reports

QuickBooks Online Essentials offers customers over 40 one-click financial reports to assist in managing
cash flow and finances.

1. To access these reports, select Reports > Report List.

_S'b
0{;?“' QUICRBOO kS On"ne Esse nt]dls UK Essentials Training Company - Sign Out

& ‘
Home o E Customers Suppliers Employees Banking

Report List Company Snapshot Profit & Loss Balance Sheet Memorised Reports Customer Balance Detail Supplier Balance Detail More «

2. Look at the Profit & Loss report. QuickBooks Online features the ability to drill down on numbers
in reports to see more detail. For example, suppose we wish to view all of the invoices that
contributed toward sales. Click the amount next to Sales on the Profit & Loss, and all of the
relevant invoices will be displayed. You can also click on each individual amount to be taken
straight back to the original transaction (for review, editing, or deletion).

QUICkBOO kS On "ne Esse nt]ﬂls UK E==entialz Training Company « Sign Out
Home Company Customers Suppliers Employees Banking
Repaort List Company Snapshot Profit & Loss Balance Sheet Memorised Reports Customer Balance Detail Supplier Balance Detail More «
e
Report

Print... Email... | Excel... | Memorise...
B B

Transaction Date: This Yearto-date v From: 01012013 1% To: [05/032013 |5

UK Essentials Training Company
Profit & Loss

January 1 - March 5, 2013

Total
Income Click on a figure to see a
Sales 18,590.00 detailed list of all
Total transactions that add up
otalincome £18,590.00 to this amount.
Gross Profit £18,590.00
Expenses
Utilities 23000
Total Expenses £230.00

Het Operating Income £18,360.00

Het Income £18,360.00

Tuesday, Mar 05, 2013 01:21:14 AM GMT GMTO - Standard
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UK Essentials Training Company
Transaction Report
January 1 - March 5, 2013

Date Transaction Type  No. Name Memo/Description Account  Split  Amount  Balance
Sales
01/01/2013 Invoice 1001 Steve's Essentials Consultancy on Mew House Build Sales Debtors 15,000.00 15,000.00
010372013 Invoice 1002 Irma's Incredibles Sales Debtors  3,590.00 18590.00
Total for Sales e e s
These individual | £18,530.00 |
TOTAL transactlonf ?dld up to this ” £18,590.00
ota

Tuesday, Mar 05, 2013 01:25:10 AM GMT GMTO - Standard

There are a number of customer-related reports such Sales by Customer Summary. This report will
display exactly how much business was conducted with each customer over a specific date range.

Report List
Sales see also: Customers
Memorised
What are my sales? Lists
s by g ;
Company Sales by Customer Summary Q | Invoice List &I
Sales by Customer Detail E Statement List &I
Customers
Sales by Product/Service Summary ﬁ Product/Senvice List &I
Sales Sales by Product/Senvice Detail &
Suppliers
- Suppliers
Banking How much do | owe suppliers, and what is overdue? How much did | spend on each supplier?
Accountant & Taxes AP Ageing Summary & Expenses by Supplier Summary &
Lists AP Ageing Detail &l
Lists
All, Alphabetical Supplier Balance Summary dﬂ
s
' Supplier Balance Detail ﬁ Supplier Phone List &I
s
Unpaid Bills ﬁ Supplier Contact List &I
Activity Log
What are the transactions for each supplier?
Bill Payment List ﬁ
Transaction List by Supplier ﬁ
VAT

One report QBO users find interesting and especially informative is the Company Snapshot. This pictorial
report allows QBO users to see where their companies stand financially on one screen.

f
(gého QUICRBOO I(S On lir‘le Esse ntiCllS UK Essentials Training Company = Sign Out

{ ‘
Home Company Customers Suppliers Employees Banking VAT

Report List Company Snapshot Profit & Loss Balance Sheet Memorised Reports Customer Balance Detail Supplier Balance Detail Mare =
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QBO users get a clear view of the overall state of their businesses with the Company Snapshot, which is
a graphical dashboard showing company income and expenses, all compared to the previous year's

performance. This also displays what a company is owed (receivables) and what the company owes
(payables).

Company Snapshot
My Income =] My Expenses =]
This Year-o-date - Total: £28,500.00 This Year-io-date - Total: £2,906.00
Profitand Loss Profitand Loss
Utilities
£230.00 \
Sales of Product Inc__. ~__
£10,000.00
Sales
£18,590.00
Equipment rental
£2,676.00
Previous Year Income Comparison =] Previous Year Expense Comparison =]
[Guarery < [Ail Aot - [Guarery < [All Acounts -
£in 1000°s £in 1000°s
1o [
100 80
50 72
80 6
70 56
&0 18
s0 a0
10 a2
30 24
20 1
i) 5
o o -_—
Quarter 1 Quarter 2 Quarter 3 Quarter 4 Quarter 1 Quarter 2 Quarter 3 Quarter 4
@ 2012 [ 2013 W 2012 M 2013
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Managing VAT

With QuickBooks Online Essentials, QBO users can spend far less time keeping track of their VAT.
QuickBooks Online Essentials manages their VAT, monitoring the VAT that QBO users pay and receive.
It can show their VAT liability, and gives them all the information they need to fill in their VAT return.
QuickBooks Online Essentials also includes a VAT Exception Report, to help them manage VAT amounts
that change after they’ve submitted their VAT return. Please note that QuickBooks Online doesn't support
the flat rate VAT scheme. Let’s now take a look at the process of managing VAT using QuickBooks
Online Essentials.

1. First begin by selecting the VAT Menu. There is the option to run numerous VAT reports such as
a VAT Detailed Report, which will show all transactions recorded and the VAT applied to each.

&
\)q&i- QuickBooks Online Essentials UK Essentials Train

Home Company Customers Suppliers Employees.

VAT Centre Prepare VAT View VAT History lore

VAT Centre

© New Tax

VAT

Balance due for period

£5’136.80 Collected in sales | £5718.00

Paid on purchases [_] £581.20

Balance breakdown ()

Period ends: 31.Mar Other adjustments  £0.00
Record payment Prepare retum View history Run reports » Rates & settings
VAT 100
Detail

Exception Detail

2. By selecting Prepare return, this will show the total amount of VAT collected on sales to
customers less the total amount of VAT paid on purchases to suppliers.

)
\)q@‘?i QuickBooks Online Essentials UK Essentials Training Company + = SignOut  Your Account ~ Help
Customers. Suppliers Employees Banking Reports. VAT
Chart of Accounts Recurring Transactions Preferences Activity Log Create Budgets Manage Users Currency Centre More ~
Prepare VAT
Taxname VAT -
Filing Period Quarterly « FromDate | 01/01/2013 ~ ToDate |31/03/2013 ~
UK Essentials Training Company
VAT Return
01/01/2013 to 31/03/2013
Standard
05/03/2013
VAT Description Box Amount Balance
VAT due on sales and other outputs Box 1 £5718.00 Adjust
VAT due on acquisitions from other EC Member States Box 2 £0.00 Adjust
Total output tax due Box 3 £5,718.00
VAT reclaimed on purchases Box 4 £581.20 Adjust
Met VAT to pay (or reclaim) Box 5 £5,136.80
Metvalue of sales Box 6 £28,59000
Metvalue of purchases Box 7 £2,906.00
Metvalue of supplies to other EC Member States Box 8 £0.00
MNetvalue of acquisitions from other EC Member States Box 9 £0.00
Amount you owe in VAT:  £5,136.80 File online with HURC Mark as Filed
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The difference between VAT collected and VAT paid out, otherwise known as the net VAT to pay,
is shown in box number 5. Here, a negative figure will indicate a VAT refund (an invoice upon
which to receive payment) and a positive number will indicate VAT owing (a bill to pay).

3. Once satisfied with these numbers, submit the information online to HMRC simply and easily,
directly from QuickBooks Online. Selecting File online with HMRC takes the QBO user directly
to the HMRC website to record the liability. Once VAT return has been filed, select Mark as Filed
in QuickBooks Online. Please note that once the VAT return has been marked as Filed in
QuickBooks Online, the user will be unable to make any further changes to the VAT return.

File online with HMRC E—i I ;;;; I;;

Please check the www.QuickBooks.co.uk website for the most up-to-date pricing on QuickBooks Online
Essentials.

For our architect, business has grown even more and he now wants to plan further ahead. Let's see how
QuickBooks Online Plus can help our architect stay in touch with the details of his growing business.



http://www.quickbooks.co.uk/
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QuIickBOOKS ONLINE PLUS

QuickBooks Online Plus is best for business owners wishing to plan ahead and which have busy financial
departments. QuickBooks Online Plus offers everything in QuickBooks Online Simple Start and
QuickBooks Online Essentials, and more.

In addition, our architect will be able to:

e Have up to five users (in addition to the accountant user)

This is the number of people who can use QuickBooks Online Plus. As with QuickBooks Online
Essentials, different levels of access can be set for different users, to protect sensitive data and
reduce the chance of errors.

e Track your cash flow with over 65 financial reports

Automatically generate reports showing important information about the QBO users’ businesses.

e Classify transactions by business area

QBO users can classify income and expenses for separate areas of their businesses. This
powerful feature allows our users to keep track of how different parts of their businesses are
performing and can be useful in many situations. Examples include monitoring the performance
of different branches of a company, keeping track of the performance of individual departments
and managing the accounts of subsidiary companies. QBO Plus users can categorise income
and expenses by department, type of business, or by any other area they choose. They can then
view reports like Profit & Loss for each individual area.

e Create budgets and compare to actual performance

QBO Plus users can set monthly, quarterly or annual budgets to predict their income and
expenses, and then track their actual performance and compare it to the budget. This feature
helps QBO Plus users’ businesses stay on target.




Choosing the Right QuickBooks Online Product for my Client

Categories: Class Tracking and Location Tracking

QuickBooks Online Plus allows users to categorise transactions more granularly and finely (than solely by
account) by adding categories to specify business areas, either with class (for tracking department or type
of business or some other parameter) or location tracking or both. QBO users can track how different
parts of their businesses are performing, and this can be useful in many situations. For example, this
feature allows for monitoring the performance of different branches of a company or even keeping track of
the performance of individual departments. They can then view reports such as a Profit & Loss for each
individual area.

Although both class tracking and location tracking track revenues and expenses for separate parts of a
business, classes and locations behave differently from each other.

With class tracking, a different class may be specified for each detail line of a transaction. Only one
location, on the other hand, may be assigned to an entire transaction.

A second difference is that one cannot manage groups of transactions by class, but this can be done by
location. For example, one can see all the payments for one location and deposit them as a group.

The following chart summarises the ways in which locations and classes behave differently from each
other:

Class tracking Location tracking
You can specify a different class for You can assign a location to an
each detail line of a transaction. entire transaction only.

Efficiently manage groups of
transactions by location: for
example, you can see all the
payments for one location and
deposit them as a group.

You cannot manage groups of
transactions by class.

Classes cannot be referred to by a Locations can be referred to by a
different title, company name, street different title, company name, street
address, email address, and/or phone address, email address, and/or
number phone number
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1. Toturn on class tracking, select Company > Preferences > Categories > Class tracking.

QuickBooks Online Plus

Home Company

Preferences
Company Contact Info

Company

Customers Suppliers. Employees

Chart of Accounts Recurring Transactions Activity Log Budgets

Manage Users

UK PlusTraining Company (Test) =~ Sign Out

Reports VAT

Currency Centre More +

Your Account

vep  @-  INTuIt

Q, Find

Feedback ~

Categories
- Location Tracking
» Class Tracking

Products and Services
Sales Form Entry

Form Delivery
Suppliers & Purchases
Time Tracking

Reports

Regional Settings

Class tracking

Classes provide ansther system of categorising income and expenses for separate parts of your business.

With classes, you can categerise each detail line on 3 transaction. This lets you write one cheque to the office supply store for things baught for two different business units and still

track the businass unit for thosa purchases

For example, suppose you have 2 consulting business and an installation business, Class tracking is idzal for y
work, By specifiying the appropriate class on each detail line, you can run 2 Profit & Loss by Class report that will tall you if your consulting business is more or less profitable than the

installation business,

Ifyou select class tracking, be sure to set the preference for how to track classes on sales, just below.

MNote that you czn zlso use locations like classes, What's the difference between classes and location tracking?

Examples of classes: departments, entarprises, properties, construction industry standard categories [Genaral, Site Work, Concrate, Masonry, and so on

product lines.

See How do I use classes?

[T class ‘warning

Turn on this preference to be warned whenever a class is not spacified in a transaction. This helps ensure that reports are more accurate.

Classes on sales

(@ One pertransaction

On all types of sales transactions (estimates, inveices, sales receipts, cradit notes, charges, credits, and so an). you specify en class for the entire transaction,

This is especially useful if you want to include charges like discount and shipping in the same class as the product ar service you are selling in the transaction. Choose this

option anly ifyou never make 2 single sale that weuld ne=d to span mare than ane class.

One per detail line

On all types of sales, you assign 2 class to every detail line in the transaction, For example, if an invoice has three different products on it, you assign a class to each of the

three lines.

With purchases, you can only assign classes to detail lines.

ifit iz typical to have purchases and sales that include both types of

). manufacturers, partners,

2. Once class tracking is turned on, choose whether or not a warning should appear if a transaction
is saved without a class. Then specify whether sales transactions should have one class for the
entire transaction or one class per detail line in the transaction.

3. With class tracking enabled, the Class List appears in the Lists page, accessed by selecting
Company > More > Lists > Class List.

QuickBooks Online Plus

Chart of Accounts

Li

Recurring Transactions

Customers. Suppliers Employees Banking

Preferences Activity Log Budgets

Chart of Accounts

Displays your accounts. Balance sheet accounts track your assets and
liabilities, and income and expense accounts categorise your
transactions.

From here, you can add or edit accounts.

Manage Users

Displays the list of people who can log into your company.

From here, you can add new users, control each user's access rights
to your company data, and view the list of actions taken by each user.

Payment Method List

Displays Cash, Chegue, and any other ways you categorise payments
you receive from customers.

That way, you can print deposit slips when you deposit the payments
you have received

Terms List

Displays the list of terms that determine the due dates for payments
from customers, or payments to suppliers. Terms can also specify
discounts for early payment.

From here, you can add or edit terms.

Products and Services List
Displays the products and semvices you sell
From here, you can edit infermation about a product or service, such its

Anerrintinn Artha rata e rharna

Manage Users

UK PlusTraining Company (Test) = ign Out ur Account
Reports VAT
Currency Centre More ~ s
S

Supplier List
Displays the people or companies who send you bills, and shows your
outstanding balances with them.

From here, you can add new suppliers, see a summary of transactions
involving a supplier, or edit information about a supplier.

Employee List
Displays your employees

From here, you can add a new employee, or edit information about an
employee.

Recurring Transaction List
Displays a list of ransacfions that have been saved for reuse

From here, you can schedule fransactions to accur either automatically
or with reminders. You can also save unscheduled transactions to use
at any time

Class List

Displays the classes you can use to categorise your accounting
transactions

From here, you can add or edit classes.

Location List

Displays the locations within your company you can use to categorise
your accounting transactions

From here, you can add or edit locations.

&- Infurt
Q, Find

Feedback =
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4. To add a new class, select New at the bottom of the list.

QuickBooks Online Plus UK PlusTraining Company (Test) ~ “Your Account k inTuit
Customers. Suppliers. Employees Banking Reports. VAT Q, Find

Chart of Accounts Recurring Transactions Preferences Activity Log Budgets Manage Users Currency Centre More + Feedback v

Class List
Al|B||C||DJ|E]|F|[G||H]||1[[J]]|K/|L|]M|NOPQR|S||T/(UV WX WYNZ 0)]11/(2]|3/|4/|5]6/|7)8]8

Name

Rural

Urban

| cmea

5. Enter the name of the new class, and select Save.

QUiCkBOOkS Online Plus UK PlusTraining Company (Test) = Sign Out “Your Account Help ® - nfuit

Customers. Suppliers. Employees. Banking Reports. VAT Q, Find

Chart of Accounts Recurring Transactions Preferences Activity Log Budgets Manage Users Currency Centre More ~ Feedback ~
Class Information

[71s sub-class Why make a sup-?
Name: Rural Y

To view a Profit & Loss by Class report, select Reports > Report List > Company > Profit & Loss by
Class.

QuickBooks Online Plus

UK PlusTraining Company (Test) = = Sign Out Your Account Help
Company Customers Suppliers Employees. Banking
Report List Company Snapshot Profit & Loss Balance Sheet Memorised Reports Customer Balance Detail Supplier Balance Detail More - Feedbaclf
- SRy
Report List How D
Company Reports
Memorised
At a Glance ‘What was the cash inflow and outflow?
Company Snapshot Statement of Cash Flows &l
Company
How much money did | make? Lists
Customers - -
Profit & Loss #i] Account Listing #i]
Sales Profit & Loss by Location & Location Listing &
Suppliers Profit & Loss by Class £ Class Listing £
VAT Profit & Loss Detail E Terms Listing E
Recurring Template Listing Nﬂ
Employees ‘What is my business worth?
Banking Balance Sheet £l Multicurrency
Balance Sheet Summary Nﬂ Realised Exchange Gains & Losses Nﬂ
Budgets
Unrealised Exchange Gains & Losses
Accountant & Taxes
Lists Customers see also: Sales
All, Alphabetical
How much do customers owe, and what is overdue? What are the transactions for each customer?
AR Ageing Summary #i] Estimates by Customer #i]
Activity Log AR Ageing Detail & Transaction List by Customer &
Customer Balance Summary Nﬂ
’ What are my sales by customer?
Customer Balance Detail # &
» s by 5 .
Collections Report &l Sales by Customer Summary
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UK PlusTraining Company (Test)
Profit & Loss by Class

January 1 - March 7, 2013

Rural Urban Not Specified TOTAL
Income
40000 Sales 50.00 353.00 £403.00
Billable Expense Income 100.00 £100.00
Discounts given -500 £-500
Merchandise Sales 6,000.00 £6,000.00
Sales of Product Income 3,300.00 £3,300.00

Total Income

Cost of Sales
Cost of sales

Total Cost of Sales
Gross Profit

Expenses

£6,000.00£3,350.00

608.50
£0.00 £608.50

£6,000.00£2,741.50

Business Licenses and Permits

Purchases
Rent Expense

Total Expenses

Net Operating Income

Other Expenses
Exchange Gain or Loss

Total Other Expenses
Het Other Income

Net Income

£0.00 £0.00

£6,000.00£2,741.50

£0.00 £0.00

£0.00 £0.00

£6,000.00£2,741.50

£448.00£9,798.00

£608.50
£0.00 £608.50

£448.00£9,189.50

100.00 £100.00
2500 £2500
3,000.00£32,000.00

£3,125.00£3,125.00
£-2,677.00£6,064.50

-0.50  £-0.50
£-050 £-0.50
£0.50 £0.50

£-2,676.50£6,065.00

Thursday, Mar 07, 2013 12:32:37 AM GMT GMTO - Standard
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Location Tracking

1. Toturn on location tracking, select Company > Preferences > Categories > Location tracking.

QuickBooks Online Plus

Preferences
Company Contact Info

Company

+Class Tracking

Products and Services
Sales Form Entry

Form Delivery
Suppliers & Purchases
Time Tracking

Reports

Regional Settings

Chart of Accounts Recurring Transactions Activity Log Budgets Manage Users

UK PlusTraining Company (Test) = Sign Out

Currency Centre More +

Choosing the Right QuickBooks Online Product for my Client

infurt:
Q, Find

Feedback v

Restart setup interviews

Same QuickBooks Online features offer setup interviews to get you started, When you finish sach intervie

Categories

Click Restart to repeat the intervisws the next time you uss the featurss, Preferences you've already s=t aren't chang,

it isn't shown again.

by restarting,

To manage your business, you nesd to be able to track where your income comes from and where your expenses go.

E]

QuickBooks Online Plus gives you sevaral ways to categorise transactions. You can use just one methad or all ofthem in combination. It saves you time in the long run if you consider this dacision carsfully at the outsat

Location tracking

While using progucts a
entira transaction involvi
the same company.

=tion Tracking is another way of categorising transactions.

By assigning 3 location to each transaction as you entar it, you can later report on profitability by location.

ervices (for things you sell) and expense accounts (for things you buy) lets you categarise single charges in 2 transaction, location tracking lsts you categerise an
g many charges. This is useful if your businass has separate divisions or physical locations, such as stores, franchizes, or consulting offices that you

antto track in

Assigning locations also lets you sfiiciently manage aroups of transactions, For example, you can have the Deposits page show only customer payments for a particular location, This lets you
{or an employee who works at the location) see all the payments for one location and deposit them as a group

If you need another system of categarisation, you can also use classes, What's the difference between classes and locations? You can use locations alone, classes alane, or both together.

Class tracking

Classes prov

2nather system of categarising income and expenses for separate parts of your business.

With classes, you can categorise each detail line on 2 transaction. This lets you write one cheque to the office supply store for things bought for twe different business units znd still track the

business unit for those purchases,

For example, suppase you have a consulting business and an installation business, Class tracking is
specifiying the zpproprists clzss on sach detail line, you can run = Profit & Loss by Class report that v

businezs.

eal for you ifitis typical ta have purchases and sales that include bath types of wark, By
I tell you if your consulting business is more or less profitzble than the installation

2. With location tracking enabled, the Location List appears in the Lists page, accessed by selecting
Company > More > Lists > Location List.

QuickBooks Online Plus

Home Customers Suppliers Employees Banking

Chart of Accounts

Lists

Recurring Transactions Preferences Activity Log Budgets Manage Users

Chart of Accounts

Displays your accounts. Balance sheet accounts frack your assets and
liabilities, and income and expense accounts categorise your
transactions

From here, you can add or edit accounts

Wanage Users

Displays the list of people who can log into your company.
From here, you can add new Users, control each Users access rights to
your company data, and view the list of actions taken by each user.

Payment Method List
Displays Cash, Cheque, and any other ways you calegorise payments
you receive from customers.

That way, you can print deposit slips when you deposit the payments you
have received

Terms List

Displays the list of terms that determine the due dates for payments from
customers, o payments to suppliers. Terms can also specify discounts
for early payment.

From here, you can add or edit terms

Products and Services List

Displays the products and services you sell.
From here, you can edit information about a product or senvice, such its
tho ooy 5

UK PlusTraining Company (Test) = Sign Out

-

Supplier List

Displays the people or companies who send you bills, and shows your
outstanding balances with them.

From here, you can add new suppliers, see a summary of transactions
involving a supplier, or edit information about a supplier.

Employee List
Displays your employees

From here, you can add a new employee, or edit information about an
employee.

Recurring Transaction List
Displays a list of ransactions that have been saved for reuse.

From here, you can schedule transactions to occur either automatically or
with reminders. You can also save unscheduled transactions to use at
any time

Class List

Displays the classes you can use to categorise your accounting
transactions

From here, you can add or edit classes.

Location List

Displays the locations within your company you can use to categorise
your accounting fransactions

From here, you can add or edit locations.

infuif.

Q Find

Feedback =
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3. To add a new location, select New at the bottom of the list.

QuickBooks Online Plus

UK PlusTraining Company (Test) = Sign Out

YourAccount | Heb @~ INTUIT.

Customers Suppliers

Employees Banking Reports

Q Find
Feedback v

Ralated Reports

ChartofAccounts  Recurring Transactions  Preferences  AcvityLog ~ Budgets  ManageUsers  Currency Centre  More +

Location List

Al/B C D|E|F|G/H I J KL MMNOFPOQRI|S TIU V WX Y Z 01
Name
1 Stare

2Store

4. Enter the name of the new location, specify if it is referred to by a different title, company name,
street address, email address and/or phone number and select Save.

QuickBooks Online Plus

UK PlusTraining Company (Test) = Sign Out

Your Account
Customers Suppliers. Employees Banking E S
Chart of Accounts Recurring Transactions Preferences Activity Log Budgets Manage Users Currency Centre More ~ Feedback ~
Location Information [Howba 1

Name| 2 Location [Tis sub-ocation Why make a sub-location?
Sales Delivery and Printing Overrides
This lecation has a differenttitle for sales forms.

Title| Site3

This location has a different company name when communicating with customers.
Name| Western Branch

Thig location has a different address where customers contact me or send payments

Street

Town County

Postcode

This location has a different email address for communicating with customers.
Email

[¥: This location has a different phone number where customers phone me.
Phone
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To view a Profit & Loss by Location report, select Reports > Report List > Company > Profit & Loss by
Location.

UK PlusTraining Company (Test)
Profit & Loss by Location
January 1 - March 7, 2013

1 Store  25tore  Not Specified Total
Income
40000 Sales 50.00 353.00 £403.00
Billable Expense Income 100.00 £100.00
Discounts given -500 £-500
Merchandise Sales §,000.00 £6,000.00
Sales of Product Income 3,300.00 £3,300.00

Total Income

Cost of Sales
Cost of sales

Total Cost of Sales
Gross Profit

Expenses

£6,000.00£3,350.00

608.50
£0.00 £608.50

£6,000.00£2,741.50

Business Licenses and Permits

Purchases
Rent Expense

Total Expenses

Net Operating Income

Other Expenses
Exchange Gain or Loss

Total Other Expenses

Net Other Income

Net Income

Thursday, Mar 07,

3,000.00

£3,000.00 £0.00

£3,000.00£2,741.50

£0.00 £0.00

£0.00 £0.00

£3,000.00£2,741.50

£448,00£9,798.00

£608.50
£0.00 £608.50
£448.00£9,189.50

100.00 £100.00
2500 £25.00
£3,000.00

£125.00£3,125.00
£323.00£6,064.50

-0.50 £-0.50
£-050 £-0.50
£0.50 £0.50

£323.50£6,065.00

2013 01:12:15 AM GMT GMTO - Standard
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Budgets

QuickBooks Online Plus features a tool to create budgets and compare these budgets to actual
performance. With QuickBooks Online Plus, users can set monthly, quarterly or annual budgets to predict
their income and expenses. These budgets can be used as a great management tool and to help
businesses stay on target.

1. To access budgets, select Company > Create Budgets.

QuiCkBOO ks Online Plus UK PlusTraining Company (Test) +

Home Customers Suppliers Employees VAT

Chart of Accounts Recurring Transactions Freferences Activity Log Budgets Manage Users Currency Centre Maore -
o

Budgets

2. Click New Budget to create a budget for a monthly, quarterly or annual period.

New Budget...

3. Follow the screens and answer the questions in the Mini Interview. You will see that you have
the option to create a new budget starting with actual amounts previously entered in QuickBooks
Online, or use amounts from an existing budget, or you have the option to start a budget from
scratch.

uickBooks O

& https://uk.gbo.intuit.com/c34,53.120/456210255/mini/start?interview=budget&option= ° i

Do you want to start with any amounts? Page 2 of 4

Start with: @ Actual amounts from
Last Financial Year -

Start with data from the last financial year. Later, you can change
individual amounts.

©) No amounts. Create budget from scratch.
You will need to enter amounts for everything you want to budget.

&) Copy from an existing budget:
Stacy's 2014 Budget-FY14 PEL -

Start with a copy of the selected budget. Later, you can change
individual amounts.
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4. Budgets are created by account (and by month, quarter, or year). You will also have the option to
subdivide your budget in further detail by location, class, or customer (assuming that Location
Tracking and Class Tracking are turned on in the Preferences; see below). This is particularly
useful for those business owners who wish to set budgets and control company finances in a
more granular fashion.

uickBooks Online

@ https://uk.gbo.intuit.comyc34/v59.120/456210255/mini/start?interview=budget&option= °

Do you want to subdivide your budget? Page 3 of 4
Every budget tracks amounts in at least two dimensions: accounts and months.

You can add a third dimension to your budget by subdividing it. This lets you track
separate amounts for each location, each class, or each customer.

Subdivide by: @ Don’t subdivide
Enter just one set of amounts for each account.

) Locations
Enter amounts for each account for each location.

) Classes
Enter amounts for each account for each class.

) Customers
Enter amounts for each account for each customer.
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5. Highlight the relevant row in the budget you wish to create (if the new budget is being created
from scratch) or change (if the new budget is being created from historical amounts or from
another existing budget). If the budget is being subdivided by location, class, or customer, specify
whether a row refers to an account or to a location/class/customer. If a row refers to an account,
specify which location/class/customer is having its budget entered by account and vice versa.
Then, use the relevant month fields (or choose entering by quarter or year) at the bottom of the
budget screen to record the budget amount. If you wish, select Copy Across after entering the
budget figure in the first month or quarter, to save keystrokes and prevent errors.

Budgets How D

Select Budget yyy - FY13 P&L Classes ~ | Rename.. Delete...

yyy - Jan 2013 through Dec 2013 Profit & Loss with Classes

Show rows afs accounts [»| forfhis c'E'SE‘I Rural |' Show Blank Rows ViewBy Month =
Accounts an el ar Apr May Jun Jul Aug Sep Oct Nov Dec Total

classes e
Income

40000 Sales

Billable Expense Income 33 33 33 33 33 33 33 33 33 33 33 33 396
Discounts given

Marku|

Merchaldise Sales

Sales Digcounts

Sales of fgoduct Income

Senvice Sales

Shipping Ingome

UncategorisRd Income
Cost of sales

Cost of sales

Edit - Discounts given for Rural

Enter by] Month = | Copy Across | | Clear | | Revert Row Total: £
Jan: Feb: Mar: Apr: May: Jun:
Juk: Aug: Sep: Oct: Nov: Dec:

[

6. Select Save once the budget for a particular row has been completed. When the entire budget
has been completed, select Finished.

(%]
(O8]
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To see how a budgeted figures compare to actuals for the same period, select Reports > Report List >
Budgets. Then select the report Budgets vs. Actuals. To review a budget without comparing to actuals,
select the Budget Overview report instead.

QuickBooks Online Plus UK PlusTraining Company (Test) = = Sign Out  Your Account Help @® -
Home Company Customers Suppliers Employees. Banking VAT
Report List Company Snapshot Profit & Loss Balance Sheet Memorised Reports Customer Balance Detail Supplier Balance Detail More = Feedbaclf
Report List How B
Budgets
Memorised N
What is my budget, and how is my business doing
against the budget?
Company Budget Overview &l
Customers Budgetvs. Actuals &
Sales
Accountant & Taxes
Suppliers
bl What are the ending balances for all accounts? What are the details for recent transactions?
Employees Trial Balance &l Journal &
Banking Transaction List by Date &
What is the recent activity for each of my accounts? . o
Transaction List with Splits &
udgets
General Ledger &l Recent Transactions &
Accountant & Taxes Transaction Detall by Account &l Recent Automatic Transactions &
Lists
All, Alphabetical Lists
People and Organisation Lists Sales Lists
Activity Log Customer Phone List & ProductiService List &l
Customer Contact List &l Payment Method Listing &
Supplier Phone List &l Terms Listing &
Supplier Contact List &l

Please check the www.QuickBooks.co.uk website for the most up-to-date pricing on QuickBooks Online
Plus.

Finally, you should also be aware that QBO customers have full telephone and online support. There is
no extra charge for telephone support with QuickBooks Online, and QBO users can call QuickBooks as
often as they like from 8am—8pm on working days. In addition, QBO users can search hundreds of help
articles on our support website as well as find answers with the robust in-product Help and How do I?
links within the product to get help with QuickBooks Online.
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CHOOSING THE RIGHT QUICKBOOKS DESKTOP
PRODUCT FOR YOUR CLIENT

Let's now have a look at the QuickBooks desktop product range that you might recommend to a client.

For this example, let’s choose a business owner who is a painter. When he started out in this business,
he may have been doing the painting, paying his expenses and invoicing customers all on his own, or
perhaps with the help of family members.

As the business has grown, so has the need to automate the accounting so that he can do more painting,
but he is still not big enough to hire additional help.

Like many new small businesses, he did not go into business to manage the finances, but rather to
manage the business. But as an accounting professional, you know that to stay in business, he must do
some basic financial management.

Let's see how QuickBooks SimpleStart can help with this task.
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QUICKBOOKS SIMPLESTART

How is QuickBooks SimpleStart a solution for the painter?

QuickBooks SimpleStart was designed for people who aren't accountants. It will help the painter to
understand his finances simply and easily, and will ensure that he uses his accountant's time effectively.
SimpleStart uses very easy-to-understand “money in and money out” terminology, and it requires only
three steps to set it up.

Using QuickBooks SimpleStart, our painter will be able to:

e Get started quickly and easily

QuickBooks is easy to set up and use. Our painter can use the simple set up interview, and that
will get him started in minutes. Easy-to-follow tutorials show users how to use key features and it
includes 30 days of free telephone support to get the QuickBooks user’s questions answered.

e Create and send invoices with his logo

Our painter can create and send invoices in seconds. He can even design invoices just the way
he wants them to appear. For example, he can choose from a selection of templates, customise
all aspects of the invoice design, and choose which information to include along with his logo.

e Track Sales, Expenses and Profit

QuickBooks SimpleStart maintains an up-to-date view of all our painter's customers’ sales, full
details of any expenses and a clear view of the painter’s profit. This means it's easy to monitor
the day-to-day running of his business.

e Create estimates and then turn them into invoices in one click

Our painter can create professional estimates using customer records stored in QuickBooks. He
can add customer and service details, save, print or send estimates and turn estimates into
invoices easily when the job is done. He can also choose from a selection of estimate templates
or customise his own.

e Use QuickBooks Search to find accounts, invoices, contacts and transactions in moments

Our painter’'s QuickBooks company file stores a lot of key data for his business. QuickBooks
Search saves time by locating what he seeks instantly. He can enter a relevant keyword into the
Search field and QuickBooks will pull up all related accounts, invoices, contacts and transaction
details. QuickBooks Search is a powerful way to search his complete accounting history in
seconds. If our painter used to sift through paper by hand to find information, this feature alone
can save him hours each time it is used.

e Generate over 14 key financial reports

Automatically generate reports showing important information about our painter’s business. Key
available reports include Profit and loss, Balance sheet, Account listing and Sales by Customer.

e Produce automatic VAT returns and online filing for Cash Basis VAT scheme
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Set Up Interview

Using QuickBooks SimpleStart, our painter will be able to get started quickly and easily. QuickBooks is
easy to set up and use. He can use the simple set up interview, which will get him started in minutes.

Welcome to the Setup Interview

Before you start billing your customers or tracking your expenses, you need {o set
up a company file to store the data you enter.

This Setup Interview will help you complete this taskin just a few easy steps — and
it will guide you every step of the way.

fyou make a mistake, you can click Prevto correct it. If you need to change the

information at a later time, you can do so by choesing Company Infermation or
Preferences from the File menu.

Click Next to begin.
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Navigation

As you can see from the main home page, business owners can use QuickBooks SimpleStart to record
their customer sales invoices, sales receipts and also record any supplier expenses using Write Cheques,
or Record Expenses via Cash or Credit Card. QuickBooks SimpleStart maintains an up-to-date view of
sales, full details of any expenses and a clear view of profit. This means it's easy to monitor the day-to-
day running of a business.

File Edit Company Reports Help
&8 Back ¥ @ Forward 'av| auome| & Caleulator g2 Feedback|®9ayrou =) Credit Cards =3 Order Cheques  § Upgrade <«

ﬁbnev in ] YourBusiness Money out
Estimates New List

Invoices New List

Receive Payments New List

Sales Receipts New List Cus

Deposits New List

Your Business

Customers New List
Suppliers New List
Bank Accounts View
Profit & Loss View

4# Do more with QuickBooks

Money Out
Write Cheques New List
Record Expenses Cash Credit
Issue Refunds New List

Cash
Record an

i expense paid by
® Sales Summary report cash

* Expense Summary report
@ Customer Summary report

credit card

Related Help

o Using online help $ Upgrade to QuickBooks Pro #::aacll.:nb'iil'lgrweith

« Navigating QuickBooks screens 0 Pay your employees with Pro accounts payable
* Working with Accounts ’ in QuickBooks Pro
R @ Track stock with Pro

See how your business is deing

i Order cheques & supplies

Don't See the Topic You Need?
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Financial Reports

As we have previously seen, with QuickBooks SimpleStart, there are over 20 key financial reports
available. To access the reports, select the Reports menu. Here, you will find a selection of customer-
related reports from Daily Sales Summary to Unpaid Invoices. To view company financial reports, select
Reports > Accountant Reports.

ld Sample Home Sweep Home - QuickBooks: SimpleStart Edition (via Accountant) - -
File Edit Company | Reports | Help
- Daily Sales Summary lJack | = Payroll Credit Cards =2 Order
Total sales by customer
Money In Total sales by item FOUTBUSINESS
Estimates All activity by customer [ ‘
Inveoices - n
Receive Payments Customer balances
Raieceine Inveices that haven't been paid TR 5
Cieposits
e G Total expenses by payee ? >
Custemers All transactions by supplier
Suppliers 3 Receive
Bank Accounts VAT r e nents
Profit & Loss i
Accountant Reports 3 Profit & Loss Standard
58 Do mere with QuickBg
Payroll Excel Reports * UK Standard Balance Sheet
Money OQut :S._I General Ledger
Write Cheques Mew List Recaeiepsts Ieninal
Record Expenses Cash Credit i
Issue Refunds Mew List Trial Balance
Audit Trail
Customer Credit Card Audit Trail
Belated Activities

Remember to check the www.QuickBooks.co.uk website for current pricing.

QuickBooks SimpleStart is the simplest way to track sales and expenses; therefore, there are a large
numbers of customers for whom QuickBooks SimpleStart is a suitable product.

Your typical customers will be:

e Small businesses, typically a sole trader

e No employees

e Service-based business

e Not VAT registered, or else VAT registered on a cash basis only

e Do not wish to track accounts payable —
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You would therefore recommend QuickBooks SimpleStart for business owners who:
e Run small businesses currently using inefficient or manual methods, such as pen and paper, or
basic spreadsheets to manage their businesses,
e Seek afast solution to manage their finances,
e Produce estimates and invoices to their customers and track accounts receivable,
e Need software with just the essentials,
e Track money in and money out,
e Want to reduce or eliminate tedious manual methods,

e Want one-click reports to provide an immediate view of financials to monitor and measure
profitability quickly,

o Need an affordable solution that converts easily into higher-end editions of QuickBooks.
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QuickBooks PRO

Let’'s go back to our example of the painter. Business has been good and he can now afford to hire more
painters. At the same time, his accounting needs have grown: he now needs to manage supplier bills,
track stock, and he needs more than one user in his books at a time. He might now have payroll.

These features are not available in SimpleStart. A great feature of QuickBooks SimpleStart is that as the
business grows, the data converts easily into high-end editions of QuickBooks. Therefore, our painter
would be able to take advantage of more advanced functions.

Let's see how QuickBooks Pro can help with this task.

How is QuickBooks Pro a solution for the painter? QuickBooks Pro offers everything in SimpleStart and
more.

Using QuickBooks Pro, our painter will be able to:

e Have up to five concurrent users

This is the maximum number of people who can use QuickBooks Pro at one time. QuickBooks
Pro users can set different levels of access for different people, to protect sensitive data and
reduce the chance of mistakes.

e Import and export data from and to other software quickly and accurately

QuickBooks Pro users can get up and running quickly by importing customer and supplier details
from the tools they currently use to track their finances. They can import data from Excel
spreadsheets, from Quicken and Microsoft Office Accounting as well as from previous versions of
QuickBooks automatically.

e Send invoices and estimates directly to customers using popular email clients such as Microsoft
Outlook

QuickBooks connects to popular email clients such as Microsoft Outlook and webmail services
like Gmail, Yahoo Mail and Hotmail/Live, so that a QuickBooks Pro user can send invoices and
estimates directly from his or her own identifiable email address (as opposed to a generic emalil
coming from QuickBooks SimpleStart) to the intended recipient. This will save time as there is no
need to attach documents to emails manually and will make emailed forms appear professional,
as they will all come from one identifiable (generally based on a company domain name) address.
Therefore, email integration makes it easier to create and send invoices, estimates and other
documents without having to log in to an email client or webmail service separately.

e Batch Invoicing

QuickBooks Pro users can create full sets of invoices for groups of similar customers receiving
the same product or service. Just create the invoice once and choose which customers are to be
the recipients. Invoices in batches can be emailed directly from QuickBooks, without having to
open any other software. Imagine running QuickBooks in a gym or day care environment (or in
any business requiring sending the same invoice to multiple customers). The Batch Invoicing
feature saves those QuickBooks users a LOT of time. Instead of creating an invoice one by one
and sending it to each individual customer, simply create one invoice, and then choose multiple
customers, all at the click of a mouse.
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Create estimates and then turn them into invoices in one click

Our QuickBooks users can still create professional estimates using customer records stored in
QuickBooks Pro and up. They can add customer and service or product (to track stock) details,
save, print or send estimates using their own identifiable email address, and turn estimates into
invoices easily when the job is done. Furthermore, they can add available time and costs to the
invoice for a specific job.

Manage supplier bills and payments with the Payment Snapshot screen

The Payment Snapshot gives customers up-to-date information about payments to suppliers as
well as reminders and tasks. Users can therefore see how much they owe to which suppliers, see
instantly which payments are almost due or overdue and create detailed reports about how much
they owe.

Stock, set reorder points and create purchase orders

Keep an eye on stock level. See how items flow in and out of the business; QuickBooks will
prompt users to reorder when stocks fall below a certain point; then create purchase orders to
send to suppliers.

Offer early payment discounts

This will help our users maintain their business cash flow by offering discounts to customers who
pay promptly. Users can set discount terms once and then apply them to chosen invoices.

Handle as many foreign currencies as required

Users of QuickBooks Pro and up can trade in over 145 currencies just as easily as they do in
British Pounds Sterling. They can work with international customers in their own currencies,
convert back to Pounds Sterling (or whatever they have chosen as the Home Currency) using the
latest exchange rates and understand gains and losses caused by rate fluctuations.

Include an optional payroll system (at an extra cost)

QuickBooks Pro is available with QuickBooks Payroll, an option available at an extra cost. This
presents a full and complete accounting and payroll system for businesses. Users can manage
every aspect of their company's payroll, run payroll as often as they like for all employees,
generate payroll returns automatically and file them online with HMRC. QuickBooks Payroll is a
quick, easy way to run a company’s payroll in-house. A fixed monthly charge gives QuickBooks
users access to all payroll and accounting software functions. The package also includes on-
going updates to make sure that the software and the payroll tax tables stay up-to-date

Gain access to 100+ financial reports to see where the business stands quickly and easily

Users of QuickBooks Pro and up can generate reports showing important information about their
businesses. Key available reports include the Profit and loss, Balance sheet, Cash flow
statement, Account listing and Sales by Customer.

See the company finances at a glance with the Company Snapshot

Users of QuickBooks Pro can have a clear view of the overall state of their businesses with the
Company Snapshot, a pictorial dashboard showing company income and expenses, with
comparisons between the current year and the previous year's performance. Business owners
can also see what they’re owed.
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Keep on top of receivables with the Collection Centre

From a single, simple screen, users can see what they’re owed and which customer invoices are
almost due or overdue.

Calendar view to help manage tasks, bills and invoices

Users of QuickBooks Pro now have access to a calendar inside QuickBooks so they can stay on
top of their businesses and handle important tasks. For each day, the calendar shows important
'to-dos,’ tasks, bills and invoices that are due, as well as transactions that were entered on that
day.

Quickly access customers and their balances with the Customer Snapshot

The Customer Snapshot gives QuickBooks users a consolidated view of a single customer on a
simple screen, displaying that customer’s purchase history, how long they have been a customer,
as well as see how long they usually take to pay, and any outstanding balance.

Automatic VAT returns and online filing for both Cash & Accrual based schemes

QuickBooks Pro users can do their VAT the fast, accurate way. QuickBooks accounting software
uses financial information stored in the software to generate VAT returns for users. They create
VAT returns in minutes and file their VAT returns online.

Create budgets

QuickBooks Pro users can plan ahead effectively by creating budgets for their businesses. They
can set monthly, quarterly or annual budgets and track their performance and compare actuals to
expected results.
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Additional Users

Using QuickBooks Pro, companies can have up to five users accessing the QuickBooks data at any given
time using Multi-user Mode. Different levels of access can be set up for different users, in order to protect
sensitive data and reduce the chance of errors.

Let's imagine that our painter wishes to set up one of his family members as an additional user in order to
help out with his bookkeeping. By setting up a new user in QuickBooks, the painter can discern easily
who recorded each transaction in QuickBooks. In addition, the painter can limit this new user’s access to
prevent this person from getting into sensitive areas of QuickBooks and to prevent mistakes.

1. To setup anew user, select Company > Set up Users and Passwords > Set up Users > Add
User. Then enter the new user name and password information.

SdITIPE IWIUTILY S ITILEITduongl mepdin 21up - WUy

(0 ERUS| VAT Customers Suppliers Employees Banking Reports Window He

Home Page
Company Snapshot Online Banking
Calendar

Lead Centre

Companv Information

SetUp Users and Pa SetUp Users...
Customer Credi Card Protection... Change Your Password...
Set Closing Date .. BuyAdditional User Licence...

Planning & Budgeting »
To Do List

Reminders

Alerts Manager

Chart of Accounts Cirl+A
Make General Journal Entries...

Accountant Centre

Manage Currency »

Enter Viehicle Mileage...

Prepare Letters with Envelopes 3

Admin (logged on) Add User...

Edit User...
Delete User

View User

Close

Setthe closing date: Closing Date...

Help
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Set up user password and acc
User Name and Password

c
*  Provide a name and an optional password for this user.

User Name: Esther
Password: ssse
Confirm Password: ssse

i Add this userto my QuickBooks license.
- Explain.

Back

2. Next, specify the new user’s access level. For example, for a new user who will be allowed
access to certain areas only, click on the radio button next to Selected areas of QuickBooks. A
series of more specific access screens to complete will follow.

Set up user password and access ﬂ

Access for user: myaccountant

3T
M What do you want this user to have access to?
®
¥

() All areas of QuickBooks

{¥ou will make the selections in the screens that follow)

(71 External Accountant

{Access to all areas of QuickBooks except sensitive customer data, such as
credit card numbers)
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3. After the access screens have been completed, the painter (the Admin user in the QuickBooks
company file) can click on Finish. To delete, review or change any non-Admin user’s access
level in the future, return to the Company > Set up Users and Passwords > Set up Users
screen, highlight the user in question and choose either Edit User, Delete User, or View User.

User List
Admin (logged on) Add User...
Edit User...
Delete User
View User
Close
Setthe closing date: Closing Date... Help

Import from Excel

To facilitate getting started with QuickBooks, one can import lists (such as customer and supplier details)
from Excel quickly and accurately, thereby avoiding duplicate entry and transcription errors.

Early Payment Discounts

Using QuickBooks Pro, it's easy to set up payment terms that include a discount component for early
payment.

Edit Terms
Terms 1% 10 Met 30 “
@ Standard Cancel
Netduein 30 days. Term is inactive
Discount percentage is 1.0% |-
Discount if paid within -~ 10 days.

T Date Driven

Once the terms are set up, assign that term to a Customer in the Customer Centre. Then as this customer
pays invoices, the QuickBooks user can apply the discount if desired.
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Edit Customer

CuRRENCY -a

Adaress Info

mumr [EER

Payment Settings | .

1% 10 Net 30 -

VAT Settings
i None -

Additional Info
P
Jobinfo
CREDIT CARD INFORMATION

CREDIT CARD NO

ADDRESS

FOSTCODE

Can | save the Card Security Code?

Customer is inactive ‘ oK Cancel Help

Remember to check www.QuickBooks.co.uk website for current pricing.

QuickBooks Pro has many different functions in relation to invoices, cash flow, VAT, stock and foreign

currency. Therefore you may have a large numbers of customers that this will be product will be suitable
for.

Your typical QuickBooks Pro customers will be:

e Growing businesses
e Has employees

e Needs more control
You would therefore recommend QuickBooks Pro for customers who:

e Need to use most or all accounting modules

e Want to eliminate the extra work they do in spreadsheets, like calculating employees hours or
creating purchase orders

e Want a desktop based accounting system
e Have commitment to do their own books or have staff to help them

e Typically have five or fewer QuickBooks users
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QuicKBOOKS PREMIER

Let’'s go back to our example of the painter. Business has grown again, and he is able to hire more
painters, a site supervisor and even an office administrator. He now offers a wide and comprehensive
range of construction services, in addition to painting.

Let’'s see how QuickBooks Premier can help our painter stay in touch with the details of the growing
business.

How is QuickBooks Premier a solution for the painter? QuickBooks Premier not only helps our painter to
keep track of his accounts; it also helps him budget and create cash flow forecasts, enabling him to
manage cash flow effectively. QuickBooks Premier offers everything in QuickBooks SimpleStart and
QuickBooks Pro and more.

In addition, our painter will be able to:

e Create back orders for out-of-stock items, and set stock aside

When our painter is of stock on an item, QuickBooks will let him create back orders for his
customers. Customers can buy from him even when he’s out of stock, and QuickBooks will show
those orders as being on back order. QuickBooks can also be used to allocate incoming stock to
specific customers.

e Use different units of measure
Our painter can use different units of measure, so he can buy and sell in different units. For
instance, if he sells paint supplies, he can purchase paint by the case and sell it by the can.

e Flexible pricing — set prices and discounts by customer, job, item or currency

QuickBooks will provide our painter with complete freedom to price products and services the
way that suits his business. For example, he can set discount levels for specific customers or
jobs, change prices easily and offer special deals to match or beat competitors.

e Track time and highlight unbilled expenses before you invoice

Our painter can track exactly how much time and money his company spends on every job. He
can track anything, from bricklaying to consultancy, know exactly how much work has been done
for every customer and always invoice for a fair, accurate number of hours and for whatever
expenses have been incurred

e Build financial forecasts
Our painter can predict his company's performance by creating financial forecasts for sales or
expenses. He can alter forecasts to see how different situations would play out.

e Gain access to 135+ financial reports, which will enable QuickBooks users to see quickly and
easily where the business stands

Automatically generate reports showing important information about the business.
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Remember to check www.QuickBooks.co.uk website for current pricing.

Your typical QuickBooks Premier users will be:

e Growing businesses
e Require tracking of sales orders and back orders
e Require multiple units of measure and stock assembly

e Require more elaborate financial forecasting

QUICKBOOKS ENTERPRISE SOLUTIONS

Let's go back to our example of the painter. Business has grown even more, and he now has several
administrative staff, including a full-time controller, running the business. Our painter now depends on
these staff members to keep his business profitable. Employee functions are specialised throughout the
company. In fact, he has started two new companies offering complementary products and services.

How is QuickBooks Enterprise a solution for the painter? QuickBooks Enterprise is used by mid-market
businesses whose owners want the most advanced features and functions that QuickBooks has to offer.
QuickBooks Enterprise not only helps customers to keep track of their accounts, but also has additional
features to boost productivity, therefore saving time while still being easy to use in the familiar
QuickBooks interface.

QuickBooks Enterprise offers everything in QuickBooks SimpleStart, QuickBooks Pro and QuickBooks
Premier and more. In addition our painter will also be able to:
e Have up to 30 users access a company file at one time,

e Choose from up to 131 different user controls, including assigning user permissions such as View
Only, or allowing a particular user to interact with a single bank account,

e Track up to 1,000,000 items, customers and suppliers,
e Create and use up to 750 price levels,
o Utilise 30 pre-defined statements, which can also be customised for future use,

e Customise existing reports which can then be combined from multiple companies to provide
customer with a full overview,

e Use optional Advanced Stock features (multiple locations, lot or serial number tracking, and
barcodes), available at an extra cost,

e Includes real time PAYE payroll system,

e Unlimited free phone, email and online support.

Remember to check www.QuickBooks.co.uk website for current pricing.
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Your typical QuickBooks Enterprise Solutions users will be:

e Larger growing businesses
e Have afinancial controller or accounting manager in house

e Might have multiple locations all needing access to the accounting system
You would therefore recommend QuickBooks Enterprise Solutions for customers who:

e Have outgrown QuickBooks Pro or Premier
e Need five or more concurrent users
e Have rapid data file growth

o Require extremely long lists in their QuickBooks company file, such as customers, suppliers and
items

e Require enhanced access restrictions for staff, such as warehouse staff only requiring the need to
be able to pull a pick ticket, or a receptionist who needs “view only” access

e Require advanced accounting and stock functions

WHEN MIGHT QUICKBOOKS NOT BE THE ANSWER?

QuickBooks offers a range of different products to accommodate many business sizes and needs, and for
most businesses, one of those products is going to be a great solution. However, it's important to
understand that there are some rare occasions where QuickBooks may not be the best solution for your
clients. Please review the following before recommending QuickBooks:

Company Size

If your customer’s business generates more transactions than QuickBooks can handle, this could slow
down some of the general functionality, such as running reports or searching for transactions.

Multiple Users

If your client requires access for multiple users, it is important to note what QuickBooks can offer.
QuickBooks Online allows for the following number of users in addition to the accountant user: Online
Simple Start allows for one, Online Essentials allows for three, and Online Plus allows for five. In the
world of QuickBooks desktop, QuickBooks SimpleStart allows for one user only. QuickBooks Pro and
Premier offer up to five concurrent users, and QuickBooks Enterprise Solutions offers up to 30 concurrent
users.
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Record space for item list

The maximum number of items that QuickBooks Enterprise Solutions, Pro and Premier can record in a list
is as follows:

Terms (A/R and A/P) 10,000 10,000
Billing Rate Level 100 100
Chart of Accounts 10,000 100,000
Class 10,000 100,000
Customer Message 10,000 100,000
Each Customer Type, Supplier type, Job Type 10,000 100,000
Fixed Asset Item 10,000 10,000
Item 14,500 >100,000*
Items in a Group or VAT Group 20 50
Memorised Report 14,500 29,000
Memorised Transaction 14,500 50,000
Name (Customer:Job, Supplier, Employee, Other names 14,500 >100,000*
Payment Method 10,000 10,000
Payroll Item 10,000 10,000
Price Level 100 750
Sales Rep 14,500 29,000
VAT Code 10,000 10,000
Ship Via 10,000 10,000
Templates 10,000 10,000
To Do 10,000 100,000
Units of Measure 10,000 10,000

* Performance was tested at 100,000 list items, but Enterprise can handle more than this number.
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System Requirements

QuickBooks Desktop System Requirements

There are also some system requirements that need to be in place before QuickBooks desktop can be
installed onto a computer; check that your client meets the minimum requirements before offering them a
QuickBooks product. The minimum requirements are:

Operating system

Windows 8 (also works on 64-bit version), or

Windows 7 (also works on 64-bit version), or

Windows Vista (SP1 - also works on 64-bit version), or
Windows XP (SP3)

O O O ©O

Processor speed

0 2.0GHz (2.4GHz recommended)
o0 Memory:

0 1GB RAM for single-user version

0 2GB RAM recommended for more users

Disk drives

0 2.5GB hard disk space, plus space for data files
0 Additional 250MB for Microsoft .NET runtime files (provided with software)
0 4 x CD-ROM drive, if installing from CD

Screen resolution

0 1024 x 768, in 16-bit colour

Internet access

o0 All online features require internet access
0 Broadband connection recommended
0 Product must be registered online

QuickBooks is able to connect to or integrate with these other pieces of software and services:

Microsoft Word 2003, 2007 or 2010
Microsoft Excel 2003, 2007 or 2010

Microsoft Outlook 2003, 2007 or 2010
(Using Outlook requires the free add-on, QuickBooks Contact Sync)

Google Mail, Yahoo Mail, Hotmalil
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Multi-user access works with these operating systems:

e Windows 8 (with user account control on)

e Windows 7 (with user account control on)

e Windows Vista (SP1, with user account control on)
e Windows XP (SP3)

e Windows Server 2003 (SP2)

e  Windows Server 2008

e Small Business Server 2008

QuickBooks Online System Requirements
e On Windows PCs

Processor speed: 450MHz or greater (recommended: 1GHz or greater)

RAM: 128MB or more (recommended: 256MB or more)

Windows 8, 7, Vista, XP or 2000 (recommended: Windows XP or later)

Screen resolution: 1024 x 768

Internet connection

Internet Explorer 8 or later, or

Firefox 3.6 or later, or

Safari 5.1 or later, or

Google Chrome

Adobe Reader 6.0 or later (to print invoices and other items — you can download it free)

O O 0O O O o O OoOOoOOo

e On Apple Macs

Processor speed: 450MHz or greater (recommended: 1GHz or greater)

RAM: 128MB or more (recommended: 256MB or more)

Mac OS X 10.4 or later

Screen resolution: 1024 x 768

Internet connection

Safari 4.1 or later, or

Firefox 3.6 or later, or

Google Chrome

Adobe Reader 6.0 or higher (to print invoices and other items — you can download it free)

O O OO OO0 O0O O oo

e On mobile devices

0 QuickBooks Online will work on most mobile devices which have a web browser,
0 The service is optimised for iOS (iPhone, iPad, etc.) and Android devices,
0 QuickBooks Online does not work with BlackBerry devices.

QuickBooks Online works best with a fast broadband internet connection. Functions and reports will take
longer if you access it via a dial-up or other slow connection.

u
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QUICKBOOKS ONLINE AND DESKTOP
COMPARISON TABLE

Please see below for a full breakdown of QuickBooks Online and Desktop comparison table.

Online Online Online Desktop Desktop Desktop Desktop

Number of users
1+ Acct 3 + Acct 5 + Acct 1 5 5 30

Track sales, expenses and profit

Yes Yes Yes Yes Yes Yes Yes

Create professional invoices and sales receipts

Yes Yes Yes Yes Yes Yes Yes

Send invoices directly through popular email systems
No No No No Yes Yes Yes

Batch invoicing to invoice several customers at once

No No No No Yes Yes Yes

Track your cash flow with reports

20+ reports | Over 40 Over 65 14+ reports | Over 100 Over 135 Over 135
reports reports reports reports reports

Create professional quotes and estimates

Yes Yes Yes Yes Yes Yes Yes

Automatically pass expenses to customers

No Yes Yes No Yes Yes Yes

Company snapshot

No Yes Yes No Yes Yes Yes

Calendar view for tasks, bills, invoices ad transactions

No No No No Yes Yes Yes

Keep on top of receivables with the Collection Centre

No No No No Yes Yes Yes

Track and manage VAT

No Yes Yes Yes Yes Yes Yes

Schedule repeat items like invoices or other transactions

No Yes Yes No Yes Yes Yes
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Online Online Online Desktop Desktop Desktop Desktop

Manage supplier bills and payments

No Yes Yes No Yes Yes Yes

Track stock, set reorder points and create purchase orders

No No No No Yes Yes Yes

Create back orders for out of stock items and set stock aside

No No No No No Yes Yes

Use different units of measure

No No No No No Yes Yes

Flexible pricing to set prices and discounts by customer, job, item or currency

No No No No No Yes Yes

Offer early payment discounts

No No No No Yes Yes Yes

Track time and highlight unbilled expenses before your invoice

No No No No No Yes Yes

Handle multiple currencies and track currency gains and losses

No Yes Yes No Yes Yes Yes

Optional payroll system

Yes Yes Yes Yes Yes Yes Yes

Create budgets and compare to actual performance

No No Yes No Yes Yes Yes

Build financial forecasts

No No No No No Yes Yes

Classify transactions by business area

No No Yes No Yes Yes Yes
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QUICKBOOKS PAYROLL

QuickBooks offers customers a complete payroll system which works with your customers QuickBooks
accounting software. Currently you can operate QuickBooks payroll with QuickBooks Online Simple Start,
Essentials and QuickBooks Online Plus (all using the QBO add-on The Payroll Site) as well as
QuickBooks Pro, QuickBooks Premier and QuickBooks Enterprise Solutions accounting packages.

e Create payslips quickly and easily.

e Create payroll for as many employees as is needed with no additional costs or extra charges.
QuickBooks Payroll has been tested to be fully compliant with HMRC systems and is 100% RTI
compliant.

e You can file forms online — includes year-end returns (P35, P14) and in-year forms (P45, P46).

No more nasty surprises — what you owe is calculated automatically.

e View your payments to HMRC broken down — and gauge the impact on cash flow.
Because QuickBooks Payroll lets you file payroll forms and returns automatically, customers will
spend less time filling in forms by hand and doing complex calculations.

Customers can choose to add payroll to QuickBooks Online Simple Start, Essentials, QuickBooks Online
Plus, QuickBooks Pro, and QuickBooks Premier at an additional monthly cost. QuickBooks Enterprise
Solutions includes payroll at no additional cost.

Remember to check www.QuickBooks.co.uk website for current pricing.
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CASE STUDIES

The appropriate QuickBooks solution for a specific customer is dependent upon that user’s unique needs.
Truly understanding client needs is the key to choosing the proper software.

Consider the following example companies, their financial software needs and which QuickBooks
products might be appropriate under the circumstances.

HALL CLEANER WINDOWS, A START-UP WINDOW CLEANING COMPANY

Hall Cleaner Windows was started last month by Brad Hall to provide a window cleaning service in the
Bristol area. Brad provides his service to residential and commercial properties.

Brad’s business is cash-based. Brad invoices his customers for services performed and typically receives
payments within seven days.

Brad does not have any employees or stock requirements. Brad’s expenditure consists mostly of routine
items such as insurance and basic supplies that are consumed in the course of cleaning customers’
windows.

In your discussion, Brad said he wants to be able to complete his bookkeeping as and when he’s on the
move throughout the day, rather than dedicate time at the end of the month to complete this task.

Given his needs, Brad is a likely candidate for QuickBooks Online Simple Start. This will allow Brad to
create invoices and track accounts receivable. Brad would also be able to perform bank reconciliations
and generate cash-based financial statements. Due to the online nature of this package, Brad would also
be able to complete these tasks on the move throughout the day, using his laptop.

Brad is looking to minimise accounting costs. Therefore, he will just be looking for minimal support at the
end of financial year. Brad will be able to use the accountant login to achieve this.

SMITH CONSULTING, A START-UP MARKETING SERVICES COMPANY

Smith Consulting was started last month by Jason Smith to provide marketing services to small
businesses throughout the Birmingham area. Jason assists his customers in developing print advertising
in local newspapers and advertising on their websites. In addition, Jason provides search engine
optimisation services to ensure that his customers are displayed at or near the top of search engine
queries.

Jason’s business is cash-based. Jason invoices his customers for services performed and typically
receives payment in 14 to 30 days. He does his bookkeeping and other work in his office, and he does
not use an accountant.

Jason does not currently have any employees; however, he’s hopeful that his business growth will be
sufficient to add staff in 12 to 18 months. Therefore, any solution he chooses should allow for payroll
capability.

Jason’s expenditures consist mostly of routine items such as rent, insurance, utilities and office supplies.
Jason carries no inventory, nor does he require any job costing capabilities.
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Given his needs, Jason is a likely candidate for QuickBooks SimpleStart desktop version. This will allow
Jason to create invoices and track accounts receivable. Jason would also be able to perform bank
reconciliations and generate cash-based financial statements. He will be able to upgrade to QuickBooks
Pro and add payroll when he is ready.

ABC GAS MAINTENANCE, AN EXISTING COMPANY

Karen and Michael own ABC Gas Maintenance, which provides installation, maintenance and repair
services of boilers in the London area. Michael overseas a team of four engineers and Karen manages
the scheduling, billings and collections along with payroll.

Given the nature of their business, engineers are sometimes working on projects that are billable to
customers on a time-and-expenses basis, but sometimes customer invoicing is based on a quotation or
estimate.

Payroll is processed monthly and charges to jobs and projects are based on timesheet entries.
Michael and Karen are the only users who will access the data in the accounting application.

For Michael and Karen, QuickBooks Pro is likely to be a good fit, based on the needs of the business.
With time tracking and job costing capabilities coupled with the ability to create estimates and quotations,
QuickBooks Pro meets the basic accounting and financial management requirements of the company.

When paired with a payroll subscription, their engineers’ payroll will be calculated and tracked.
QuickBooks Pro will be able to handle the payroll needs of ABC Gas Maintenance with ease.

On a quarterly basis, Michael and Karen could send their data file to their accountant to prepare their
returns. This can easily be created by creating an accountant’s copy.

DEBBIE'S DELIGHTS, A TOURIST GIFT SHOP

Debbie’s Delights is a tourist gift shop in Cornwall. As the owner of a retail establishment in a seasonal
tourist area, Debbie has several very specific requirements of her accounting system.

Firstly, she must be able to track stock and the chosen accounting system must alert her to potential
stock outs or overstock situations for the many different items she tracks. As part of this requirement, the
system must also support purchase orders.

Secondly, she must be able to view financial statements in real time. She doesn’t want to have to wait
until batches of transactions have been posted.

Looking at Debbie’s business, she is a likely candidate for either QuickBooks Pro or Premier. With these
applications, Debbie will be able to track her stock, prepare financial statements and always know how
the store is performing.

Debbie will be able to send to her accountants an accountant’s copy. They will be able to open this, make
adjustments and corrections and provide these corrections back to Debbie. Debbie can then import these
corrections back into her working QuickBooks data file.
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ANDY’S FRUIT WHOLESALE, A WHOLESALE DISTRIBUTION COMPANY

Founded in 1983, Andy’s Fruit Wholesale offers fruit distribution around the North East. Rapid growth
over the last five years has meant that the company must upgrade from the present collection of non-
integrated spreadsheets to a fully-integrated business management solution.

Due to the complex nature of the business, a number of options are required of the new solution. It must

support access for 16 users and provide security settings for each one. The database must be capable of
supporting over 15,000 stock items. Likewise, due to the large customer base, the new system must also
provide specific price levels.

Based on the needs outlined above, QuickBooks Enterprise Solutions is a good fit for this business.
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QUICKBOOKS VERSIONS

QuickBooks Online is constantly being updated, and so every time users login, they are using the latest
and greatest version of the software, with no need to install new software or upgrade data.

QuickBooks Desktop editions behave differently, however.

Intuit produces a new version of QuickBooks Desktop each year, and this new version will include new
product enhancements and new features. If a user wishes to upgrade to a newer version, this can easily
be organised but these is a charge for this upgrade. QuickBooks users who have a subscription will get
the new version as part of the subscription cost.

How cAN I SEE WHAT VERSION MY CUSTOMER IS CURRENTLY USING?

Using QuickBooks Online, the top of the browser window will tell you which subscription level is being
used. There is no need to look up the version, because with QBO, you're always using the “latest and
greatest.” In QuickBooks desktop editions, you will have to find out the information for yourself. Open
QuickBooks and press CTRL and the number 1 at the same time on the keyboard, your Product
Information will display. At the very top of your screen you will see the Product Edition as well as release
number:

!roduc:l Intuit QuickBooks Enterprise Solutions 13.0 Trial Version Release RGP |

Licence number 5108-5360-0832-409 UMREGISTERED SERVICES INFORMATION
Product number 114-886 AuthlD
UserLicences 20 Company Realm ID null
Installed 08/01/2013 Online Billing Token
Product Expiry NiA Shopping Source Token
Payroll Expiry MIA
INTEGRATED APPLICATION INFORMATION
USAGE INFORMATION
Date FirstUsed  17/11/2011 Number of Uses 77 #of apps 4
Audit Trail Enabled since 31/12/2016 21:20:02 Lastaccessed 090312013 08:51:41
CONDEN SE INFORMATION
EILE ItltJFORM}.\'I'ION . — Last run Mone
ocation C.\Users\F'L_lbllc\Do_cuments\lntqu_LuckElook_s\Sample Last as of date None
Company Files\QuickBooks Enterprise Solutions
13.00\Sample_Enterprise_ProductBased.qbw Last payroll deleted Mone
Last stock deleted Mone

‘ersions Used on File

File Size 30040 K
V23.0U R108/01/2013 i 1
Page Size 4095 List Information
Total Transactions 4103 V23.0U R4 1710172013 Total Accounts: B i
Total Targets 16287  V23.0U R518/02/2013 Total Names: 715
Total Links 3126 Customers: 116
Dictionary Entries 0 Vendors: 35
DB File Fragments 3 endars.
Schema version 78.9 Employees: 13 =
Server Port 55353
ServerIP 192168.0.19 Free Memory 2411888 K
Server Name QB_ESTHER-PC_23
#ofUsers Logged In 1
LOCAL SERVER INFORMATION
Hosting: local files only  Server IP 192.168.0.19 DB Engine version 11.0.1.2584
Initial Cache 256 Server Port 55353
Cache 512  Server Name QB_ESTHER-PC_23
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QUICKBOOKS DESKTOP RELEASE UPDATES

MANUAL RELEASE UPDATES

Sometimes, Intuit creates a maintenance release during the course of a version year when improvements
in the way QuickBooks works are implemented, or when problems with the software are discovered and
fixed. Maintenance releases are also necessary when operating system patches are released by
Microsoft and QuickBooks needs to address those.

For example, Intuit might create a maintenance release to ensure that the Write Letters feature in
QuickBooks will work with a newly released version of Microsoft Office or when a VAT rate changes.
There are no costs associated with this update.

1. Using this method, you can manually download updates from within QuickBooks, at your
convenience. To update to the latest release of QuickBooks manually, click on the Help >

Update QuickBooks.

QuickBooks Help
What's New
Quick Start Centre

Learning Centre

Set Up Advanced Stock
Support

Find A Local QuickBooks Expert

Send Feedback Online
Internet Connection Setup

Add QuickBooks Senices

F1

My Licence Infarmation. .
Buy QuickBooks...

QuickBooks Privacy Statement
About Automatic Update

About Intuit QuickBooks Enterprise Solutions 13.0 Trial Version...
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2. Then click on the Update Now tab, ensure that all the areas of the desired updates are checked
in the far left column, and select Get Updates.

Overview Options Update Now
Select the updates that you want to download immediately, and then click Get Updates. Some
updates might not be installed until you restart QuickBooks.
J | UPDATES LAST CHECKED STATUS
v | Essentials Sat, 03/9/2013 07:46 AM Mothing new downloaded -
v | New Features Sat, 03/9/2013 07:46 AM Nothing new downloaded
v | Maintenance Releases (E) |Sat, 03/8/2013 07:46 AM Nathing new downloaded
v | Enterprise Sat, 03/9/2013 07:46 AM Nothing new downloaded
v
Reset Update | %  Get Updates Stop Updates
Ready...
Close Help

3. Once the update is finished downloading, you will be prompted to close QuickBooks, reopen it,
and accept the prompt to install the downloaded update. Then press CTRL and the number 1 at
the same time on the keyboard to confirm that the latest release has been installed successfully.
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AUTOMATIC UPDATES

To make release updates easier, QuickBooks includes an automatic update feature. When an update is
available, QuickBooks uses a current internet connection to download and install the update.

1. To turn on automatic updates, click Help > Update QuickBooks > Options > Automatic
Update > Yes.

Update QuickBo

Overnview Options Lipdate Now

Downloading will not affect your computer's performance. Downloading is possible only when an
internet connection exists and occurs whether or not QuickBooks is running. When Automatic Update
iz off, you should manually update your QuickBooks files about once a month.

Automatic Update ®  Yes 71 No

Shared Download

Download Location

CilUsers\PubliciDocumentsiintuitiQuickBooks\Sample Company Files\CuickBooks Enterprise Solut...

Selectthe updates you want QuickBooks to download automatically.

Mark All J | UPDATES

» Maintenance Releases (E) 4

Unmark All » Enterprise

Close Help

2. With the Automatic Updates feature enabled, upon opening QuickBooks, if there are any updates
to run, an Update Service box will appear with information about the latest release that was
downloaded. To install the update, click on Install Now.

Once the update has run a message will appear to confirm the update was successful.
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UPDATING QUICKBOOKS ACROSS A NETWORK

This feature works with both automatic and manual update options. If you have a network configuration,
you can arrange to download an update only once, and then you can share the download with other
computers that use QuickBooks. This feature is also useful when one or more computers on the network
don’t have internet access.

All users in a multi-user environment must complete the steps on the following page to share downloaded
updates.

1.

Set properties for the folder containing the QuickBooks company file to share with all QuickBooks
users on the network.

Map a network drive on each system that uses QuickBooks, to ensure that users access the
company file properly.

Open the company data file.

From the Help menu, choose Update QuickBooks.

Click the Options tab.

On the Options tab, select Yes for the Shared Download option.

Click Save.

Ovenview Options Update Now

Downloading will not affect your computers performance. Downloading is possible only when an
internet connection exists and occurs whether or not QuickBooks is running. When Automatic Update
is off, you should manually update your QuickBooks files about ence a month.

Automatic Update ® Yes 1 No

Update QuickBo

Shared Download

Download Location

CiUsers\PublicdDocumentsiintuitQuickBooks\Sample Company Files\QuickBooks Enterprise Solut...

Selectthe updates you want QuickBooks to download automatically.

Mark Al J | UPDATES

» Maintenance Releases (E) =

Lancas Enterprise

Close Help
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CONCLUSION

Now that you we have reviewed the QuickBooks products on both the online and the desktop branches of
the QuickBooks family tree, conduct a needs analysis with each of your clients and be confident in
recommending the right product for each.
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