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QuickBooks Online is easy to use software designed for small business accounting. It lets your
business track all of your income, expenses, and inventory. It automatically tracks your GST
and lets you manage your business payroll.

QuickBooks Online Accountant offers a new way of supporting and managing your business and
may change the way that you run your consulting, bookkeeping or accounting practice.
QuickBooks Online Accountant lets you easily work with and manage your business using
QuickBooks Online.

QuickBooks Online is cloud-based software.

e Secure - hosted securely by Intuit using bank level security

e Accessibility - anywhere, anytime access using an internet connection.

e Data entry automation — get data into QuickBooks automatically using awesome
features

¢ Unlimited Accountant Access — easy to connect with your accountant

e Mobile — businesses can access QuickBooks Online using their iOS or Android devices.
No more being tied to the desktop, enter data when and where you are

e No Desktop files — no desktop files are required so no backups are required

Other training resources can be found here:

Videos: https://www.youtube.com/user/QuickBooksAustralia

FAQs: http://www.intuit.com.au/quickbooks-online/faq/



https://www.youtube.com/user/QuickBooksAustralia
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CASE STUDY

Introduction
This story is about a new small business called North Shore Locksmith

Jack Gordon, owner of North Shore Locksmith is a
Locksmith by trade. Jack has been working as an
apprentice contractor for 5 years and loves his job as a
locksmith.

He has always dreamed of starting his own business. His
mates and family have given him lots of encouragement to
get out on his own and start their new business.

After months of planning, Jack has decided that now is the
right time to start his new business. Jack has done his
research and there aren’t many locksmiths providing
services in the North Shore. It is a great place to start a
business.

Jack is going to purchase a few assets like a professional
Ryobi drilling machine, drill sets, padlock tools, key blanks,
etc.

After a reference from his bookkeeper Jack decided to sign-up to QuickBooks Online to keep on
top of his books. To keep costs low, Jack will run the company on his own until he feels
comfortable hiring his first subcontractor.

To get started Jack is visiting his bookkeeper to help him get setup to manage his own books.
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SETTING UP QUICKBOOKS ONLINE

QuickBooks Online is easy to setup and get going. It is so simple that you can have a business
file setup in less than 20 minutes.

There are several important steps to follow to make sure that you are setting up business files
efficiently and accurately.

Objectives

After completing this chapter you should be able to:
Setup a business file

Setup basic settings

Setup basic accounts
Import list information

Company File Setup

There are several important steps to setup your company file. Getting setup correctly will also
help you and your Bookkeeper or Accountant stay compliant with GST and payroll taxes.

The day has finally arrived for Jack to start his new business, North Shore Locksmith. There is a
lot to do, like setting up his business, leasing equipment and getting his systems setup to
handle his new customers.
Subscribing to QuickBooks Online
In order to use QuickBooks Online your business or you must subscribe to the software. Your
business can subscribe by visiting intuit.com.au and signing up for a free trial. Your accountant
can setup a business file from the QuickBooks Online Accountant.
Setup your Business File
You can setup QuickBooks Online for your business with the free trial.

1. Visit intuit.com.au

2. Click Free Trial option
3. Enter your details and click Sign-up

808 Bookkeeping and Accounting Software | Intuit Quickbooks [,

Add-Ons  Small Business Centre

infuir
SMALL BUSINESS ACCOUNTANTS & BOOKKEEPERS LEARN & SUPPORT Free Trial m
QuickBooks

A Seriously Easy way
o manage your
business finances!
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miurt

QuickBooks.

Sign up for free

Already have an Intuit user |0 No credit card
First Name needed
Jack |
Last Name
| Gerden | Quick and
easy setup
Time Zane
[ (UTC+10:00) Canberra, Melbourne, S 4 |
Email
Free expert help
| gordonlocksmith@gmail.com |
Confirm Email
| gordonlocksmith@amail.com |
Password
Intuit Privacy Palicy
Confirm Password Intuit respects and protecta your privacy. We will not rent, sall or
share your perscnal information with outside companies for their
bty wes| | promoctional use. The information you provide to Intut will be

usad to process your order. Occasionally wa may contact you
with spacial offars that may interest you.

By clicking the Sign Up below, you acknowledge you
have read and agree to the Terms of Service.

S}QI‘I Up & Securs Server

Privacy | Lagal | Terms | Contact Us

QuickBooks Online is a Verisign Secured™ product. € 2015 Intuit Inc. TRUST!'
ERTIFIED BRIVA

4. Enter your business information as listed below.
o0 Enter the company information including Company Name, Address and contact
information
o Click Save and Next.
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e0® < [im] sg.gbo.intuit.com < th [ [+] +
Welcome to QuickBooks, Jack!
o
SET UP COMPANY SET UP QUICKBOOKS GO TO HOME PAGE

Glad you're here, Jack!
Let’s take care of the basics.

* Company name

North Shore Locksmith Why do this?

Company address We'll use this information to bulld professional
George Street invoices and forms for you.

City North Shore Locksmith
Homsby Seorga Sir
State/Territory Postcode

NSW 2077

Phone number
0280800000

Company logo
locksmith jpg Browse...

Up ta 1 MB, jpa/gi/bma/png, squarish shape.

5. In the Set Up QuickBooks step, QuickBooks Online asks for more information about your
business company. It compares your business’s business type with other companies
using QuickBooks Online and optimizes the setup for you.

Jack is a locksmith so you can enter Locksmith

e In the Your Industry field, enter Locksmith. A long list of industry types appear
e Choose Locksmith Services
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el <« m s 8g.qbo.intuit com 2 h & o

o

SET UP QUICKBOOKS

Tell us more so we can tailor QuickBooks just for you.

* Your industry

| Lacusm equpment ang suposes merchant wrekes: Wy do this?

Lechamith o ‘et spgiion menchant wholcaslers

Laisminn snegs.

Lockamith s

Lockamith sorvices with or without sales. of locking devices. safus, and security vauis
~pamcy

Da yau want 1o import dats fram OulckBooks for Windaws or MYOE?
Yer @ Mo

How do yeu s 15 gat pald?
Gasn
Cheque
Crecit card / Debit cand
Bark bansior [Dvect dopost)

PayPal or simiar sorvioe

6. The next field lets you tell QuickBooks Online what your business sells. QuickBooks
Online can track the sale of products, services and other types of sales. Jack plans to sell
products and services so select “products and services” option.

7. The next step is to choose the Company Type. North Shore Locksmith will be setup as a
sole trader. This is not a required field, but you can choose the type of organization that
you are setting up.

8. The next step is a question that asks; Do you want to import from QuickBooks for
Windows or MYOB? North Shore Locksmith is a start-up business so they do not need to
import data from another source.
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ede < [am}

sg.gbo.intuit.com <

ﬁu‘loF

Welcome to QuickBooks, Jack!
L2 ]

SET UP COMPANY SET UP QUICKBOOKS

GO TO HOME PAGE

Tell us more so we can tailor QuickBooks just for you.

* Your industry
Locksmith services

Why do this?

We quickly compare your company to similar
Products and services * businesses (anonymously, of course).

* You sell

Company type The result is & custom fit of QUICKBOOKS features
and settings for your business.
Sole trader * g » !

Do you want to import data from QuickBooks for Windows or MYOB?
Yes @ No

How do you like to get paid?
+ Cash

+ Cheque

+ Credit card / Debit card

+ Bank transfer (Direct deposit)

+ PayPal or similar service

Back Next

9. The last step is to tell QuickBooks Online about your business’s preferred payment methods.
Select all the methods that apply. North Shore Locksmith will accept several different payment
methods. Select Cash, Cheque, Credit card/debit card, Bank Transfer and PayPal.

10. Click Save and Next.
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QuickBooks Online completes the basic setup of your business’s QuickBooks Online company
file. The results of the setup are displayed in a graph. The graph displays information about
businesses like yours using QuickBooks Online. In the right hand column of the Set Up
QuickBooks window, you see a list of features and transactions that QuickBooks Online has
enabled for your business.

[ ] ® < [am] sg.qbo.intuit.com ] t o [+] ’:

Welcome to QuickBooks, Jack!

SET UP COMPANY SET UP QUICKBOOKS GO TO HOME PAGE

Here's where the magic happens... Customising QuickBooks for you...

" Customising your invoice fields

" Turning on purchase orders

" Selecting the best reports for your business
«” Enabling discounts

+ Building your chart of accounts

+ Turning on Inventory tracking

" Enabling estimates

BUSINESSES USE QUICKBOOKS ONLINE + Turning on biliable time tracking

WORLDWIDE
Cool, right?

‘We tapped into the wisdom of other businesses like
yours to customise QuickBooks just for you.

BUSINESSES IN SECURITY SYSTEMS SERVIGES

‘Why should you have to worry about accounting?
That's our job.

@ You're good to go!

North Shore Locksmith is now setup! This completes the basic setup.

11. Click Save and next to complete the setup and go to the Home window.

ab QuickBooks

@ Home Get started with QuickBooks [ weearen Bank accounts

Gonmect en acoout

Cash ane eash saquia...

Detault Credi Caed

(O== North Shore Locksmith

Activities A
Income
*  Needs attention
ASe30 A30 ASD *  March 13,2015
Tae o o4 T P g
Tl o b o bishlasin
Expenses Las: 30 days »
Dot s 0 SSS0UMANE O
trunhewper? Frud a Cortfed
Buicilionin srpart
Find ana ma

B AL80 Ofce expenser

A$488 I AL400 Supplien.

*  March 12, 2015

ATH Mtaly and entertainmen.., VESTERDAY

Ot VG ABEA0 10 mcsect fov Ak TRaiay

10
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NAVIGATING QUICKBOOKS ONLINE

QuickBooks Online (QBO) has been designed to be intuitive, fast and simple to use. The ‘click
and go’ navigation makes it easy for you to find what you need quickly so you spend less time
doing your books and more time doing what you love. The user interface is simple and unified
across all products and contains fewer secondary menus, which results in fewer clicks to find
the desired information or functions.

@ NOTE: QuickBooks Online works best in a Chrome browser, but it also works with
Internet Explorer 10, Safari 6 or Firefox. It's useful to bookmark your login page and
memorize your login username so it's easy to login anytime on your same computer, tablet
or laptop device.

TAKE THE QUICKBOOKS ONLINE TOUR

1. Sign into QuickBooks Online at intuit.com.au.

intuit.com.au

Add-Ons  Small Business Centre

infuit
SMALL BUSINESS ACCOUNTANTS & BOOKKEEPERS LEARN & SUPPORT Free Trial m
QuickBooks

QuickBooks Online

Accountants

Intuit ProAdvisor

A Seriously Easy way

to manage your
business finances!

Enter your QuickBooks Online User ID and password and select Sign In.

ab QuickBooks

Sign In

User ID  gordonlocksmith@gmail.com

Password |

v Remember my user I3

m Can't access your account?

11
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2. The Home Page displays a summary of key information and provides links to quick tips to
help you get the most out of QuickBooks Online.

qb QuickBooks 5 Nort snore Locksmin | () el

& Home Get started with QuickBooks | [ weicome Guice Bank accounts
Customers —
1-MINTOUR 1-MIN TOUR 1-MIN TOUR Connect an account
@ Stay organised with @ @ Import your data into
Suppliers QuickBooks QuickBooks QuickBooks T —
In QuickBooks £5-400.00
Employees
" Default Credit Card
North Shore Locksmith Private mode  OFF In QuickBooks AST.60

Transactions Friday, March 13 2015

AR Activities Al s
Income Last 365 Days

GST

*+  Needs attention

_ _ QuickBaoks for Windaws o MYOB user? Read this first.

A$850 A$0 A$0 March 13, 2015

OPEN INVOICES OVERDUE PAID LAST 30 DAYS TODAY
Take a tour of the home page

Invite your aceountant or bookkeeper

Expenses Last 30 days v

Don't have an accountant or

bookkesper? Find a Cartifiad

QuickBooks axpert

Find one now
A$l|88 I 43400 Supplies
LAST 30 DAYS ASBO Offce expenses March 12, 2015
ASE Meals and entertainmen YESTERDAY
Que 0 added for Alex Blakay

3. The Company setting is located in the top right corner of your QuickBooks Online screen,
and is accessed by clicking on the gears icon.

ab QuickBooks §0% North Shore Locksmith | (2) Help

@b Home Get started with QuickBooks | @ wecome Guae Bank accounts

4. To access the Help function, click on the question mark next to the company menu in the
top right corner.

ol
202 North Shore Locksmith

Help

12
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Company Setup

The Global Navigation in the center of the screen gives you quick access to:

. Search — Use this feature to quickly look up QuickBooks Online transactions by
transaction number, date, or dollar amount. The Advanced Search feature allows you
to combine your search terms.

. Quick Create — Use this feature to quickly access the four key transaction types.
Clicking on Show More expands the list to include all the available transactions.

Create

Customers

Invoice

Receive Payment
Quote
Adjustment Note
Sales Receipt
Refund Receipt
Delayed Credit

Delayed Charge

Suppliers
Expense
Cheque

Bill

Pay Bills
Purchase Order
Supplier Credit

Credit Card Credit

Employees Other
Single Time Activity Bank Deposit
Weekly Timesheet Transfer

Journal Entry

Statement

b Show less

i
. Recent Transactions — Use this feature to display a list of your recently recorded
transactions, each of which can be opened by clicking on the selection.

13
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The left-hand navigation bar provides access to your lists and all primary transactions.

CIb QU|C|(BQQ|(5 Home — Home Page

Customers — Use this to create, import, edit and delete

ﬁ Home customers, Customer Money Bar shows the flow of money into the
business
Customers Suppliers — Use this to create, import, edit and delete Suppliers,

Supplier Money Bar shows you flow of money out of the business.

Suppliers Employees — Use this to create, edit and delete employees. You
can also activate payroll from here

Employees Transactions — This is a shortcut to the following: banking, sales,
expenses and Chat of Accounts

Transactions Reports — This menu has four options: Recommended, Frequently
Run, My Custom Reports and All Reports

Heports GST — From the GST Centre, you can activate your GST tracking,
create new taxes and tax groups, complete a BAS, view related
reports, tax rates and record GST payments

GST

Apps — Access featured applications and add-ons to QuickBooks
Online from this page.

TAKE THE QUICKBOOKS ONLINE IPAD/ IPHONE TOUR

QuickBooks Online works with iPhone, iPad, and Android devices; you can have access to your
business information, customers or suppliers wherever you have mobile access.

MANAGE YOUR BUSINESS ANYWHERE

e Create and send professional invoices and quotes.

e Snap photos of your receipts and organise daily expenses as you go.

e Convert a quote to an invoice in seconds.

e Attach photos and notes to quotes, invoices, customers, and transactions.

¢ Receive overdue invoice notifications so you always know who owes you money.
e Track payments and record sales.

e Profit & Loss and Balance Sheet reports show how your business is doing.

e Customise tax rates for your business

14
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1. You can download the free QuickBooks Online mobile app (specific to iPhone, iPad, or
Android) from the iTunes store or Google Play. You can then simply login using your
QuickBooks Online username and password.

QuickBooks Online
Intuit Inc.

infurt

Description
Aun your

2. Use your QuickBooks Online login credentials to sign-in to the app

infurt

QuickBooks

ab BlickBook
gordonlocksmith@gmail.com UIC OOKS

sssssscesss

gordonlocksmith@gmail.com

Sign In

Forgot Passwor rd? sssssscscse

New to QuickBooks? Sign Up

3. The navigation on the iPad app is similar to QBO on the browser. There is a left and right
hand side panel of options available by selecting the menu and plus buttons on the top

left and right hand side of the screens respectively. For the iPhone the plus sign is at the
bottom of the screen.

15
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Left hand side panel on iPad:

North Shon

Activity

Activity »

Right hand side panel on iPad:

4:18 pm L 75 W

North Shore Locksmith

Create a Note

Company Profile Edited

Quote 1002 Pending
For Alex Blakey

Quote 1001 Pending
For Alex Blakey

Invoice 1002
For Alex Blakey

Expense
Paid 1o Two Penny on Park

Payment

Mote |

Expense

Company Setup

16
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o .
North Shore —
Expe
for Me
paid t
Comp
Comp
™ @ &
| o=
Expe l\\._‘?a \'\E/’J '1/}
for M Payment Expense Note
paid t
o =
@ @® @@
S S, ol
Expe Quote Invoice Sales Receipt
for Mu
paid t °
Left hand side panel on iPhone Right hand side panel on iPhone

17



Getting Started Guide Company Setup
COMPANY SETUP

The Company Settings feature is designed to allow you to customize QuickBooks Online to your
specific business requirements and uses.

It's important to define your Company Settings before you enter or upload transactions, so that
your entries are uniform. Your settings can always be modified or changed based on your needs
after the initial setup is completed.

@ NOTE: The features and screen captures shown here are those available in QuickBooks
Online Plus. Some features are not available in QuickBooks Online Simple Start or
Essentials.

COMPANY SETTINGS

Company Settings are accessed by selecting the gear icon or company name in the top right

-{:?} North Shore Locksmith

corner of the screen.

North Shore Locksmith

Settings Lists Tools Your Company
All Lists Import Data Your Account
Custom Form Styles Products and Services Reconcile Manage Users
Chart of Accounts Recurring Transactions Budgeting Feedback
Currency Centre Attachments Audit Log Privacy
QuickBooks Labs n
. Sign Out

18
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You can edit any of the company settings by clicking on the option and making your change.
Once complete, click Done to update your information.

Settings

‘

Company
Company name @w 2

Sales North Shore Locksmith

Expenses Contact info Company address 2
George Street
Advanced Hornsby
NSW 2077
AU
Customer address
AU
Legal address
AU

Company email
gordonlocksmith@gmail.com
Customer email
gordonlocksmith@gmail.com

Company phone

0280800000
Accounting method Accrual a
ABN &
Categories Track classes off P

Track locations off

MANAGE USERS

You can give other users access to QuickBooks Online by selecting Manage Users in the Your
Company section of the Company menu.

-{é} North Shore Locksmith @ Help

Manage Users

Contact Name Email Address Access Rights Billable User? Status
Jack Gordon gordonlocksmith@gmail .com Master Admin Yes Active

) ) ) ) Resend
Jill Gordon gordonlocksmith@gmail.com Custom Access Pending Invited

Transfer Master Administrator

Accounting Firms

You can invite up to two accounting or bookkeeping firms to provide them, and any employees they may have authorised, access to your company data.

Contact Name Email Address Status

Invite Accountant

19
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To set up new users, select New in the upper right side of the screen. You will be asked to
enter the name and email address. When you create a new user, you can restrict or expand
access as follows:

QuickBooks Online Plus - Mini Interview T
Choose user type Page 1 of 7
Choose a type of user. Which users count?

Regular or custom user
You specify which aress of QuickBooks Online Plus this user can access.
(") Company administrator
~  Company administrators have all access rights within QuickBooks Online Plus. They also have all access rights for
every other service your company subscribes to.
() Reports only
~ This type of user signs in to a special version of QuickBooks Online Plus that shows reports only. A Reports only

user can access virtually all reports, except those ksting contact information of customers, suppliers, or employees.
This user dosa not count toward your cumrent user limit.

() Time Tracking only
~  This type of user signs in to a special version of QuickBooks Online Pius that only has time sheets. A Time Tracking
only user can fill out and change hia of her own time sheets (but not other users’ time aheets). This user does not
count toward your current user limit.

An email invitation with a link to your company file is sent automatically to anyone who you
invite. New users must accept the invitation to gain access to your company file.

20
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Jack Gordon has invited you to use QuickBooks Online Plus inbox =

donotreply@quickbooks.com 3:09 PM (2 minutes ago)
to me [=
Greetings,

Congratulations, Jack Gordon has invited you to join QuickBooks Online Plus as a new user of North
Shore Locksmith.

QuickBooks Online Plus can help you easily manage your business finances online. Working enline
also provides the ability for several members of a company to access the company's financial books.

Once you accept this invitation, you'll be able to access QuickBooks Online Plus immediately.
Ready to accept this invitation?

To accept this invitation, click here.

If you don't already have a user ID and password with us, you'l be asked to create one.

How to sign in

Once you accept this invitation, you can access North Shore Locksmith by signing in at
go.gbo.intuit.com

What browsers can | use to access QuickBooks Online Plus?

If you have questions, please visit our support site.
We appreciate your business. Thank you for managing your business finances with us.

Best regards,
The QuickBooks Online Team

Mote: This emai was sent from an address that can't accept incoming email.

Company Setup

n ]
]

QuickBooks Online users can invite up to two accounting professionals (for example, a
bookkeeper and an accountant) to access their QuickBooks Online data for free, in all versions
of QBO (SimpleStart, Essentials or Plus).

To invite your accountant and/or bookkeeper to have access to your QBO data:

1. Select Manage Users in the Company menu.

2. Select Invite Accountant at the bottom of the screen.

¢85 North Shore Locksmith

Manage Users

Contact Name Email Address Access Rights Billable User?
Jack Gordon gordonlocksmith@gmail.com Master Admin Yes Active

Resend
Jill Gordon gordonlocksmith@gmail.com Custom Access Pending Invited

Transfer Master Administrator

@) Help

3 2 T

Accounting Firms

You can invite up to two accounting or bookkeeping firms to provide them, and any employees they may have authorised, access to your company data.

Contact Name Email Address Status

Invite Accountant

3. Enter the accounting professional’s name and email address. This action will generate an
email invitation, which includes a unique link to accept and gain access to your QuickBooks
Online data using QBO Accountant.

21
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MULTIPLE CURRENCIES

If you do business with foreign suppliers and/or customers, QuickBooks Online can be set up for
multiple currencies. Simply select Currency Centre from the Settings section of the

Company menu.
0

I ———————
North Shore Locksmith

€65 North Shore Locksmith

Settings Lists Tools Your Company
Company Settings Al Lists Import Data Your Account
Customn Form Styles Products and Services Reconcile Manage Users
Chart of Accounts Recurring Transactions Budgeting Feedback
Attachments Audit Log Privacy
QuickBooks Labs "
= Sign Out

This will open the Currency Centre. If you would like to activate multi-currency, click the Set up
currencies button. When multicurrency is enabled, any foreign-denominated transaction will
track three values: foreign currency amount, exchange rate, and the equivalent amount
denominated in the home currency, Australian dollars.

QuickBooks Online tracks fluctuating exchange rates, and it also calculates exchange gains and

losses automatically.

Currency Centre

Actions

Use up to 145 currencies
Foreign exchange rates are downloaded
every four hours from a financial services web site.

Assign a currency to a customer or supplier
You can track transactions with foreign
customers and suppliers in their own currency.

Exchange rates updated every four hours,
or override these if necessary

QuickBooks Online uses the most recent exchange rate

for foreign transactions . If necessary, vou can override an
exchange rate for a single transaction or for all transactions for a
specific date.

Revalue foreign currency accounts
You can see the value of your foreign transactions in

vour home currency. Gains or losses due to fluctuations in exchange

rites are also shown here.

Need to use multiple currencies?
Set up Multicurrency if you have customers
or suppliers using foreign currencies.

Set up currencies

When you turn on multicurrency, your home currency
becomes fixed. Once turned on, multicurrency cannot
be turned off.

22
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IMPORTING YOUR DATA

If you are currently using QuickBooks desktop or another accounting software program, go to
www.intuit.com.au for the latest information on conversion options.

To import a data file:

1. Go to the Company Gear Icon

2. Under the Tools heading

40 North Shore Locksmith [EHIEEN

e
North Shore Locksmith

3. Select Import Data.

Settings Lists Tools Your Company
Company Settings All Lists Your Account
| Custom Form Styles Products and Services Reconcile Manage Users
Chart of Accounts Recurring Transactions Budgeting Feedback
Currency Centre Attachments Audit Log Privacy
QuickBooks Labs "
(4 Sign Out

4. Then select the type of data you would like to import.

Import Data

What data do you want to import into QuickBooks Online?

Customers
Import customer contacts, including names, addresses, and maore

Suppliers
@ Import supplier contacts, including names, addresses, and more

@c—= Chart of Accounts
@==  |mpor your chart of accounts, including names, types, and more

|| Products and Services
= Import your products and services, including names, descriptions, price, and more
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CUSTOMERS

@,

—

= Tip! To save time and insure your data is imported correctly and requires minimal clean-
up, be sure to preview and reformat your data file to match the sample data file (see the
Download a sample file hyperlink).

To import your customer’s data:
1. Select Customers.
2. Choose File and browse to select your customer .xls or .csv import file.

3. Find and highlight the source import file, select Open or double-click on the import file
name to select it.

Import Customers

Checklist before import

+ Do you use foreign currencies? Turn on multicurrency before you import. (Learn more)
» What format is your list? We can import C3V or EXCEL files from most email apps. (Learn maore)

« Download a sample file to see what we can import. {Learn more)

Upload your file

Please upload an EXCEL or CSV file
Choose File | no file selected

2ME or 1,000 rows maximum size

4. Once the import file is chosen, select Continue.

5. Review the fields (columns from import file) to ensure they are matched correctly with
QuickBooks Online fields for Customers.
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6. Note the green checkmark next to fields that QuickBooks Online has matched up with or
mapped to the import file’s columns. If necessary, change the mapping of any field, and
select Continue.

Match your fields to QuickBooks Online fields

QuickBooks Online fields  Your fields

Full Name First Name + Last Name
Company | don't have this
Email | don't have this
Phone | don't have thiz
Mobile | don't have this
Fax | don't have this
Website | don't have this
Street Address 2
City City
State/Territory | don't have this
Postcode Postcode
Country | don't have this

B v
- v
B v
B v
Back

7. Make any desired or required (signified in red, if any) corrections to the information in the

preview screen and then select the button

to Import the records.

81 Customers were uploaded * Required

%] * Full Name Street City Postcode Currency

L4 Adwin Ko 283 Burwood Hwy VIC 3156 AUD - Australian Dallar Il

c] Alex Blakey 200 Wallgrove Rd NSW 2175 AUD - Australian Dollar E

L4 Anandkumar Ree Building 6. Boundary St QLo 4000 AUD - Australian Dollar

] Andre Prefontaine 873 Morth Tce SA 5000 AUD - Australian Dollar

L4 Anilkumar Pillai 17 Balfour St TAS 7250 AUD - Australian Dollar

L4 Annie Ma 232 Hay St WA 6000 AUD - Australian Dollar

c] Benjamin Yeung 280 Coconut Parade NT 0810 AUD - Australian Dollar

L4 Brad Card Convicts Arcade Shop 2a VIC 3000 AUD - Australian Dollar

L Carol Teng Unit 88/ 123 Parramatta Rd = NSW 2123 AUD - Australian Dollar

v Carol Walker 21b Cordelia St aLp 4101 AUD - Australian Dollar -

< 1l ] ¢+
Back Import 81 Records |

@ NOTE: An

Import Summary confirms the number of imported customers.
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SUPPLIERS

To import your supplier data into your QuickBooks Online company file, follow the same process
as above. Remember to select Suppliers when specifying the type of data and then pre-format
and select your Supplier xlIs or csv file accordingly.

CHART OF ACCOUNTS

To import your Chart of Accounts data into your QuickBooks Online company file, follow the
same process as above. Remember to select Chart of Accounts when specifying the type of
data and then pre-format and select your Chart of Accounts .xlIsx or .csv file accordingly.

NOTE: It is important to import the Chart of Accounts data before importing the
Product/Services data to insure your Product/Services data falls into the correct accounts and
will minimize the need to reclassify or reassign your data after importing.

PrRoDUCTS/ SERVICES

Products and Services are generally imported last, and as noted above, they can only be
imported after the Chart of Accounts is set up. Please contact you Pro Advisor to set-up your
Chart of Accounts.

The procedure for importing Products and Services is similar to that of importing Customers and
Suppliers.

1. Again, match the fields and make any required changes to the mapping, click Continue.
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Import Products and Services

Map Fields

Match your fields to QuickBooks Online fields

QuickBooks Online fields Your fields

*Product/’Service Mame

v

Product/Service =

Sales Information Applicable if imperting proeduct'services you sell to your customers.

Sales Description Description = v
Sales Price/Rate Price bt v
Income Account Inceme Account = v

Purchase Information Applicable if importing product/services you purchase from

suppliers.
Purchase Description Purchasze Deszcription = v
Purchass Cost Cost - v
Expense Account Expense Account b v

Back

Continue

Make any desired or required (in red) changes and import the records.

Import Products and Services

Review Data

4 items were found in your file. Please edit as needed below. f\ 2 need your attention

ﬁil:ell i buy this ;‘:roduGUServiDe Sales Description Sa:.:;;l:ﬁ%; Income Account Purchase Description
= =] Frames 0.00 Revenue - General

5] @ Frames Exterior Frame Standard exterior door frames 0.00 Revenue - General Standard exterior door ...
= -] Frames:Interior Frame Standard interior door frame 0.00 §h Construction Standard interior door f...
= £ Framing Framing labour 55.00 4} Construction

Show: All|Error
* Required
Purchase Cost{AUD) Expense Accour

0.00 Change in invento

20.00 Change in inventory

12.00 fh Costof Goods
0.00 Purchases

® U Overwrite existing records in QuickBooks Online with the same Product/Service name. Warning: this will overwrite all values for given product and cannot be undone.

Back

Import 4 Records

and services.

As with all imported lists, the Import Summary confirms the number of imported products
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You can save time and reduce errors by downloading your transactions directly from your bank
and credit card accounts from a secure online connection.

Once you have established a secure connection with your bank your transactions will
automatically transfer or “feed” to your QuickBooks Online Company file. Alternatively you can
elect to import your bank transactions manually, by downloading the data from your bank or
credit card and then uploading the data files to your QuickBooks Online account.

If you have set up automatic bank feeds, transactions are securely imported into the
Downloaded Transactions feature automatically.

Once these transactions have been imported, QuickBooks Online will instruct you to do the
following:

Automatically match these imported transactions with a transaction you have already
recorded

Record as a new transaction by allocating it to an account and a payee’s name

Recall how you managed a similar transaction previously. It will suggest to allocate it to the
same account and payee again
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LINKING YOUR BANK ACCOUNTS OR CREDIT CARDS
FOR AUTOMATIC BANK FEEDS

1. From the left-hand navigation bar select Transactions, then Banking.

Q 4+ & {0% North Shore Locksmith Help
ab QuickBooks - ®

Home Bank and Credit Cards

Customers

Organise your finances
Suppliers all in one place

Transactions .
Add your bank or credit card
~
Banking
— New Transactions In QuickBooks Excluded » Transactions download automatically—you
don’t have to type them in

Expenses » Built-in auto categorisation that learns from
Chart of Accounts you over time

F Batch actions + » View account balances on your home page & @
Reports

DATE ¥ DESCRIPTION PAYEE CATEGORY OR rwvrrer o —— ACTION

GST

No transactions to process

Apps

2. Locate your financial institution by selecting it from the list or by typing its name and
clicking Find.

3. Enter your user name and password to enable QuickBooks Online to automatically download
your account transactions directly into your QuickBooks Online account.

g NoTE: If your bank or financial institution is not listed or if you prefer not to have your
bank account linked, you may also download your transactions from your bank in a csv
format and then upload them into QuickBooks Online manually.

Add an account X

Import transactions from your bank or credit card.
Examples: BankWest, http./fwww.anz.com/, or Westpac

Or choose from these popular banks

Australia and New Zealand Banking Group Why do thiS?

Westpac Banking Corporation
Commonwealth Bank (CMB) Because neat things happen:

MNational Australia Bank Group Limited

* Instant insights on your home page
Bank of Queensland g ¥ pag

* Auto-categorisation over time
St. George Bank
+ Much less typing than with manual data entry
Bank of Melbourne

Bendigo Bank
BankWest A$

suncorp

M A$272 Payroll
A$457 Gas
A$91 Meals
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Add an account

Westpac Bank Personal Banking (AU)

WIWW.WESTPaC.com.au Phone: 132 142

Customer ID
for your Westpac Bank Persenal Banking (AU) account

Password
for your Westpac Bank Personal Banking (AU) account

Bank-level encryption

Pri
keeps your data safe i

4. Once connected, tick the bank accounts you want to connect to QuickBooks Online then
choose the Account type from the QuickBooks Account drop down list provided.

Bank and Credit Cards | NAB Business Banking Account ~

NAB BUSINESS BANKING ... rd
1 day ago

A$-3,21000

NAB BUSIMESS BANKING ACCO..

%4'22769 lrangaen\r\cns

QUICKBOOKS BALANCE

Add or match

New Transactions In QuickBooks

you already entered. QuickBooks

leams from your selections. The

more you do, the easier it gets!
\F Batch actions

D 04/11/2013  Coffee Place, George Street...  Uncategorised Expense

Give an item a category and add it to
QuickBocks. Or match it to an item

I:‘ DATE ¥ | DESCRIPTION ADD OR MATCH GST

SPENT

AS$7.88

Update @ Add Account

Add

Like the category or match that
QuickBocks proposed? Simply Add
or Match the transaction. It gets
added to your books and shifts over
to the In QuickBooks tab.

Add

1-1 0f 1

5. Click on Connect to download the transactions

6. Once your transactions are securely downloaded, click “I’'m done, let’s go”.
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IMPORTING YOUR BANK TRANSACTIONS

An alternative to linking your bank accounts is to import bank transactions you have
downloaded from your online banking system.

1. To do this, select Transactions then Banking and File Upload.

2. Browse to locate the file to upload. Select Next.

Upload file

Download data from your bank

1. Open a new tab and sign in to your bank.
2. Download transactions: CSV, QFX, QBO, or OFX format anly.

3. Close the tab and return to QuickBooks.,

Select the file to upload

Browse

3. From the drop-down list of accounts in QuickBooks Online, select the appropriate bank
account to which the file’s transactions are to be compared and uploaded and choose
Save.

[ Upload Bank Transactions - Google Chrome

https://sg.gbo.intuit.com/c37/v70.166/4041086117/olb/wc Q

For each uploaded account, select a QuickBooks Online
Plus account.

Bank activity 2013_updated.ofx

Uploaded account QuickBooks Online Plus account

<lUnknown Bank=

H0OOOO00O0XK5 454 =

Credit Card upload to ~ hd

2/6/2013 - 26/7/2013 Cash snd cash equivalends - AUD - Cash and c3
Assets held for sale - AULAS Non-cument assets
Defered tax assets - AUD - Non-current assets
Goodwill - AUD - Non-current assets
Intangibles - AUD - Mon-curent sssets
Long-Term Investments - AUD - Mon-cument ass
Acorued lisbilities - AUD - Current lisbilities
Dividends paysble - AUD - Cument liabilities
Income tax payable - AUD - Cumrent lisbilities
Fayroll Clesring - AUD - Cumrent liskilities

4. A message will appear indicating that your bank data has been saved.

5. Click Finish.
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SETTING UP BANK RULES

Bank Rules allows greater control of bank transactions as they are added to the QBO Company.
Bank Rules can be defined via Money In or Money Out and the bank account the transaction it
relates to (if you have more than one bank account). The transactions can be identified using
separate conditions using Description, Bank Text, or Amount using the logic of Contains, Is
Exactly or Doesn’t contain. You can add up to five separate conditions allowing you to drill
down in identifying specific types of transactions.

Once the Bank Rule has identified the transaction you are able to allocate the Payee, Categorize
it, apply a tax code, or apply a class and/or Location. In addition you can add a memo to the
transaction.

Create a new Bank Rule

=

Once in the Transaction Banking screen click on the upside down arrow next to Update.
Select Manage Bank Rule

In the new window click on the box in the top right called New Rule

Enter a rule name, call it OfficeWorks

Select if this is for Money In or Money Out transactions, set it as Money Out

Select the banks account the rule will relate to, choose NAB Business Banking

Select the appropriate conditions to meet the rule. Set as Description Contains
Officeworks

Then select the appropriate actions. Set Payee as Officeworks, Category as Office
Supplies, and Tax Code as GST on Non Capital. At this stage you do have the option to
split the transaction if you wish.

8. Optionally choose a Location and/or Memo. Set memo to read “Added via Officeworks
Bank Rules”

o0 hwON

N

How to Match Transactions

In the New Transactions section you will find all the downloaded or imported Transactions. To
accept a Matched transaction click on the Match button at the end of the row under the Action
column.

11/10/2013  Alex Blakey (B MATCH - Payment 01/08/2013 A$1,000.00 Ale A$1,000.00 Match

You can also Split a transaction to allocate it against multiple categories.

Split Transaction

Dommicaned Transaction: Amazon on 3112013 for AS20.50

Fawee. Location

32



Getting Started Guide Creating and Managing Invoices
How to Add Transactions

In the New Transactions section you will find all the downloaded or imported Transactions. To
add a transaction click on the transaction which will allow you to allocate the type of transaction,
the customer or supplier, the category, GST, the class, or the location, as well as add a memo to
the transaction

GST on non-capital

19/03/2015 Cheque 78 Alex Blakey Dues and subscriptions (Purchases) AS319

@ Add Find match
Expense v Alex Blakey ¥ Dues and subscriptions v GST on non-capital (Purcha | ¥ Split Add
CHECKING debit 78 'A

BANK DETAIL CHECKING debit 78

How to accept multiple transactions in batches

To accept multiple transactions at the same time select the transactions you wish to action (either
select individual transaction by clicking the tick box at the left, or select the tick box at the top to
select all transactions), and then under batch actions select Accept Selected.

New Transactions ! In QuickBooks Excluded Go to Account histor,

r All (272) Recognised (45)

%

| Accept Selected  RIPTION PAYEE CATEGORY OR MATCH | GST SPENT RECEIVED A

v Exclude Selscted ue 78 Alex Blakey Dues and subscripti... - GST on non-capital ... AS319 Add
Madify Selected

| rouszurs - wnecking Sales of Product Inc... AS3.18 Add

«/| 17/03/2015  Cheque 76 Uncategorised Expe.. AS3AT7 Add

+|  16/03/2015 . Checking Sales of Product Inc AS3.16 Add

+|  15/03/2015  Cheque 74 Uncategorised Expe. AS315 Add

Other batch actions include:

0 Exclude Select — Transactions will be excluded and not imported into
QuickBooks online.

o0 Modify Selected — Allows you to modify multiple transactions all at once.
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Quotes are easy to create and customise in QuickBooks Online. Before you create your first
quote, double check your company is set up to account for GST, quantities, custom transactions
and multi-currency.

CREATING QUOTES

Quotes can be easily accessed from the Create or Quick Create menu.

To create an invoice:

1. Go to the Quick Create at the top of the QuickBooks Online screen or via the left-hand
navigation panel.

2. In the Quick Create window, select Quote.

Create

Customers Suppliers Employees Other
Invoice Expense Single Time Activity Bank Deposit
Receive Payment Cheque Weekly Timesheet Transfer
Quote Bil Journal Entry
Adjustment Note Pay Bills Statement
Sales Receipt Purchase Order

Refund Receipt Supplier Credit

Delayed Credit Credit Card Credit

Delayed Charge

b Show less

6. Complete the on-screen quote, including selecting a customer, with the desired date, quote
number, whether amounts are tax inclusive/exclusive/out of scope of GST, Products and
Services of your choosing, the quantity, description and rate for each.
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&  Quote #1010 ® x

| Brian Cioran H QBCrocks@yahoo.com.au

Copy to invoice A$200 OO
Pending v Send later "

Last Delivery: Sent by email to QBOrocks@yahoo.com au at Oct 17, 5:25 am AUS Eastem Daylight Time:

Billing address Quote date Expiration date Class

Brian Cioran 17/10/2014 2
Cioran and Co

1887 CGampden Cr

Springvale VIC 2265

Amounts are | Exclusive of Tax ¥

# | PRODUCT/SERVICE ary RATE ~AMOUNT (AUD} | GST
1 | Momoki Momoki 1 181.82 181.82 | GST i}
Add lines Clear all lines Subtotal 181.82
GST @ 10% on 181.82 18.18
Cancel Print or Preview Make recurring More Save Saveandsend v

7. Add more lines, if needed. Complete any other desired fields, such as the Discount or add a
message to be displayed on the quote.

8. If necessary, attach a document or any file by clicking on Attachments in the bottom left

corner of the form. This can be used to store related documents for future references. Files
sizes can go up to 25MB each.

9. Select Save and Send to email your customer their quote, click Save and Close to simply

save the quote and return to the homepage or select Save and New to save the quote and
create a new one.

10. Once the customer agrees to your quote use the “copy to invoice” feature to convert the
quote into an invoice. See highlighted cell in the above image.

CREATING AND SENDING QUOTES ON A IPAD/ IPHONE

1. To create an quotes on an iPad/iPhone tap the plus sign and select quotes

2. Choose the customer, enter the relevant details for the quote and send the quote on the
spot to your customer via email
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iPad ¥

6:27 pm £ 78%
< Help @ & 2
Previ
Quote 1001 e
Email
Alex Blakey s: Pending Print

Blakey's Bin Liners ate: 12 Mar 2015

Morahe Exp. Date: $ 3 O O Duplicate

Convert to Invo

2ITEMS Qry

UNIT PRICE AMOUNT
Sales 1.00 200.00 200.00
New lock
Hours 1.00 100.00 100.00

Subtotal  300.00
Discount 0.00
Total Amount  $300.00
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CREATING AND MANAGING INVOICES

CREATING INVOICES

Invoices can be easily accessed from the Create or Quick Create menu.

To create an invoice:
11.Go to the Quick Create at the top of the QuickBooks Online screen or via the left-hand
navigation panel.

12.In the Quick Create window, select Invoice.

{@} North Shore Locks

—

Create

Customers Suppliers Employees Other
Expense Single Time Activity Bank Deposit

Receive Payment Cheque Weekly Timesheet Transfer

Quote Bil Joumnal Entry

Adjustment Note Pay Bills Statement

Bales Receipt Purchase Order

Refund Recaipt Supplier Credit

Delayed Credit Credit Card Credit

Delayed Charge

b Show less

13. Complete the on-screen invoice, including selecting a customer, with the desired date,
invoice number, whether amounts are tax inclusive/exclusive/out of scope of GST, Products
and Services of your choosing, the quantity, description and rate of each, and the GST code.

& Invoice @ X

HAlex Blakey H Bigtimer@gmall.com

= A$550.00

Billing sgdress Terms Involce date Due date

Alax Blakey Net 30 = 1003205 08042015
Binkay's Bin Linors

38 Cleveland St

Strawbarry Hills NSW 4534

PRODUCT/SERVICE DESCRIPTION ary PRATE

1 Salea New Lock 1 250 25000
2 Hous Sarvice charges 3 100 30000
Add nes: Clear 0d nos Subtatal A$550.00
Discount percent ¥ AZ0.00

Meossage displayed on involce
Towd A%350.00

Balance due A$550.00

14. Add more lines, if needed. Complete any other desired fields, such as the Discount or
add a message to be displayed on the invoice.
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15. If necessary, attach a document or any file by clicking on Attachments in the bottom
left corner of the form. This can be used to store related documents for future
references. Files sizes can go up to 25MB each.

16. Select Save and Send to email your customer their invoice, click Save and Close to
simply save the invoice and return to the homepage or select Save and New to save
the invoice and create a new one.

MANAGING INVOICES

17.Open invoices can be found using the Search and Recent Transactions functions, as well
as by running reports, but most often will be found in the Customer Centre by selecting
Customers from the left-hand navigation bar.

18. In the Customer Centre, choose Open Invoices from the Money bar to locate the
customer you wish to record the payment for. QuickBooks Online will always offer the next
logical step for this type of transaction. In this case, it is suggesting for you to receive
payment for that customer. Choose Receive payment.

© 48% North Shore Locksmith Help
db QuickBooks e ©
-

Customers : 5
Unbilied Last 365 Days Unpaid Last 365 Days Pald

0 QUOTE 0 UNBILLED ACTIVITY 0 OVERDUE 0 PAID LAST 30 DAYS

Suppliers

Employees

Transactions

Reports

r Batch actions Sort by name Q
I T Sl 3 &b @®
GST
CUSTOMER OPEN BALANCE AGTION
% Apps Alex Blakey [
A$550.00 Receive payment |53

Send reminder

Carol Walker ]
AB0.00 Create statement
Create invoice

Create sales receipt
AS0.00

Create quote

Alternatively, the original invoice can be opened by clicking on the hyperlink in the listing, and
then Receive payment can be selected at the top of the invoice.

& | Invoice #1001 ® %

BALANGE DUE
‘ Alex Blakey H Bigtimer@gmail.com Receive payment A$ 5 5 U U U
.

Send later

Invoices, whether open or paid, can also be found by selecting Transactions - Sales from the
left-hand navigation bar.
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CREATING INVOICES ON A IPAD/ IPHONE

1. To create an invoice on an iPad/iPhone tap the plus sign and select invoice

2. Choose the customer, enter the relevant details for the invoice and send the invoice on

the spot to your customer via email

IPad ¥ 559 pm 1 BO% .
Cancel E New Invoice Save
38 Giovaland St Tarms Net 30
Strawberry Hills, NSW 4534
fustiata 12 Mar 2015
11 Apr 2015
2 TEMS | SUBTOTAL: $300.00 aTy  UNIT PRIGE AMOUNT
Sales >
e 1.00 200.00 200.00
New locks
Hours >
=] 100 100.00 100.00
Seevices
Choose ltem(s) >
19 300.00
iPad F 600 pm i B0% WD
£ Help @ (b Z
1 Preview
Invoice 1002
Email
Alex Blakey
B in Liners D Print

Duplicate

Delete

2 ITEMS aTy UNIT PRICE AMOUNT
Sales 1.00 200.00 200.00
New locks
Hours 1.00 100.00 100.00
Sarv
Subtotal  300.00
Déscaunt 0.00

Total Amount - $300.00

swve $300.00

Creating and Managing Invoices
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CUSTOMISING INVOICES

You can customise your invoices to look how you want them including adding a logo, editing the
font and more. This can be done by going to the Company Gears Icon > Company Settings
- Sales > Customise - Customise Look and Feel.

¢0% North Shore Loc (@ Hep
I ——————
North Shore Locksmith

Settings Lists Tools Your Company
All Lists Import Data Your Account
Custom Form Styles Products and Services Reconcile Manage Users
Chart of Accounts Recurring Transactions Budgeting Feedback
Currency Centre Attachments Audit Log Privacy
QuickBooks Labs n
. Sign Out

Company
Customise Customise the way forms look to your customers
Sales
Sales form content Preferred invoice terms a
Expenses
Preferred delivery method None
Advanced Shipping off
Custom fields off
Gustom transaction numbers off
Service date off
Discount on
Deposit off
Products and services Show Product/Service column on sales forms On o
Track quantity and price/rate On
Track quantity on hand On
Messages Default email message sent with sales forms o
Default message shown on sales forms
Done
'
& §6% North Shore Locksmith | (2) Help
Custom Form Styles New Style
< All Lists
NAME FORM TYPE LAST EDITED v ACTION
Invoice
Standard Sales Receipt 10/03/2015 Edit |«
Estimate
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You can choose a template and accent colour, upload your logo, and specify columns, header,
footer and more. This same customization window can be accessed at the bottom of an invoice
by selecting Customise at the bottom of the invoice form.

Select style X

o=

'l

e veens
OUEDATE  15GIEms
Colour

-

Modem

v

womczoue AS665.00
Fresh

hriancly Standard

i

Bold

Tip: To copy invoices or creating recurring invoices use the functions at the bottom of an
existing invoice.

¢ Invoice #1001 ® X

BALANCE DUE

Alex Blakey 5 Bigtimer@gmail.com Recsive payment A$ 5 5 U U U

Send later .
Billing address Terms Invoice date Due date

Alex Blakey Net 30 ¥ 10/03/2015 09/04/2015

Blakey's Bin Liners

38 Cleveland St

Strawberry Hills NSW 4534

#  PRODUCT/SERVIGE DESGRIPTION aTYy RATE AMOUNT

1 Sales New Lock 1 250 250.00 [

2 Hours Service charges 3 100 300.00 [
Copy

Add lines Clear all lines Subtotal A$550.00
Void
Delete percent ¥ A30.00
Message displayed on invoice

Transaction journal Total A$550.00
Audit History Balance due A$550.00

Print or Preview Make recurring Customise More
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RECEIVING PAYMENT

To receive a payment:

1. Go to the Quick Create at the top of the QuickBooks Online screen or via the left-
hand navigation panel.

2. In the Quick Create window, select Receive Payment.

—

Create

Customers Suppliers Employees Other

Invoice Expense Single Time Activity Bank Deposit
Cheque Weekly Timesheet Transfer

Quote Bill Journal Entry

Adjustment Mote Pay Bills Statement

Sales Receipt Purchase Order

Refund Receipt Supplier Credit

Delayed Cradit Credit Card Credit

Delayed Charge

b Show less

3. On the receive payment screen start by selecting the customer name

4. Then complete the payment method field, reference no. (if any), Deposit to (bank
account) and select the invoices you are receiving payment towards

5. Complete the full or partial payment amounts in the Payment fields

6. If necessary, attach a document or any file by clicking on Attachments in the bottom
left corner of the form. This can be used to store related documents for future
references. Files sizes can go up to 25MB each.

7. Click on the Print option at the bottom of the “Receive Payment” page to print the
payment to send a hard copy of the payment receipt. Seen images below.

8. Click “Save and Send” to send over email.

9. The other option to receive payment is by selecting the customer from the left navigation
bar and click on the “Open Invoices” on the money bar.

10. Select the invoice you have received payment for and click on “receive payment”
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@ X

hlex Eiakey 4 | Bgimersgmailcom S e A$6500 O

Payment date
102015
Faymenn method Fference no. Depost 1o Amount receteed
Cheque B 1235654 Cash and cash equivalents & E50.00
Outstanding Transactions
o7 PRrMENT
o wnice ¥ 1007 (101015 R4S 550.00 550.00
o brvcion #1002 {i2ARNS NG 300,00 300,00 100.00
Amourt 1o Apply AS650.00
Amaunt b2 GredR ASD.0D
Clear Payment
Mama
[l Attachments Har
Show eods
Cancel Clear Save and new

Print preview

To it st clck

1003208
12032015

Prayrro Fint okt e et Sheem Lockar s

Bey

Pinase I cLr papTOrS Gt acRed £ T ol

Trerk yoa

Tro e o o Easirsess!
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Intuit QuickBooks Online is enabling businesses to accept online invoice payments from their
customers in an easy and convenient way by partnering with PayPal Australia Pty Ltd.

Not only will the app allow for the processing of online payments, it will automatically import
the data from the linked PayPal account into the QuickBooks Online file.

What this means is that the PayPal app will REPLACE the need for using bank feeds connected
to a PayPal account. If bank feeds for PayPal are already turned on, then prior to connecting up
the PayPal App, the bank feeds need to be disabled. This will avoid any duplication of entries.

The app can be accessed by going to the Intuit App website, apps.com
Be sure to select the Regional setting as Australia, then search for PayPal. Click on the PayPal
link.

._ Acceptl Pavmenis with PavPal

Poy i

The video link under ‘About’ provides a great overview of the app setup process and
capabilities.

BEFORE INSTALLING THE PAYPAL APP YOU NEED TO

e Have access as administrator to the QuickBooks Online file
e A PayPal business account.
A personal account can be connected, but must be upgraded to PayPal Premier or

Business in order to enable online invoice payments.
e To disable any existing PayPal bank feeds.

NOTE: 1) Only one PayPal account can be connected up to one QuickBooks Online file at a time.
2) If bank feeds are reconnected to PayPal, then the app sync process will stop as a
precaution against duplications.
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INSTALL THE PAYPAL APP

1. Once in the PayPal section of apps.com, Click Get App Now
2. When prompted click on Sign In to QuickBooks Online using your existing credentials.

Already have an account? Sign in.

Create your account

3. If there are multiple files connected to the QBO login, the business to which the app is to
be installed in needs to be selected. A business with only the one file will be automatically
transferred through to Step 4.

You're almost ready to use Accept Payments with PayPal...

Which company would vou like to connect to?

TWHN Demo File

2 app subscriptions:

ﬁ’; KeyPay 9 QuickBooks Online

Free Au Harmony

1 app subscription: QuickBooks Online
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4. Click Authorize to allow the Accept Payments with PayPal App to integrate with the
selected QuickBooks Online company file.

Start using Accept Payments with PayPal with
QuickBooks

Authorize Intuit to securely share your data to Accept Payments with PayPal.

PayPal

TWN Demo File
Accept Payments with
PayPal

By clicking the Authorize button, I authorize Intuit Inc. to share my data with Accept Payments with PayPal.
Additionally, 1 acknowledge that Accept Payments with PayPal's Terms and Conditions and Privacy
Policy apply to this app and Accept Payments with PayPal's use of my data.

5. Log into your PayPal account in order to give permission to the Accept Payments with
PayPal App to integrate with your PayPal account.

Logging in with PayPal Secure (3

Please log in now to set up permissions for your account.

- We will not share your bank information, card information, or Log in with PayPal
password with Intuit
Email: |
Sign up for PayPal
Password:

Forgot your email or password?

Return to Intuit

PayPal. The safer, easier way to pay.
For more information, read our User Agreement and Privacy Policy.
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6. Click Grant Permission to allow Intuit and PayPal to work together.

Grant Permission to Intuit Secure Transaction ()

() You are giving permission to Intuit to access specific information in your account and take actions on your behalf.

Intuit is asking your permission to:

" Use Express Checkout to process payments. What's this?

For more information about the permissions you are granting, see Third Party Permissions.
You can revoke permissions at any time by accessing your PayPal account Profile.

Grant Permission j Cancel

CONFIGURE THE PAYPAL APP

Now that the app is installed and connected to the required QuickBooks Online file, the setup
process needs to be completed.

There are 5 simple steps to follow.

P

PayPal

Welcome to Accept Payments with PayPal

Before we finish connecting your PayPal account, we have some
qguestions about how you'd like everything to work.

OK, let's go
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1. Enable Customer Payments - Select Yes to allow customers to pay the invoice by Visa,
MasterCard, American Express or their own PayPal account.

ENABLE PAYMENTS

;‘;l\': Your customers won't need a PayPal account
N/

Customers can pay online, even without an account. You can choose which payment methods to accept in PayPal
account settings.

Would you like to accept online payments via PayPal? - Yes - Enable invoice payment j

2. Import Customer Details - Select Yes to import in customer details from PayPal.
Select No to not import in any Customer details.

PayPal Setup
o 2]

CUSTOMER DETAILS

Would you like to import customer details from PayPal? * Yes - Import all customer details j

3. PayPal Bank setup in QuickBooks - PayPal will create a default Bank type account in the
Chart of Accounts called PayPal Bank. This account can be used or if there is an existing
PayPal account already in the Chart of Accounts, this can be selected from the drop down list.
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PayPal Setup

ADD ACCOUNT

Choose an account to represent your PayPal account in PayPal Bank j
QuickBooks? *

Back Next

4. Importing in past data - Up to 18 months of past data transactions can be imported in at
this time. However, if there is an existing PayPal account in the file, and this account has
already been reconciled, then select No — Do not import past data in order to avoid
duplications.

PayPal Setup
o © o (4]

PAST TRANSACTIONS

Be careful not to create duplicate transactions

If you have previously manually imported PayPal transactions into QuickBooks, importing past transactions will
create duplicates.

Would you like to import past transactions from PayPal? No - Do not import past data j

IV Email me an import summary.

5. Account selection for transaction imports - Three accounts can be configured

1) Sales Transactions
2) PayPal fees
3) GST coding on Sales

PayPal creates the accounts PayPal Income and PayPal Fees by default.

Sales Transactions — when the PayPal account is used not only for accepting customer
payments, but also for other income activity, the PayPal sales will be imported to QuickBooks
Online as Sales Receipts with line detail. The income received is processed against the PayPal
Income account.
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PayPal Fees — PayPal fees are extracted out of the income received and are entered in
QuickBooks Online as an expense. By default they will associate with the PayPal fees account

and be processed as GST-free.

GST coding on Sales — The GST code selected as default will determine the GST coding on

Sales receipt entries.

PayPal Setup

How would you like to categorize the details of transactions imported from PayPal?

Sales transactions from PayPal * PayFal Income

Fees charged by PayPal: * PayPal Fees

Default GST for Sales (optional, if not GST registered): GsT

Back

Once satisfied with the account configuration, Continue to review.

CUSTOMIZATION

Continue to review

Take a moment to review the preference selection prior to making the final acceptance.

Almost done!l Review your preferences & click connect

1 Online Payments: Enabled

2 Import customer details: Yes - Import all customer details

3 Bank accounts: PayPal Bank and PayPal Funds Transfer accounts
4 Import past transactions: No - Do not import past data

5 Customization:

Sales transactions: PayPal Income
Fees: PayPal Fees
Sales GST: GST

Edit

Edit

Edit

Edit

Edit

I I
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Click Connect to finish setting up the app.
The Accept Payments with PayPal app is now set up.
Transactions will be imported from your PayPal account into your QuickBooks Online account.

If Invoice Payments has been enabled then you will now also be able to send invoices with a
Pay Now button.

MANAGE THE PAYPAL APP SETTINGS

The Accept Payments with PayPal App can be configured at any time by selecting the Apps tab
in your Company file and clicking on the My Apps tab

db QuickBooks e
Home ALl g My J.p_nE
Customers
Suppliers
Employees

Transactions

Reports

GST

& Apps

SENDING AN INVOICE AND RECEIVING PAYMENT

To ensure that invoices are enabled to be sent as Online Invoices, check that the Company
Settings are configured correctly.

Company Settings> Sales> Online Delivery

Make sure Online Delivery is selected under Email options for invoices.
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Online delivery Email options for sales forms
v Attach sales form as pdf

® Show sales form summary in emai

Show sales form details in email

Email options for invoices

Online invoice ¥

Attach invoice as pdf

Cancal Save

To create a Payments enabled invoice, open an existing invoice or create a new invoice.

Create

Customers Suppliers Employees Other

The invoice now displays with an additional field for Online Payment.
In order to send an invoice with the Pay now feature, the PayPal checkbox must be selected.

Invoices can be sent without the Pay now option, simply by unselecting the checkbox.
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C\ N
% Invoice
Online Payment
| & v rapa 2 [ visa I
Send later
Billing address Terms Invoice date Due date
Net 30 kS 28/09/2015 28/10/2015
#  PRODUCT/SERVICE DESCRIPTION

Complete the invoice and click Save and Send

Then Send and Close to send the invoice.

The Send email screen allows another chance to modify the online payment selection, if
needed.

Send email
Emnal
PaymentsQB0Trainng A @gmall.com
Sabject 123 main street
Whogsville NGW 2800
Involge from TWN Deme Fia gomatcam
ABN: G5523006560
Body ABN 123456789
Dear Hilda Guard,
Here's your invoicel We appreciate yow prompd payment,
Tharks | bk - BOCE D
Thanks for your business! Hilda Guard
BagsRUs
47 Bruee Ave
Boondocks VIC 3060

God Spangly Bags 5 20000 GST 1,000.00
INCLUDES GST TOTAL 001
TOTAL 1.000.00
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WHAT YOUR CUSTOMER SEES

Your customer will receive an email with a link to view their online invoice.

&>, TWN Demo File

INVOICE DUE DATE BALAMCE DUE _ _ _
1339 18/10/2015  A$1,000.00 View invoice

Dear Hilda Guard,
Here's your invoicel We appreciate yvour prompt payment.

Thanks far yvour businessl

Clicking on View Invoice will open the invoice in a web browser. The invoice can also be
opened on any mobile device. Once opened, a Pay now button is available.

infurt

QuickBooks,

TWN Demo File

BALANCE DUE

$1,000.00

1338 Oclaber 18, 2015

123 main street
Whaosville NSW 2900

quickbooksonline@gmail.com
ABN: 85523008560
ABN 123456788

INVOIGE TO
Hilda Guard
Bags R Us DATE 11/10/2015
87 Bruce Ave
Boondocks VIC 3980

TERMS Net 7 DUE DATE 181
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Clicking on the Pay now button will go to a new
screen where the Customer will be asked to select to
Pay now either pay with a card or to sign into their PayPal

account.
£ sk [

Pay with confidence All payments are processed with total security.

Enjoy peace of mind every time
you pay. More than a million small
businesses trust their financial
data with QuickBooks.

B Information will be protected
and kept confidential.

Certified Privacy

ré1 TRUSTe »

infurt

QuickBooks.,

Privacy. Terms of Service.

© 2015 Intuit Limited. Al rights reserved.
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EXPENSE AND TRANSFER ENTRIES

Expenses — If the PayPal account is used to pay for other Expense transactions, these

transactions are also imported into QuickBooks Online. As the system does not know what the

expense is for, each expense entry is posted to a default expense account — PayPal
Uncategorised Expense.

NOTE: These expenses will need to be manually edited to show the correct expense
categorisation.

The expense entry will be added to the PayPal Bank account as an expense transaction.

Transfers — When money is transferred out of PayPal to the nominated PayPal transfer

account the bank deposit entry will be show up in the bank feeds as a deposit from PayPal.

To process this entry, select Transfer and select the PayPal Bank Account.

Transfer s PayPal Bank : DIRECT CREDIT PAYPAL AUSTRALIA

BANK DETAIL CIRECT CREDIT PAYPAL ALFSTRALLA 0626820511 4TSJ2R5409KEN

Create a Bank Rule to process future deposits received from PayPal.

Rule name For In

PayPal Transfas Money in - All bank accounts w

When a transaction meets  ai of these conditions

Ak

Bank text ] Contains 5 DIRECT CREDIT PAYPAL

# 4 g o
Add line

Set one or more of the following

Transaction type

dk

Transfer

Account

PayPal Bank

T
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RECONCILING THE PAYPAL BANK ACCOUNT

When the customer pays the online invoice, a payment will be created in QuickBooks Online,
deducting the amount of the payment against the outstanding balance of the invoice.

The app will post any updates to your QuickBooks Online account automatically. The payment
update can occur within 15 minutes of payment being received.

Initially, the payment will register against the Undeposited Funds account. However, this
will automatically change to the preferred account based on the app settings, PayPal Bank
by default.

The Reference no. field will be updated with the PayPal transaction ID.

&  Receive Payment

‘ Cash Sale| H

Send later
Payment date
06/10/2015
Payment method Reference no. Deposit to
PayPal s Undeposited Funds =

Transaction processed
QOutstanding Transactions
DESCRIFTION

4 Invoice # 5424 (07/10/2015)
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&  Receive Payment no.81V99243DN463734N
‘ Cash Sale| =

Send later
Payment date
0D6/10/2015
Payment method Reference no. Deposit to
PayPal - 81V99243DN4637 34N PayPal Bank v

Transaction processed

QOutstanding Transactions
DESCRIFTION

v Invoice # 5424 (07/10/2015)

A list of payments made using online invoicing, can be reviewed under Transactions > Sales list.
Click the settings cog and enable the Source Column. Payments made through online
invoicing will have a source of EInvoice, and a Payment Method of PayPal.

DATE TYPE NO CUSTOMER METHOD SOURCE = DUE DATE BALANCE

061072015 Payment a1va Cash Sale PayPal Ednvoice 061102015 AS0.00

The payment and the PayPal fee will both show in the PayPal Bank account as separate line
entries.

DATE TRANSACTION TYPE NO. NAME MEMO/DESCRIPTION ACCOUNT _ CLR _ AMOUNT _ BALANCE
- = = = = = = = = =
PayPal Bank
06/10/2015 Payment 81V09243DN463734N  Cash Sale  Paid via online invoicing with PayPal: Payment ID 81V99243DN463734N PayPal Bank 5.00 5.00
0710/2015 Expense 81V99243DN463734N  PayPal Fee for PayPal Transaction (Reference: PayPal Transaction # 81V99243DN463734N)  PayPal Bank (0.43) 457
Total for PayPal Bank A$4.57
TOTAL A$4.57
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ORGANISE AND TRACK EXPENSES

EXPENSE TRANSACTIONS

1. To enter an expense transaction, select Quick Create (then select Show More to see
all options), and then under Suppliers select Expense.

40% North Shore Locks|

—

Create

Customers Suppliers Employees Other
Invoice Single Time Activity Bank Deposit
Receive Payment Cheque Weekly Timeshest Transfer
CQuote Bill Journal Entry
Adjustmeant Note Pay Bills Statement
Sales Receipt Purchase Order

Refund Receipt Supplier Credit

Delayed Cradit Credit Card Credit

Delayed Charge

» Show less

2. In the Expense window itself, select the account the expense was paid from such as
petty cash, a bank account or credit card account.

- | | " E Balance £84,713.99 A$O 00
i '

Mailing address Expg Cash and cash equivalents - AUD Cash and cash equivalents Ref no.

27/ NAB Business Banking Account - AUDCash and cash squialents

Savings - AUD
Location
VISA Credit Card - AUD
HQ -

Amounts are | Tax exclusive | «

3. Complete the detail of the expense transaction including the payee, the reference
number, the date, whether the amounts are tax inclusive/exclusive/out of the scope of
GST, etc.

4, Define the expense by allocating it to the relevant account (if using general ledger
accounts) and/or item details (if using products and services, which are in turn linked to
general ledger accounts).

5. Any additional fields such as a Memo can be completed, and you can also choose to add
an Attachment (copy of the expense) for this expense. Click Save and Close or Save
and New.
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6. If necessary, attach a document or any file by clicking on Attachments in the bottom
left corner of the form. This can be used to store related documents for future
references. Files sizes can go up to 25MB each.

& Expense ®@ X
AMOUNT
Bunnings * Cash and cash equivalents 4 | Balance A$-200.00 ! $ 2 O U U U
Payment date Payment method Ref no.
10/03/2015 Credit Card -

v Account details

# | ACCOUNT DESCRIPTION AMOUNT

1 Supplies Leckwood digital lock 180.00 ﬁ

2 Supplies Drill bits 2000 [

3 @
Add lines Clear all lines

» ltem details

Total A$200.00

Cancel Print Make recurring More Save Saveandnew v

The Expense transaction can also be accessed from the Transactions menu in the left-hand
navigation bar, by selecting the Expense submenu and then selecting Create New > Expense
in the top right corner.

& §03 North Shore Locksmith Help
db QuickBooks k= @
Home Expense Transactions

Customers Bill

: Expense
Suppliers Filter ¥ | a5t 365 Days

Cheque
Batch actions
Employees \[,_ Purchase order
q DATE ¥ TYPE NO. BATCH NO. PAYEE GCATEGORY TOTAL AGCTION
Transactions
Banking 10/03/2015  Expense Bunnings -Split- A§200.00
Sales
11 0f 1

Expenses

Chart of Accounts

Reports

GST

Apps
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BiLLS
Bills, available in QuickBooks Online Essentials and Plus, can be accessed in the Quick Create

menu, under Suppliers. This is the quickest route to accessing bills, but they can also be
accessed via the left-hand navigation bar from the Suppliers tab or the Transactions tab in

the Expense submenu.

Create

Customers Suppliers Employees Other
Imvoice Expense Single Time Activity Bank Deposit
Receive Payment Cheque Weekly Timesheet Transfer
Cluote =] Journal Entry
Adjustment Note Pay Bills Staterment
Sales Receipt Purchase Order

Refund Receipt Supplier Credit

Delayed Cradit Credit Card Credit

Delayed Charge

b Show less

OTHER TYPES OF SUPPLIER RELATED TRANSACTIONS

Supplier Credit, Credit Card Credit, and Purchase Order can be accessed in the Suppliers
section of the Quick Create menu. Purchase orders are also accessible from the Transactions
- Expense tab of the left-hand navigation bar by selecting Create New at the top right and
then selecting Purchase Order.
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qb QuickBooks & Norin Shors Lockamitn | (§) ek

Home Expense Transactions New transaction
Customers Bill
Expense
Suppliers Filter ¥ | ast 365 Days
Cheque
Batch actions
0 DATE * TYPE NO. BATCH NO. PAYEE CATEGORY TOTAL ACTION
Transactions
10/03/2015 = Expense Bunnings -Bplit- A$200.00

Banking

Sales
1-1 of 1

Expenses

Chart of Accounts
Reports

GST

Apps

CAPTURING EXPENSES ON A IPAD/ IPHONE

1. To create an expense on an iPad/iPhone tap the plus sign and select expense

2. If you have an printed invoice handy take a photo of it and attach it to the expense so
need to keep hard copies

3. Enter the relevant details for the expense and save

Pad ¥ 4:03 pm B7 % .

€ Customers M a

Expense

Date: 12 Mar 2015
Ref No.:

Account: Default Credit Card

Credit Card

Two Penny on Park

Meals and entertainment $7.60

$7.60
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MANAGING BILLS

1. Open bills can be found by using the Search and Recent Transactions functions, as well
as by running reports, but most often will be found in the Supplier Centre by selecting
Suppliers from the left-hand navigation bar.

2. In the Supplier Centre, select the unpaid section of the Money bar and then Make
payment for that supplier.

@ i £65 North Shore Locksmith Help
ab QuickBooks 2 - ®
Home Optus Pty Ltd Edit
Customers Email: Billing Address:
Phone: Terms: A$ 8 O O O
T Suppliers Mobile: el 2
Website:
Notes:
Employees A$ 0.00
OVERDUE
Transactions
Reports
GST
e Transactions New transaction
r i Show i ¥ o
J Batch actions All Transactions % E" &
DATE ¥ TYPE NO BATCH NO PAYEE CATEGORY TOTAL AGTION
10/03/2015  Bill Optus Pty Ltd Officee  « A$80.00 Make payment | v
1-10t1

Or, the original bill can be opened by clicking on the hyperlink in the listing, and then
Make payment can be selected at the top of the bill.

& Bill @ X
f BALANGE DUE
‘ Optus Pty Ltd\ H Make payment 8 O O O
N L
Mailing address Terms Bill date Due date Bill no.
Optus Pty Ltd Due on receipt > 10/03/2015 10/03/2015
v Account details
# | ACCGOUNT DESCRIPTION AMOUNT
1 Office expenses Office phone line 80.00 |]']
2 o
Add lines Clear all lines
» Item details
Total AS80.00
Memo
Cancel Make recurring More Saveandclose v

Bills, whether open or paid, can also be found by selecting Transactions - Expenses from the
left-hand navigation bar.
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& Expense ® X
AMOUNT
Bunnings > Cash and cash equivalents % | Balance A$-400.00 A$ 2 O U O O
'
Payment date Payment method Ref no.
10/03/2015 Credit Card B

v Account details

# | ACCOUNT DESCRIPTION AMOUNT
1 = Supplies Lockwood digital lock 180.00 m
2 Supplies Drill bits 2000 O
) ﬁ ﬂ .
Copy
Add lines Clear all lines Void
Delete

» ltem details
Transaction journa\

Audit History Total A$200.00
Cancel Print Make recurring More Save Saveand new v
Tip: To copy expenses or creating recurring expenses use the

functions at the bottom of an existing invoice. See above.
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To access Reports, click on Reports in the left-hand navigation bar.
Scroll your mouse over each report’s listing to view a sample preview of the layout.

You can run the report immediately by clicking on it or you can customise it first before the
report initially appears by clicking on the customise link.

You can also search for a particular report by typing any part of the report name in the Search
field.

db QuickBooks &} North Shore Locksmith | () Help

Home Reports Profit and Loss
Customers A$1 1 1 2 A$,| 600 2k
! INCOME .
Suppliers NET INCOME ‘ ok _
Employees A$48 8
EXPENSES -2k
Dec 23 Jan 2015 Feb 2015 Mar 1
Transactions Ready to use right
away!
Reports
POl Verify the report period to use and
click View. That's all you need to do.
GST
Recommended Frequently Run My Custom Reports Management Reports All Reports Want more control? Just click Edit
fee to begin custemising your own sets
of reports.
NAME ~ GREATED BY LAST MODIFIED REPORT PERIOD
Sales Performance QuickBooks This Calendar Year 3 View | =
Expenses Performance QuickBooks This Calendar Year = View | v
Company Overview QuickBooks This Calendar Year s+ View | v

PROFIT & LoOSs / BALANCE SHEET

The two most frequently produced reports are the Profit & Loss and Balance Sheet. They are
found at the top of the Recommended and All Reports sections of the Report Centre. Any
reports you run regularly will be listed in the Frequently Run section for easy access.

AUTOMATED REPORTS

Using QuickBooks Online, you can have reports automatically sent by email to yourself and
others at regular times (e.g. 1st of the month).

Any customised reports can be saved as part of a Report Group.
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1
Save Report Customisations

Mame of custom report |Jac:k‘5 Profit and Loss

# Add this reportto a group |Jack's monthly reports| -
A group lets you emal multiple reports at the same time. Leam more

& Share this report with all company users

Let every company user view this report from their own memonsed report Bst.
{Users need proper access to num repodt. )

Cancel

A Report Group can contain one or more reports. Highlighting the Report Group in My
Custom Reports and selecting Edit will open the Report Group Settings window for this group,
where the email settings are created.

f\?. §0% North Shore Locksmith Help
qb QuickBooks 9y ®

ans Reports rrofit and Loss
1k
Customers A$ 7 0 A$550
NET INCOME SCOME ok -——————— i
Suppliers A$ 480
EXPENSES -1k N -
Employees Dec 10 Jan 2015 Feb 2015 Mar 1
~
Transactions .
Q
: Reports Recommended Frequently Run| My Custom Reports Management Aeparts All Reports
GsT My Gustom Reports
Funflepot | POF | Edit | Growe | Excal | Delete

Apps

NAME DATE RANGE EMAIL

Jack's monthly reports dnscﬂeauled

Jack's Profit and Loss This Financial Year-to-date
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Here, the recipient(s) are specified, along with the subject line and the text of the email. The
report(s) can be set to be attached as Excel files, and the schedule of the email of the reports
can be set as well. The recipients do not have to be QuickBooks Online users and QuickBooks
Online does not even have to be running for these reports to be sent on schedule.

Report Group Settings

Group Mame: | Jack's monthly reports

™ Set the email schedule for this group I

For this group, you can set the email schedule, email infomatio:

Schedule

Interval : Every Month

Next Date : 01/04/2015

n, and report format.

End Date : None

["ab Edit Schedule - Google Chrome EEEE
Email fnformation £ https://sg.gbo.intuit.com/c; { EMIrecu r’mode=3
From:| Jack Gordon <donotreply@intuit.coms
To:| gordonlocksmith@gmail.com Edit Schedule
Ce: Select interval
Supiect:| Monthly reports Daily ' [1st v |ofeveny1 | montn(s)
Note: ) Weekly i = R
® The first ¥ || Sunday v | of every 1 month{s)
The sams subject and note will ba used sach time B * Monthly : G -
Twice a month
Report Format When will the email be sent?

@ Attach the reports as Excel files
If chackad, the reports are sant as Excel files. Thay appear as at

Select date range

* No end date

' End after OCCUITENCES
Stop after @

Edit Schedule

[o¢ [ et F

CUSTOMISING REPORTS

You can customise a report, even when it is already on the screen, by selecting Customise in

the top left corner of the report.

ab QuickBooks

Home

Excel

Collapse

Save Customisations

Customers

Gustomise

is Financial Year-to-date | #| From: [01/07/2014 | To:

Suppliers ransaction Date;
Employees

Transactions

Reports

GST

Apps

10032015 |8 Run Report

North Shore Locksmith
PROFIT AND LOSS
July 1, 2014 - March 10, 2015

. TOTAL

Income

Sales 550.00
Total Income A$550.00
Gross Profit A$550.00
Expenses
Office expenses 80.00
Supgplies 400.00
Total Expenses  AS480.00
Net Earnings AS70.00
15 08:08:30 PAT EST GMT- s B

@ Help

8% Morth Shore Locksmith

Accruals Basis

Depending on the specific report, a number of areas are available to customise. These are

grouped into key areas including: general, rows/columns, lists/numbers, and header/footer.
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Customise Profit and Loss

General
Transaction Date; This Financial Year-to-date *

From:{01/07/2014 m To:| 10/03/2015 'E

Accounting Method: 7 Cash Basis
& Accrual

Sub tems: 7 Collapss
® Expand
Rows/Columns
Columns:| Total Onky

Sort By: @ Default
7 Total in ascending order
7 Total in descending order

Add Subcolumns for Comparison
[ Previous Period {PF) % Changs
[ Previous Year (PY) % Change
[ Year-To-Date (YTD) % of YTD
[J % of Row [ % of Column
[ % of Incomea [ % of Expanse

Show Rows: @ Active
oAl

After customising a specific report, select Run Report to display it with your changes.
Your reports can be displayed on screen, printed, emailed and even exported to Excel.

Selecting Email will send the report to the recipient(s) you specify, with a subject line and a
note. The report will appear both as an attachment and in the body of the email.

Exporting reports to Excel lets you make further modifications if desired. Reports exported to
Excel are provided with the relevant formulas.

You can save your customised report by selecting Save Customisations at the top of the
report. Your report will be saved in the My Custom Reports section of the Report Centre,
making it easy to access in the future.
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RUN REPORTS ON A IPAD/ IPHONE

Keep a finger on the pulse of your business with running reports from your iPhone/iPad. Select
reports option from your left hand side navigation menu to run the P&L report.

L2 T a5 -

Profit & Loss
$62.40 $62.40
NET OPERATING INCOME HET INCOME
0 =
Sajes 550.00

Tatal Revenus 550.00
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AUDIT LOG

The audit log feature allows you to keep a track of all activity — transactions, logons, changes to
settings, anything that is done within QBO.

1. Click on the company settings tab and select Audit Log under the Tools section

§0% North Shore Locksmith [G)JRSES

R =
North Shore Locksmith

Settings Lists Tools Your Company
Company Settings All Lists Import Data Your Account
Custom Form Styles Products and Services Reconcile Manage Users
Chart of Accounts Recurring Transactions Budgeting Feedback

Currency Centre Attachments Audit Log Privacy

QuickBooks Labs ~
[ Sign Out

2. The audit log captures the date of activity, user, event, name of customer/supplier, date of
the transaction like a payment, amount and a full history of what occurred giving you full
visibility of your account

{é'} North Shore Locksmith @ Help

Audit Log
Filter +  All
5 &
DATE CHANGED USER EVENT NAME DATE AMOUNT HISTORY
Mar 12, 3:20 pm A...  Jack Gordon Logged in.
Mar 12, 10:23 am ... Jack Gordon Logged in.
Mar 10, 9:04 pm A... = Jack Gordon Logged out.
Mar 10, 8:28 pm A... = Jack Gordon Edited Memorised Report: Jack's monthly reports View
Mar 10, 8:26 pm A...  Jack Gordon Logged in.
Mar 10, 8:15 pm A... ~ Jack Gordon Added Memorised Report: Jack's Profit and Loss View
Mar 10, 8:15 pm A...  Jack Gordon ggicia:lgel_mozzsed Report: Jack's monthly reports:lack's View
Mar 10, 8:14 pm A... ~ Jack Gordon Added Memorized Report: Jack's monthly reports View
Mar 10, 7:35 pm A...  Jack Gordon Added Bill Optus Pty Ltd 10/03/2015 ASEB0.00 View
Mar 10, 7:35 pm A...  System Admini... = Added Account: Accounts Payable (A/P) View
Mar 10, 7:33 pm A... = Jack Gordon Added Supplier: Optus Pty Ltd View
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One of the most useful features in QBO is payroll. Our payroll application is a fully featured
payroll solution and powered by KeyPay who are one of our ecosystem partners. Payroll is easy
to use and also offers employees a self-service portal to download payslips, change their details
and apply for leave. KeyPay also is SuperStream compliant and automates quarterly super
payments.

To setup payroll

1. In the Navigation pane on the left hand side click Employees.
2. Towards the top right of the screen click on Turn on Payroll

d@b QuickBooks Bitrsron | TS

@b Home Employees

4 Customers
Need to pay employees?

i Suppliers Turn on Payroll

Employees

. Transactions

Reports

Add employee
= GST

& &
NAME a | PHONE NUMBER EMAIL ADDRESS ACTION

There are no employees who match the criteria.

s 0-0

3. Fill out the mandatory fields

a. Name (leave as what is pre-populated)

b. ABN

c. Contact Name

d. Contact Email Address (leave as what is pre-populated)
e. Standard Hours per day

f. How often do you process pay rums?
N.B. The Standard Hours Per day is used help predict leave liability and to report on leave

liability, it is also used when employees apply for leave.

71



Getting Started Guide Getting Support

Enable Payroll \I \I

Add a New Business

Name

intuit autrainee2462 Company

Legal name

intuit autrainee2462 Company

ABN
N

ABN should contsin 11 digits *

Industry
~Please select an industry - [

yodans [oikeg

Contact name

Daonald Smith

Sign-up

4. Also choose whether to allow my employees to edit their details through the
self-service portal.

Setup Employees

Once you have setup Payroll the next step is to setup the employees. There are two options you
can setup the employees individually or do a bulk upload via a CSV files.

To setup a Single Employee

1. To setup a Single Employee on the main payroll screen click on Add Employee

Manage Employees Add Employee
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2. Enter the Tax File Number, click Next

Add Employee V V

New Employee Details

B Tax File Number

Tax File Number [shov]
ET oo

Tax File Declaration i)

Pay Run Defaults Title

Lucaling — Select a Title — EI

Bank Accounts

First Name
Super Funds
Completed

Preferred Name

Getting Support

voddng |[o4Td

3. In the New Employee Details screen you must enter
Start Date

First Name

Surname

Date of Birth

Residential Address

Residential Suburb

g. Postal Details (if different from Residential Details.)

mooo T

Click Next

4. When on Tax File Declaration screen select the Employment Type as Full Time.

Click Next

Roger Smith AV 4 N/
Pay Run Defaults Preferred Name
Locations

Bank Accounts

Employment Type

Ful Time [

Additional Information

Australian Resident For Tax Purposes
Claim Tax Free Threshold

[0 Claim Seniors Tax Offset

[] Claim Other Tax Offsat

[ Accumulated HELP Debt

[[1 Accumulated Financial Supplement Debt
[ Is Exempt From Flood Levy

Super Funds

Completed

Tax Variation
a %

Date Signed
Date Signed is the date the hard copy of the tax file declaration was signed by the employee. If you don't know what it s, its o 1o lesve it blank

Date Reported To ATO

e

voddng [[oikEd

N.B. From the information provided in the Tax File Declaration QBO Payroll will determine the
tax scale. Whilst QBO Payroll does not automatically lodge the payroll declaration for you; you
can download a Tax File Declaration report and then upload it to the ATO ECI interface. For the

report to be successful you must leave the Date Reported To ATO field empty.
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5. On the Pay Run defaults screen you must set
a. The employee is paid
b. Update the following to the Leave Allowance Template
i. Primary Pay Category (Permanent Ordinary Hours)
ii. Pay Schedule
iili. Primary Location
iv. Notification

Click Next
Roger Smith \/ \,
New Employee Default Pay Run Settings (Roger Smith)
. This employee is paid
B — 5| 65000001 per Annum [] based on a standard 40| hour week
Details This i the amployee's usual base cate of pay, axcluding any supecanuation, loading, o panaltes
Tax File Declaration Equivalent to $31.25 per Hour
Job Tile
Locations
Bank Accounts
Apply the following Leave All

Super Funds
Permanent Leave

Completed

woddng (ke

Primary Pay Category
Permanent Ordinary Hours
Pay Schedule
Weekly

Primary Location

intuit autrainee2462 Company

HNotifications

Eulcs I s eni s

Email

Super Threshold

-
https://quickbooks yourpayroll.com.au/Business/6721/NewEmpl

6. The next screen Locations allows you to setup cost centers to track hours against
different parts of the business. N.B. There is no correlation between Locations in
Quickbooks Online and Locations in QBO Payroll at the moment.

7. Journal entries that are transferred between QBO Payroll and Quickbooks Online do
identify QBO Payroll locations allowing allocation to the correct Location or Class in
Quickbooks Online.

Roger Smith \l \l

New Employee Locations (Roger Smith)

intuit autrainee2462 Company

e New South Wales
Tax File Number Castle Hills
Details Pyrmont
Tax File Declaration Victoria
Pay Run Defaults Brighton
Sonands
St Kilda

Bank Accounts
Super Funds

Completed as a sub-location within

the top level B © Add

Close
httns://auickhooks Il.com.au/Bu
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Getting Support

8. The Bank Accounts screen allows you to enter the employee’s bank account details.

You can also split the amount between multiple bank accounts based upon

percentage or fixed amounts.

Roger Smith X

New Employee Bank Accounts (Roger Smith)

NEW EMPLOYEE Bank Accounts

Tax File Number

Details Manage this employee’s bank details. You can canirol how much of an employes's pay goes into a bank sccount each pay run by spedfying a

Tax File Declaration percentage or a fixed smount

Pay Run Defaults

Locations Account Name BSB - Account Number Pay Into This Account Editable @
Bank Accounts

Super Funds Roger smith N 124124 12345678 - Entire balance ~
Completed % Percentage

§ Fixed Amount
Entire balance

Add

poddng [joikvd

9. Choose the superannuation fund the employee wishes to pay their superannuation
into, and enter their member fund. Superannuation Fund details can be searched for
by ABN, SPIN or SMSF. You can choose to pay between multiple superannuation
funds based on percentage or fixed amount.

Roger Smith X

New Employee Super Funds (Roger Smith)

NEW EMPLOYEE Super Funds
Tax File Number
Details Manags this smployee's super fund details, You can contral hew much of an employes's super goss into 2 super fund sach pay run by specifying =

Tax File Declaration percentage or & fixed amount

Pay Run Defaults

Locations Name Member Number Pay Into This Fund
Bank Accounts

Super Funds Choose Super Fund The entire balance ~
(e % Percentage

If an employee hasn't supplied you with a super fund, you can add superfunds later. At § Fixed Amount

The entire balance

Add

woddng ke
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10. If you wish to allow the employee to use the self-service portal click on the Enable Self
Service, enter the employee email address. An account will be created for the employee

Getting Support

and an email sent to them with the details of setting up the password and how to access

the Self Service Portal.

Roger Smith X

New Employee Completed (Roger Smith)

NEW EMPLOYEE + Roger Smith has been added successfully

TxFile Humber Wouldyouliketo  Enable Self Senice  for Roger?
Details
Tax File Declaration

Pay Run Defaults

Locations Add Another Employee Back To Employee List
Bank Accounts
Super Funds

Cloco
https://quickbooks.you ll.com au/Business/6721 /NewEmployee/TaxFileDeclaration/Index/56839

F
Enable Self Service
The Self Service Portal allows employees to view their pay slips, manage their
personal details and apply far leave.

Email Address Roger Smith@wandering.com.au :

Clicking ‘Enable’ will email the employee with details on logging into QuickBooks
Payroll and selecting a password.

L

poddng joiked
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Setup a Pay Run

Once you have setup QBO Payroll and employees, you are ready to create a Pay Run. A Pay Run
only needs to be configured once; it will then automatically run each period as configured.

1. From the main payroll screen click on New Pay Run

New Pay Run

Employees R
Fouaea o 5 KerPey $0.00 ’
$0.00 $0.00

2014 - 2015 TOTAL PAY COST

Employees Pay Runs Reports Seftings "
Manage Employees Add Employee g
Recently Viewed Employees View Al
Roger Smith

2. On the Pay Run screen select the Pay Schedule, enter the date for the Pay Period
Ending and the Date pay run will be paid. Click Create.

Pay Schedule Weekly El
Pay Period Ending 15/08/2014 =]
Date payrun will be paid 18/08/2014 =]

Close

| poddng joiked
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3. The next screen will then show you a summary of the pay run including, all employees in
that run, their earnings, tax, and superannuation figures.

Weekly

Actions

@ waming

Add Message

Total
Hours
> Roger Smith 40.00

Totals

4. By clicking on the individual employee line you can expand the details. Here you can see
Leave Accrued and add Notes For This PayRun. In addition by clicking on the Actions

Add Employees

Pre-Tax

Pay period 9/08/2014 to 15/08/2014 « Paid date 18/08/2014

Adjust Pay Period

Taxable Post-Tax

Eamnings Ded

$1.250.00 ' $0.00

$1,250.00 $0.00

Eamnings  Deducti
51,250.00 50.00

$1,250.00 $0.00

Hide Unpaid Employees

@Help~

Delete Payrun

Withheld A . @
Net
PAYG ~ SFSS HELP SGC EC Expenses Eamnings
$270.00 50.00 $50.00 $118.75 $0.00  $0.00 §980.00
$270.00 $0.00 $0.00 $118.75 $0.00  $0.00 $980.00

voddng oikeg

button you can make numerous adjustments, such as Add Earnings, Take Leave, Adjust
PAYG, Adjust Leave and Exclude from pay run.

Earnings

HOURLY EARNINGS
Permanent Ordinary Hours

Leave Accrued

Annual Leave
Personal/Carer's Leave

Long Service Leave

Notes For This Payrun

Totals

intuit autrainee2662 Company

$1,250.00 $0.00

$1,250.00 $0.00

Hours

Automatically Accrued

Automatically Accrued

Automatically Accrued
Available from: 1/08/2023

$270.00 §0.00 $0.00

Rate (per heur)

$ 3125

$118.75

Hours

Hours

Hours

Total Gross Pre-Tax Taxable  Post-Tax Net
Hours Earnings Deductions Earnings Deductions PAYG SFSS HELP SGC EC Expenses Earnings
wRoger Smith 4000  $1,250.00 $0.00 $1,250.00 §0.00 $270.00 $0.00 $0.00 811875 $0.00 $0.00 $980.00

30768

1.5384

Leave Balances

$0.00

$0.00

Actions

$980.00
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5. Once you have completed any adjustments you can hide the full details of the employee
by clicking on the summary line at the top. Before you complete the pay run look for any
warnings. To see the details of the warning click on it.

Weekly

Pay period 9/08/2014 to 15/08/2014 - Paid date 18/08/2014

> A

¥ Roger Smith

Totals

Withheld Amounts
Pro Tax Taxable Post.Tax
Deductions  Famings  Doductions  PAYG SFSS HELP SGC

Total  Gross
Hours  Eamings

4000 $1.25000 $000 $1.25000 S000 §27000 $000 3000 SUETS

4000 $1.250.00 $0.00

91,2500 $0.00 $27000 $0.00 $0.00 SHBTIS  $0.00  $0.00

Super Contributions

Het
EC Expensos  Famings
$000  $000 $980 00

$980.00

6. In this scenario there is a warning regarding ABA files. QBO Payroll will not automatically
pay your employees, but it can create an ABA that you can upload to your bank to pay
multiple employees at the same time. To setup ABA file click on the warning about ABA
details have not been provided for this business, then click on Fix This. On the ABA Details

screen click on Add.

BSBNumber 123123
Arcoum Number 17345578
AccourtName  Autrance2s6z
Financial instoution Code anz o
Lodgement Reference
Name of User Supplying  Don

File

APCA User id

nchude Sef Balancig
Transaction

=

7. Fill out the required details and click Save. Check for any other warnings and deal with
them appropriately. QBO Payroll will automatically inform you of situations such as when
an employee has requested more leave than they are entitled to.
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8. To finish this pay run click on Finalise Pay Run and select Date Paid, click Finalise.

You are about to finalise this pay run

Finalising a pay run locks the pay run to prevent it from being edited in the future.

If you are happy with the figures for this pay run, please enter the date that payments will be
processed and click finalise.

Date Paid: 18/08/2014 =]

Important

Please note that pay runs are not paid automatically. It is your responsibility to pay
the employees, either through manual payment or by downloading an ABA file and
uploading it to your internet banking provider.

Finalise Cancel

9. One the pay run has been finalised, it is locked. You can Unlock it and make changes but
this should be done before any payments are made. Also once the pay run is finalised you
can run any reports you need, Download ABA file so it can be uploaded to the bank and
Send Pay Slips

Unlock Download ABA Audit Report Pay Slips Send Pay Slips

N.B. Once the pay run is completed journals are automatically posted to QBO and the relevant
accounts.
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There is lots of support available for QuickBooks Online when you need it.

To access online help, select the question mark icon in the top right corner of the
QuickBooks Online screen.

- Here you can type in your question to get an answer.

07 North Shore Locksmith @ Help

Help

(]

e You can also ask fellow users a question by clicking on Ask Community.

If you prefer to chat to our Care team, click on Chat. This will launch a live chat session so
you can chat with one of our care team members.

Alternatively, you can send us an email by clicking on Email.
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PROVIDING FEEDBACK

We love hearing your feedback on using QuickBooks Online — both good and bad. To provide us
with your feedback, click on Feedback in the Your Company section of the Company menu.

{§} North Shore Locksmith @ Help

—

North Shore Locksmith

Settings Lists Tools Your Company
Company Settings All Lists Import Data Your Account

Custom Form Styles Products and Services Reconcile Manage Users

Chart of Accounts Recurring Transactions Budgeting
Currency Centre Attachments Audit Log Privacy

QuickBooks Labs

[% Sign Out

Here you can provide product feedback and suggestions. This link allows for a screenshot of the
page in question.

§0» North Shore Locksmith | (2) Heip

Feedback

) Include a screenshot of this page

ie

Help us decide what to add next

We hope you found this Getting Started Guide useful. If you are an accounting professional,
refer to the Getting Started Guide for QuickBooks Online Accountant for accountant specific
information. For additional information, please visit: www.intuit.com.au

@ NOTE: If you require additional support, your QuickBooks Online subscription gives you
access to technical experts Monday to Friday 8:30 to 18:30 AEST.
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