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PREFACE

QuickBooks Online Plus: A Complete Course 2019 is a comprehensive instructional learning
resource. The text provides training using QuickBooks Online Plus accounting program (for
simplicity, the program is referred to as QuickBooks Online in the text).

NEW TO THIS EDITION

As is stated throughout the text, QuickBooks Online is frequently changed, updated, and
enhanced. Many of these changes are incorporated into the text, while others may or may not be
mentioned or explored in much detail because the companies used are fictitious, the dates used
are not current, or a variety of other reasons. The new features included in the text are:

New application and download procedures for the Educational Trial Version of QuickBooks
Online

Use of a new Report Center

Update of potential change of renaming the Sales Center to Invoices on the Left Navigation bar
Implement changes to creating a company in QuickBooks Online

New procedures for customizing invoices, sales receipts, and estimates

Partial fulfillment of a Purchase Order

Use of EFT and ACH payments

Changes to use of Debit and Credit Cards

New Reconciliation screens and methods

Preparation of an Audit Log

New simplified Budget creation

New way to mark Inventory ltems as taxable

Use of automatic sales tax

How to override automatic sales tax

New sales tax payment methods

Merging List entries

Add users with different access rights

New Payroll Center and methods for processing payroll

Privacy button

b D D D b b D D D D b D D D S

QUICKBOOKS COURSE

The text is designed for a one-term course in microcomputer accounting. It covers using
QuickBooks Online Plus for a business that sells both services and inventory items/products. After
creating a company, students record transactions, prepare reports, receive payments, order and
pay for merchandise, provide sales discounts, collect and pay sales taxes, and more for a full
business cycle. When using the text, students should be familiar with the accounting cycle and
how it is related to a business. No prior knowledge of or experience with computers, Windows, or



XXii QUICKBOOKS ONLINE PLUS: A Complete Course 2019

QuickBooks Online Plus is required; however, an understanding of accounting is essential to
successful completion of the coursework.

SOLVING TEACHING AND LEARNING CHALLENGES

This text’s approach is learner-centric. Emphasis is placed on the use of QuickBooks Online Plus’s
innovative approach to recording accounting transactions based on a business form rather than
the use of the traditional journal format. This approach, however, is correlated to traditional
accounting by recording adjusting entries, completing end-of-period procedures, and using the
“behind the scenes” Journal. QuickBooks Online is cloud-based and allows students to access
QuickBooks Online Plus from any computer with a Web browser. The text uses a tutorial-style
training method to guide the students in the use of QuickBooks Online in a step-by-step manner
and is designed to help students transition from training to using QuickBooks Online Plus in an
actual business.

The text provides:

Comprehensive exploration of QuickBooks Online Plus

Instructions for applying and activating a one-year Educational Trial Version of QuickBooks
Online Plus

Reinforcement of accounting concepts

Opportunity to work in a cloud-based environment

Creation of a company for use in QuickBooks Online

Introduction to and a thorough exploration and use of many features of QuickBooks Online
Experience in recording transactions for services and inventory items/products

Exploration of error correction and resulting ramifications

Transactions ranging from simple to complex that simulate real-world occurrences

Business forms and reports are prepared, customized, and printed, emailed, and/or exported
to Excel

Instructions are provided for inviting your accountant to work with your QuickBooks Online
Company

Details regarding a subscription and use of QuickBooks Online Accountant are provided
Alternate method of creating a company by importing a QuickBooks Desktop company file is
included

Appendices contain information regarding QuickBooks Online Mobile, Recurrent Transactions,
Time Tracking, and Attachments, among others

Opportunity to customize forms, settings, and reports

Screenshots used liberally to show:

= QuickBooks Online screens

= Completed transactions

= Reports

Extensive assignment material including:

= Drill using Intuit’s Test Drive Company

= Do using the company created in Chapter 2

= Additional transactions near the end of each chapter for reinforcement

*= End-of-chapter questions (true/false, multiple-choice, fill-in, and computer assignment)

R A D D A 2 2 D D D A D
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Educational Trial Version

When using the text, students are eligible to sign up on www.intuit.com/partners/education-
program for a one-year Educational Trial Version of QuickBooks Online Plus for no charge. As
students work in the text, they practice entries and explore QuickBooks Online Plus using the Intuit
Test Drive Company. After completing a drill, students then use the company they create in
Chapter 2, Your Name’s Beach Barkers, to enter transactions, prepare reports, and analyze data.
At the end of each chapter, there are additional transactions that students complete without step-
by-step instructions.

ORGANIZATIONAL FEATURES OVERVIEW

This title is designed to present accounting concepts and their relationship to QuickBooks Online
Plus while providing extensive training on how to use the program. Within each chapter,
accounting concepts and QuickBooks Online procedures are introduced and reinforced by
completing a DRILL section for practice using a sample company. Then, students complete a DO
section where they enter similar transactions in a company they create and use throughout the
course. The transactions for both Drill and Do sections will be presented in a Memo box. The
students will analyze the transactions just as they would in an accounting concepts course. After
that, they are guided through the entry of the first transaction in a step-by-step manner.
Screenshots of the corresponding areas used in QuickBooks Online are included. After a
transaction entry is completed, a screenshot of the solution is shown. After the initial transaction,
other transactions with more involved or complicated procedures will be shown. Finally, there will
be transactions that will be completed without step-by-step instructions. At the end of each
chapter, the student’s company will be used to complete the Additional Transactions section of
the chapter. Additional Transactions do not provide step-by-step instructions or show
screenshots.

While completing each chapter, students will:
% Learn underlying accounting concepts
% Receive hands-on training using QuickBooks Online Plus

% Analyze and record transactions for a business that sells both services and products

The following chart provides more information regarding the organization of the text:

AREA OF
ORGANIZATION ORGANIZATION FEATURES
Text * Divided into Chapters covering

= Chapter 1—Introduction to QuickBooks Online Plus

= Chapter 2—Create a Company

= Chapter 3—Sales and Receivables: Service ltems

= Chapter 4—Payables and Purchases: Service ltems

= Chapter 5—General Accounting and End-of-Period Procedures

= Chapter 6—Sales and Receivables: Products/Inventory and
Service ltems, Sales Tax, and Discounts

= Chapter 7—Payables and Purchases: Inventory, Bills, Payments,
and Discounts

= Chapter 8—General Accounting, Inventory Adjustments, Pay
Sales Taxes, Budgets, and End-of-Period
Procedures
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= Chapter 9—Payroll

= Appendix A—Create a Company Using QuickBooks Desktop
=  Appendix B—Go Mobile

= Appendix C—Additional Features

= Appendix D—QuickBooks Online Accountant

Chapters * The Intuit Test Drive Company is used to drill, practice, and explore
transaction analysis and entry within each chapter

* In Chapter 2 students use their subscription to QuickBooks Online Plus
and create a company that will be used throughout the text to enter
transactions. The company will be used through a full business cycle
and will sell both services and inventory items

* End-of-chapter materials reinforce concepts and applications learned in
the chapter and include:
= Additional Transactions
= True/False questions
= Multiple-Choice questions
= Fill-in questions
= Computer assignment questions

DEVELOPING EMPLOYABILITY SKILLS

Many studies have been done that identify requirements for job skills in business. These include
critical thinking, problem solving, oral and written communications, professionalism and work
ethics, teamwork and collaboration, self-management/initiative and mindset, creative thinking,
information/technology application, leadership, and social responsibility.

If you’re not an accounting major, you may be thinking that this course or these job skills are

not relevant to you. Let me assure you that they are. Whether or not you plan on a career in
accounting or bookkeeping, the concepts, procedures, and job skills you learn and apply in this
course will help you in business and/or in life. Moreover, it is only through the aggregate of your
educational experience that you will have the opportunity to develop many of the skills that
employers have identified as critical to success in the workplace. In this course and, specifically in
this text, you will have the opportunity to develop job skills while training to use QuickBooks Online
Plus to keep the financial records of companies. You will analyze business transactions, track and
record daily transactions, manage sales and expenses, prepare and analyze financial reports,
understand the process of using computerized accounting versus pencil and paper accounting
and bookkeeping, and find and correct errors, among others. When using this text, students use
the QuickBooks Online Plus program to facilitate learning important business practices, analysis,
organization, and others. These skills are used in businesses large and small and are universal in
scope.

RESOURCES

There are a lot of resources available for both student and instructor use. Pearson Education
maintains a web site where student and instructor materials may be downloaded for course use at
www.Pearsonhighered.com/horne. The web site contains the Student Download Page and
Instructor Resources.
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Student Download Page

The Student Download Page contains student materials that may be downloaded from the
Pearson web site and used in conjunction with the textbook.

SUPPLEMENT FEATURES OF THE SUPPLEMENT
Data Files * Updates and Errata Data files
= Update files contain new program features and
changes

= Errata contain corrections for text errors
= Update and Errata materials may be contained within
the same document or may be separate
* Excel Import files
= Used to import company data to create a company
in Chapter 2
* Logos for Your Name’s Beach Barkers and Shape Up
= Beach Barkers Logo is used in Chapter 6
= Shape Up Logo is used in the Chapter 6 computer
exam and in the Practice Set
* Bonus Practice Set
= A PDF of the comprehensive Practice Set
= Excel Import Files used to create the company, Your
Name’s Shape Up, for the Practice Set

Instructor Resources

At the Instructor Resource Center, www.Pearsonhighered.com/irc, instructors can easily register
to gain access to a variety of instructor resources available with this text in downloadable format.
This program comes with the following teaching resources:

SUPPLEMENT FEATURES OF THE SUPPLEMENT
Data & Solution Files * QuickBooks Desktop Company files for Chapters 1, 2,
3,4,and 5

= These files may be used within the first 60 days
after program activation

= Used to create a QBO company with correct
chapter data
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Instructor’s Resource Manual |+ |Instructor’s Manual
= Assignment Sheets
= |IM Preface for Instructors
= |[M Table of Contents
= Teaching suggestions
= Classroom Procedures for Instructors
= Full-Term and Short-Term Assignment Sheet
= QBO Accountant Enrollment Procedures
* Practice Set contains materials for the bonus
comprehensive practice set
= Excel Import Files for practice set company
creation
= QuickBooks Desktop Import File for practice set
company creation
= Practice Set—Word and PDF documents
= Practice Set Suggestions and Information

Instructor’s Solutions Manual |+« Checklist answer key for each chapter
* End of Chapter Questions answer key
* Excel Reports
= All reports printed within each chapter are
available as Excel files
* Excel Reports for corrections
= Additional unassigned reports for each chapter
containing information that may be helpful for
corrections
* Practice Set Solutions
* Adobe (.pdf) files for all printouts prepared in text are
available in three ways:
= Each PDF file as an independent document in
folders for each chapter
= A single PDF document for each chapter in the text
= One document containing all the PDF printouts for
the entire text

PowerPoint Presentations * Slides include screenshots, graphs, and tables in the
textbook.

* Notes for each chapter

* PowerPoints meet accessibility standards for
students with disabilities. Features include, but are
not limited to:
= Keyboard and screen reader access
= Alternative text for images
= High color contrast between background and

foreground colors

Test Bank *  Written exams and keys for
= Every chapter in text
= Final exam
*  Computer exams and solutions
= Exam for each chapter
= Exam for practice set
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Updates and Errata » Updates and Errata

= Update files contain new QBO features and
program changes

= Errata contain corrections for text errors

= Update and Errata may be contained within the
same document or may be separate documents

QuickBooks Online Resources

Intuit provides many resources for program users. Information for assistance may be found in
QuickBooks Online Help within the program or you may search for information and tutorials online.
Other resources may be obtained by clicking one of the links in the table below.

To get help with QuickBooks Online, go to:

Tutorials: https://quickbooks.intuit.com/tutorials/

Help Community: https://quickbooks.intuit.com/community/Help-articles/ct-p/help-
articles-us?label=QuickBooks%200nline

If you need additional assistance, you may email Education@intuit.com

Program Updates

QuickBooks Online is constantly evolving with the addition of new features, apps, and procedures
that change frequently. Everything in the text is correct at the time of this writing; however, by the
time of publication some changes to the program may occur. With the dynamic platform of cloud-
based software, changes to the program may occur at any time. QuickBooks Online Plus may be
updated at approximately six-week intervals. While most changes do not significantly affect the
use of QuickBooks Online, changes that need further explanation will be addressed in Update
Documents posted on the www.Pearsonhighered.com/horne web page.

To view Intuit information about changes to the QuickBooks Online program, visit the blog at:
https://quickbooks.intuit.com/blog/whats-new/. To obtain more in-depth information about the
program changes, click on the articles shown and you will be taken to documents that describe
them in more detail.

In addition, Intuit has a practice of introducing new program features to different groups of users at
different times. It is highly possible that several students will be selected at random by Intuit to use
the new features and others will not. So, if a student’s screen suddenly does not match the text,
new features may have been added to QuickBooks Online. If the student’s screen does not match
the other students’ screens, know that the student may have been selected to test new features.
Whenever possible, program changes are incorporated into the text, but some changes will not be
able to be included until the next edition.

To see UPDATE documents showing information about new features and program
changes, go to www.Pearsonhighered.com/horne and click on the Student Download
Page at the beginning of each chapter.
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Errata, Updates, and Instructor Comments

While | strive to write an error-free textbook, it is inevitable that some errors will occur. As |
become aware of any errors, they will be posted in the Instructor’s Resource Center on the
Pearson Web site at www.Pearsonhighered.com/horne. Once the errata document is posted,
instructors should feel free to share that information with their students and to check back
periodically to see if any new items or documents have been added. If you or your students
discover an error, or have suggestions and/or concerns, | would appreciate it if you would contact
me and let me know what they are. My email address for instructors is also shown in the
Instructor’s Resource Manual.

In addition, because of the frequent changes to QuickBooks Online Plus, update documents will
be prepared and posted periodically to help you navigate through the changes in the program.
Again, do not hesitate to contact me regarding changes to the program.
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INTRODUCTION TO
QUICKBOOKS ONLINE PLUS

LEARNING OBJECTIVES

At the completion of this chapter, you will be able to:

1.01. Explain the differences between manual and computerized accounting.

1.02. Have knowledge of the versions of QuickBooks that are available.

1.08. Understand the definition of Cloud-Based Computing.

1.04. Understand system requirements for QuickBooks Online Plus.

1.05. Know the operating systems and browsers used by QuickBooks Online Plus.

1.06. Realize that QuickBooks Online Plus continues to evolve and change.

1.07. Recognize the Drill and Do buttons as instructions to complete a task in training.

1.08. Be able to identify that the Drill button is used whenever working in the Test Drive
Company.

1.09. Understand the importance of dates.

1.10. Create a Gmail Account for use in the course, if needed.

1.11. Apply for the Educational Version of QuickBooks Online Plus.

1.12 Activate the Educational Version of QuickBooks Online Plus and create the company Your
Name’s Beach Barkers.

1.13. Open QuickBooks Online Plus Test Drive Company.

1.14. Identify areas of the QuickBooks Online Plus Home Page.

1.15. Explore and practice QuickBooks Online Plus features using the Test Drive Company.

1.16. Know how to use the Top-Navigation bar. Including Create, Search, View Recent

Transactions, Gear icon, and Use Help.
1.17. Know how to use the Left-Navigation bar to access centers. Including Dashboard, Banking,
Sales (or Invoices), Expenses, Workers, Reports, Taxes, Accounting, and My Accounting.
1.18. Explore the subsections in each of the centers in QuickBooks Online Plus.
1.19. Use Keyboard Shortcuts.
1.20. Be able to exit QuickBooks Online Plus and the Test Drive Company.

MANUAL AND COMPUTERIZED ACCOUNTING

The work performed to keep the books for a business is the same whether you use manual or
computerized accounting. Transactions need to be analyzed, recorded in a journal, and posted to
a ledger. Business documents such as invoices, checks, bank deposits, and credit/debit memos
need to be prepared and distributed. Reports to management and owners for information and
decision-making purposes need to be prepared. Records for one business period need to be
closed before recording transactions for the next business period.

In a manual system, each transaction that is analyzed must be entered by hand into the
appropriate journal (the book of original entry where all transactions are recorded) and posted to
the appropriate ledger (the book of final entry that contains records for all the accounts used in the
business). A separate business document such as an invoice or a check must be prepared and
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distributed. In order to prepare a report, the accountant or bookkeeper must go through the journal
or ledger and look for the appropriate amounts to include in the report. Closing the books must be
done item by item via closing entries that are recorded in the journal and posted to the appropriate
ledger accounts. After the closing entries are recorded, the ledger accounts must be ruled and
balance sheet accounts must be reopened with Brought Forward Balances being entered.

When using a computerized system and a program such as QuickBooks Online Plus, the
transactions must still be analyzed and recorded. Rather than using journals for original entry,
QuickBooks Online Plus operates from a business document point of view. As a transaction
occurs, the necessary business document (an invoice or a check, for example) is prepared. Based
on the information in the business document, QuickBooks Online Plus records the transaction in
the account register and enters the necessary debits and credits in the Journal. If an error is made
when entering a transaction, QuickBooks Online Plus allows the user to access the business
document, account register, or journal to return to the business document and make the
correction. Reports are prepared with a click of the mouse.

DEVELOPING SKILLS FOR YOUR CAREER

If you’re not an accounting major, you may be thinking that this course and the job skills you will
learn are not relevant to you. Please be assured that they are. Whether or not you plan on a career
in accounting or bookkeeping, the concepts, procedures, and job skills you learn and apply in this
course will help you in business and/or in your life. Moreover, it is only through the aggregate of
your educational experience that you will have the opportunity to develop many of the skills that
employers have identified as critical to success in the workplace. In this course, and specifically in
this text you’ll have the opportunity to develop job skills and practice using QuickBooks Online to
keep the financial records of companies. You will analyze business transactions, prepare and
analyze financial reports, understand the process of using computerized accounting versus pencil
and paper accounting and bookkeeping, and find and correct errors, among others. Because
learning about and using QuickBooks Online has so many job skills incorporated into the training,
the text will not point out each individual skill.

IMPORTANT NOTE

QuickBooks Online is constantly evolving with the addition of new features, apps, and procedures
that change frequently. Everything in the text is correct at the time of this writing; however, by the
time of publication some changes to the program may occur. With the dynamic platform of cloud-
based software, changes to the program may occur at any time. QuickBooks Online Plus may be
updated at approximately six-week intervals. While most changes do not significantly affect the
use of QuickBooks Online, changes that need further explanation will be addressed in Update
Documents posted on the Pearson Higher Ed web page. In addition, Intuit has a practice of
introducing new program features in different groups of users at different times. It is highly
possible that several students will be selected at random by Intuit to use the new features and
others will not. So, if your screen suddenly does not match the text new features may have been
added to QuickBooks Online. If your screen does not match the other students’ screens, know
that you have been selected to test new features. When using QBO, you may also download and
use Apps. Apps are programs that are designed to integrate and work with QuickBooks Online.
Some Apps are free while others require a payment. As a result, Apps are not included in the text.
Whenever possible, program changes are incorporated into the text but some changes will not be
able to be included until the next edition.
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STUDENTS: To see UPDATE documents showing information about new features and
program changes, go to www.Pearsonhighered.com/horne and click on the Student
Download Page at the beginning of each chapter.

VERSIONS OF QUICKBOOKS

This text uses QuickBooks Online Plus. For training purposes, the program name will be shown as
QuickBooks Online or QBO. Other versions of QuickBooks Online and QuickBooks Desktop
software are available. It is important to know about them, so you can make an informed decision
regarding your software purchase/subscription when you are finished with the class and your
educational trial version expires. QuickBooks accounting software is divided into two categories:
Online and Desktop. The following information describes the features available for each of the
software programs and provides the retail prices at the time of this writing. All prices are subject to
change and may not match the amounts shown in the text.

QuickBooks Online

Four versions of the software are offered for a monthly subscription rate. Each of the QuickBooks
Online programs includes different levels of features. All of the programs use an online account,
provide automatic data backup, and provide bank-level security and encryption.

Self-Employed is designed for small Schedule C businesses and allows access for one user (the
owner) and for one accountant. The program is used to track income and expenses. It can
separate business from personal spending, calculate estimated quarterly taxes, track mileage, and
classify expenses by Schedule C categories. In addition, invoices can be sent from your
smartphone, online payments can be enabled, and transactions from bank, credit card, PayPal,
and Square accounts can be downloaded. Limited reporting is available. At the time of this writing
the subscription rate is $10.00 per month. You may also bundle the program with TurboTax, which
includes automatic calculation and online payment of quarterly estimated taxes, exporting
Schedule C to TurboTax, and one federal and one state tax return filing for $17.00 per month.

Simple Start is a more comprehensive software package than Self-Employed. Full-user access is
allowed for one person. Up to two accountants may be added as users for no additional charge.
You may track income and expenses, securely import transactions from your bank, credit cards,
PayPal, and Square accounts. capture and organize receipts, automatically sort transactions into
tax categories, and link expense receipts to transactions. You may process unlimited invoices and
estimates, charge sales tax, print checks, record transactions, import data from QuickBooks
Desktop, import and export lists to/from Excel, access your data and/or snap photos of receipts
from a smartphone or tablet. Data is automatically backed up in the Cloud and strong bank-level
security measures are in place. The program includes the ability to integrate with available
applications and QuickBooks Point of Sale. Several standard reports may be prepared and/or
customized. At the time of this writing, the subscription rate is $20.00 per month. Payroll services
may be added for an additional monthly fee.

Essentials Includes everything from Simple Start but adds the capability to have access for three
users with permission controls (can setup users and limit access to certain areas of the company
or you may allow full access to everything). Includes payables —vendors, bills, payments, and
scheduled payments. Time tracking may be used to track billable hours by client or employee.
Setup invoices to automatically bill on a recurring schedule, compare sales profitability with
industry trends, and enable delayed charges and credits. Several standard reports may be
prepared and/or customized. At the time of this writing, the subscription rate is $35.00 per month.
Payroll services may be added for an additional monthly fee.
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Plus (This is the program you will use for this course.) The program includes everything from
Simple Start and Essentials but adds the capability to have access for five users with permission
controls (may have up to 25 users total for additional fees). Maintain and track inventory using
FIFO (First-in First-out), create and send purchase orders, prepare estimates, create budgets, use
class tracking to categorize income and expenses, and track sales and profitability for each
location. Projects may be setup and tracked to determine the income, expenses, and payments for
each project. Non-billable time for each project may also be tracked. Employees and
subcontractors may have limited access to enter time worked (time-tracking). Many reports may
be prepared and/or customized. At the time of this writing, the subscription rate is $60.00 per
month. Payroll services may be added for an additional monthly fee.

Advanced Includes all the features from Simple Start, Essentials, and Plus but adds the capability
to have ten users, use Smart reporting powered by Fathom, import invoices, customize user
permissions, use a dedicated customer success manager to connect you with needed resources,
go to the front of the customer support line with Priority Care so that issues are resolved quickly,
and complete five online classes to train your team. At the time of this writing, the subscription rate
is $150.00 per month. Payroll services may be added for an additional monthly fee.

Additional Subscriptions for QuickBooks Online

QuickBooks Online has a large variety of extras available that may be added to the program. Some
of the most important and widely-used subscriptions are for payroll and online payment
processing. In addition, QuickBooks Online works with a wide variety of Apps, which are small
programs that integrate and work with QuickBooks.

Payroll is an additional subscription that is used to pay W-2 employees and file payroll taxes. It
may be added to any of the QuickBooks Online versions. At the time of this writing, Self Service
Payroll or Full Service Payroll may be purchased as a standalone program or may be bundled with
either QuickBooks Online Simple Start, Essentials, or Plus for an additional fee per month.

Self-Service Payroll integrates with QuickBooks and has 24-hour direct deposit. You enter
employees’ hours and QuickBooks automatically calculates the taxes on every paycheck. It
monitors and updates federal, state, and local taxes. Employees can view pay stubs and W-2’s
anytime using the employee portal. Provides payroll tax forms that you may complete and
reminds you when payroll tax forms are due. At the time of this writing, the subscription rate is
$39.00 per month plus $2.00 per employee per month. Or, you may purchase Self-Service
Payroll with QuickBooks for $59 per month plus $2.00 per employee per month. QuickBooks
Plus and Self-Service Payroll is $99 per month plus $2.00 per employee per month.

Full-Service Payroll includes all the features of Self-Service Payroll. In addition, the program
allows previous payroll data to be added to QuickBooks, completes and files payroll taxes, has
a guarantee of no tax penalties, completes payroll setup, and includes end of year payroll
forms. At the time of this writing, the subscription rate is $99.00 per month plus $2.00 per
employee per month. Or, you may purchase Full Service Payroll with QuickBooks for $119 per
month plus $2.00 per employee per month. QuickBooks Plus and Full Service Payroll is $150
per month plus $2.00 per employee per month.

Payment Processing is used to email invoices with a Pay Now link directly from QuickBooks
Online and Desktop programs. With the Pay Now link, you can accept ACH bank transfers and all
major credit cards. As soon as an invoice is paid, QuickBooks auto-deposits the payment and
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updates your books automatically. At the time of this writing, there are several types of plans
available. QuickBooks Online has Pay as you go or monthly subscription plans. With Pay as you
go, you pay per transaction for $0.00 per month and transaction fees of Card elnvoice (customer
makes an online payment for an invoice using a credit card) 2.9% + 25¢, Card Keyed 3.1% + 25¢,
and ACH (bank transfers) Free. With the monthly subscription, you pay $16.00 per month and
transaction rates of Card elnvoice 2.75% + 25¢, Card Keyed 2.9% + .25¢, and ACH (bank
transfers) free.

QuickBooks Online Accountant

QuickBooks Online Accountant is a portal for accountants to use for central access to clients’
QuickBooks Online companies. Accountants may work with clients using any of the QuickBooks
Online programs. It has features for managing the accountant’s practice and books, as well as
special accountant-only tools that may be used inside clients’ QuickBooks Online companies.
There is a special navigation bar that provides access to Your Practice (Clients, Team, and
ProAdvisor) and Your Books (the accounting firm’s company file). When an accountant has been
added as a user to a client’s company, the accountant can access the company, make
corrections, reclassify transactions, write off invoices, and prepare reports. As an accountant, you
may offer your clients discounted QuickBooks Online subscriptions. At the time of this writing, a
180-day subscription is valid for accounting professionals only. After that time, an accountant will
automatically maintain full access to QuickBooks Accountant Online for free if an active
ProAdvisor membership or at least one current QuickBooks Online client is maintained.

QuickBooks Desktop

There are six desktop versions available. Essentially all of the programs include many of the same
capabilities and are complete accounting programs that enable a company to create invoices,
track sales and expenses, manage accounts payable, prepare sales and tax reports, automatically
download bank transactions, calculate and rebill job costs, calculate discounts by
customer/vendor, prepare purchase orders, manage and track inventory using the average cost
method, track bounced checks, and many other capabilities. In addition, you may use Income
Tracker and Bill Tracker to monitor the income and outflow of your money, Insights on the
Homepage to get the full picture of your business performance, and Company Snapshots to get a
real-time view of your business. Use automated reports, an improved Smart search, and view
report filters. Accountant Collaboration Tools are available for use when working with your
accountant.

Pro includes more than 100 reports and allows three users. At the time of this writing, the program
may be purchased for a special price of $299.95 for a one-time payment.

Pro Plus contains all the features of QuickBooks Pro and adds unlimited customer support,
automatic data back-up and recovery, and easy software updates and upgrades. At the time of
this writing, a subscription is available for $299.95 per year.

Premier includes more than 150 industry specific reports and contains everything that is in Pro as
well as industry-specific features. From Premier you may toggle to another edition of QuickBooks
including Accountant, Contractor, Manufacturing & Wholesale, Nonprofit, Professional Services,
Retail, and Pro. You may track costs for products and inventory and set product and service
prices by customer type. You may have up to five users for no additional charge. At the time of this
writing, you may purchase the program for a one-time payment of $499.95.
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Premier Pro contains all the features offered in Premier. You may select an annual subscription
and pay $499.95 per year. This annual subscription includes unlimited support, automatic data
backup, and software updates and upgrades.

Enterprise contains all the features included in Premier but is designed for a larger business. You
can track six times more customers, vendors, inventory items, and employees than with
QuickBooks Premier. Enterprise Solutions accepts payments, tracts inventory, and runs many
more reports than other versions of QuickBooks. Depending on the level of Enterprise you select,
you may have from one to thirty users. The features included vary based on the level of Enterprise
selected and may include Enhanced Payroll, which is used to file payroll taxes, pay employees,
and prepare W-2s; Advanced Inventory, which allows you to reorder quickly; use pick, pack, and
ship functionality; FIFO Costing; barcode scanning; bin location tracking; Advanced Pricing, which
enables you to provide quantity discounts, manufacturer markdowns, promotional rates, and price
changes by class; and Advanced Reporting, which allows you to access all your QuickBooks data
to create any report needed, consolidate reports from multiple company files, and create custom
reports. Online backup and data protection are included for all levels of Enterprise. Cloud hosting
is available for a fee. At the time of this writing, there are three subscription levels available Silver,
Gold, and Platinum. Pricing is based on the number of users (up to 30). The costs for one user are:
Silver $1,100.00 per year. Bundled with Online Web Hosting the cost is $136.00 per month. Gold
$1,430.00 per year. Bundled with Online Web Hosting the cost is $163.00 per month. (Gold level
includes a more powerful functionality to pay and file taxes, pay employees, and streamline payroll
with QuickBooks Enhanced Payroll); and Platinum $1,760.00 per year. Bundled with Online Web
Hosting the cost is $191.00 per month. (Platinum includes everything in Gold along with valuable
tools for manufacturers, wholesalers, contractors, retailers, advanced inventory, and advanced

pricing).

Mac was developed for Mac users. The program enables you to use your Apple Mac computer
and helps you maximize tax deductions; organize expenses; track business performance; and
prepare one-click financial, sales, and tax reports. The cost is a one-time payment of $299.95.

Additional Subscriptions for QuickBooks Deskto

QuickBooks Desktop has a large variety of extras available that may be added to the program.
Some of the most important and widely-used subscriptions are for payroll and payment
processing. In addition, QuickBooks works with a wide variety of Apps, which are small programs
that integrate and work with QuickBooks.

Basic Payroll integrates with QuickBooks, enter hours to process paychecks, pay by check or
direct deposit, free expert support. At the time of this writing, the subscription rate is $30.00 per
month plus $4.00 per employee per month.

Enhanced Payroll integrates with QuickBooks, includes everything in Basic Payroll plus pays and
files taxes and W-2s electronically at the end of the year, includes payroll tax forms. At the time of
this writing, the subscription rate is $45.00 per month plus $4.00 per employee per month.

Full-Service Payroll includes all the features of Enhanced Payroll. In addition, the program allows
previous payroll data to be added to QuickBooks, completes and files payroll taxes, has a
guarantee of no tax penalties, completes payroll setup, and includes end of year payroll forms. At
the time of this writing, the subscription rate is $109.00 per month plus $4.00 per employee per
month.
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Payment Processing is used to email invoices with a Pay Now link directly from QuickBooks
Online and Desktop programs. With the Pay Now link, you can accept ACH bank transfers and all
major credit cards. As soon as an invoice is paid, QuickBooks auto-deposits the payment and
updates your books automatically. At the time of this writing, QuickBooks Desktop has Pay as you
go or Pay monthly plans available. With Pay as you go, you pay per transaction for $0.00 per
month and transaction fees of Card Swiped 2.2% + 25¢, Card elnvoice 3.1% + 25¢, Card Keyed
3.1% + 25¢, and ACH (bank transfers) $1.00. With the monthly subscription, you pay $16.00 per
month and transaction rates of Card Swiped 1.5% + 25¢, Card elnvoice 2.9% + 25¢, Card Keyed
2.9% + .25¢, and ACH (bank transfers) $1.00.

Point of Sale (POS) syncs with QuickBooks and transfers all POS information directly into
QuickBooks. This includes sales receipts and employee time, acceptance and processing of credit
card, debit card, PayPal, Apple Pay, and cash payments. In addition, use QuickBooks POS
dashboard on any connected device to see real time sales, inventory, and customer data. The
POS system uses a variety of input/output methods; including: Barcode Scanner, PIN Pad, printer,
Microsoft Surface Pro, or manual entry of sales items. Use of Point of Sale requires enroliment and
acceptance in a QuickBooks Payment Account and a Merchant Service Account. At the time of
this writing, there are three POS plans available: Pay as you go $0.00 monthly, $0.00 per
transaction, Swipe/Dip 2.7%, Keyed 3.5%, Swipe/Dip with PIN 1%; Monthly $19.95 per month,
Swipe/Dip 2.3% plus 25¢, Keyed 3.2% + 25¢, Swipe/Dip with PIN 1% + 25¢; and Custom (no
pricing available).

QuickBooks Desktop for Accountants

QuickBooks Accountant Desktop Plus contains everything that is in the Premier version of
QuickBooks Desktop. The program includes free features and improvements updates, allows the
use of a Working Trial Balance, enables access to all QuickBooks editions. The included Fixed
Asset Manager allows tracking of the acquisition, depreciation, and disposal of fixed assets. There
is an Accountant menu that provides access to the Accountant Center; Chart of Accounts; Fixed
Asset Item List; Batch Enter; Delete and Void transactions; Client Data Review (allows the
accountant to reclassify transactions, write-off multiple invoices, fix incorrect sales tax payments,
troubleshoot inventory issues, identify list item changes, view changes to account balances, match
unapplied vendor and customer payments/credits, and clear up the Undeposited Funds account).
The accountant may void or delete transactions in bulk, track vendor-related bills, use the
Accountant Toolbox, send portable company files, view Insights on the Home Page, view unbilled
hours, send multiple reports by email, batch-enter checks, deposits, and/or credit card
transactions, allow clients to access Journal entries, send files securely, provide more detail on
deleted users, use improved report filters, search for transactions using a range of values, use
multi-monitors, merge duplicate vendors, track clients track the status of open invoices, optimize
the size of QuickBooks company files, transfer credits across different jobs, and view inactive
items in inventory reports. At the time of this writing, the program is available for $349.00 per year
and includes QuickBooks Accountant Desktop program; support, training and certification; and
discounts on QuickBooks products. In addition, there is a ProAdvisor Premium Program available
that contains everything in the Deluxe program and includes QuickBooks Desktop Enterprise
Accountant, QuickBooks Mac Desktop, and QuickBooks Point of Sale Desktop software for
$549.00 per year.
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Payroll for Accountants

Online Payroll for Accountants integrates with QuickBooks Desktop, QuickBooks Mac,
QuickBooks Online, Quicken, and Sage accounting programs. The program allows you to set you
client’s level of access based on their level of involvement in payroll. Payroll hours and any special
pay items (vacation or overtime) are entered to create paychecks. Direct deposit is included free of
charge. Email reminders are sent when it’s time to pay taxes. Your clients pay monthly for the
program. The pricing depends on how many clients you (the accountant) have. At the time of this
writing, the monthly rates range from $11.00 to $45.00 per client plus a fee of $.75 to $4.00 per
employee.

Enhanced Payroll for Accountants is used for after-the-fact payroll. This program enables the
accountant to enter payroll data from your clients’ paychecks, process federal and state tax forms,
and generate reports to uncover business insights. At the time of this writing, the program is
$615.00 per year or $61.50 monthly plus a fee of $1.75 per check or direct deposit.

Intuit Full Service Payroll does all the payroll and tax filings for your clients. As the accountant,
you are not responsible to provide payroll services because everything is done by Intuit. Rather
than have your clients purchase this payroll service from Intuit, you may sell this program directly
to your clients. The rate you are charged is $109.00 per month plus $4 per employee.

WHAT IS QUICK BOOKS ONLINE PLUS?

The difference between a cloud-based accounting program and a desktop program is essentially
where you access and use the program and where you store and access your data. Desktop
accounting has the program and data stored on your computer’s hard drive. Cloud-based
accounting provides program access, use, and storage over the Internet.

Since QuickBooks Online Plus uses the Internet to provide access to and use of the program, no
software is downloaded. When using QuickBooks Online Plus, data is recorded, saved, and stored
in the Cloud. As a result, USB drives or storage media are not necessary. Cloud storage has data
encryption that is extremely secure —think banks, financial institutions, brokerage firms, and
TurboTax level security. Because QuickBooks Online Plus is web-based, it may be used in the
office or on the go. QuickBooks Online Plus may be used by any device regardless of the
operating system. This includes computers, phones, tablets, iPads, etc.

Essentially, QuickBooks Online Plus is a database of tables and fields that organize financial
activity so users can utilize the data to communicate with vendors, customers, and others. When
transactions have been recorded in QuickBooks Online Plus, you may create reports that show the
results of operations, make financial and management decisions based on recorded information,
and use information to complete additional forms and documents.

Remember, in the text QuickBooks Online Plus will be referred to as QuickBooks Online or QBO.
QUICKBOOKS ONLINE PLUS SYSTEM REQUIREMENTS
To use QuickBooks Online Plus, an Internet connection is required (high-speed connection

recommended). Supported browsers include: Chrome 41 or later, Internet Explorer 10 or later,
Firefox 36 or later, and Safari 6.2 or later. QuickBooks Online is also accessible via Chrome on



CHAPTER 1 9

Android and Safari on iOS 7. The QuickBooks Online mobile app works with the iPhone, iPad, and
Android phones and tablets (not all features are available on mobile devices).

OPERATING SYSTEMS AND BROWSERS

All computers use an operating system in conjunction with the software applications. As a cloud-
based program, QuickBooks Online Plus may be used on any operating system and may be
accessed via any Web browser; however, the preferred browser is Google Chrome. This is used
throughout the text.

TRAINING IN QUICKBOOKS ONLINE PLUS

As with a subscription that is purchased, the Educational Trial Version of QuickBooks Online
allows you to work with one company only. In addition to the trial version, there is a Test Drive
Company that may be used for practice. Therefore, when working through the text, you will have
two companies accessible for use during your training: QuickBooks Online Test Drive —Craig’s
Design & Landscaping Services—and an original company —Your Name’s Beach Barkers—that
you will create and use beginning in Chapter 2. The QuickBooks Online Test Drive Company will
be used to explore the program and to enter transactions for practice. Anything entered into the
Test Drive Company is not saved once you exit the Test Drive. Beginning in Chapter 2, once you
have practiced the transaction and/or the types of entries in the Test Drive Company, you will
access Your Name’s Beach Barkers and record and save similar transactions.

DRILL BUTTON: When practicing using the Test Drive Company, transactions to be
entered will be marked with the DRILL BUTTON.

©] DO BUTTON: When entering transactions in the company you create, the transactions will
be marked with the DO BUTTON.

In Chapter 1, you will DRILL to explore QuickBooks Online using the Test Drive Company and you
will DO to create a Gmail Email account and to request a one-year subscription to the Educational
Version of QuickBooks Online Plus. In Chapter 2 you will DO to activate your subscription and to
create a company—Your Name’s Beach Barkers. Once the company is created in Chapter 2, you
will DRILL to enter transactions for practice using the Test Drive Company; and then DO to enter
transactions that are saved to your company. As you work through the chapters, you will see side
headings specifying DRILL and DO. The headings will be followed by the appropriate button.

DATES

Dates used in training will be specified when you begin to record transactions. The text will show
2019 for the year. However, when working through the text, you should always use the date given
and the current year. When using the Test Drive Company, you may find dates displayed that are
different from those in the text. The Test Drive Company is programmed to automatically change
the transaction dates. During training, it is extremely important to use the date range indicated in
the book. If you use the current date, you may not get the same information in your reports as
shown in the text.

1
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IF NO SCHOOL EMAIL, CREATE QUICKBOOKS ONLINE EMAIL ACCOUNT-DO

Before you can create a company and use QuickBooks Online, you need to have an email account
established that you will use to login to QuickBooks. The email will be your Intuit ID. If you use a
different Web browser, go Incognito, use a different computer, or try to work with the mobile app,
you will be required to authenticate your access by answering an email sent to your Intuit ID email
address. You may use your school email or an email account created for use with this text.

For illustration purposes, an email account using Gmail will be created specifically for the QBO
Educational Trial Version. If you have a school email, you may skip this section and use your
school email instead. If you do not have a school email account, using the Gmail account will
require that you submit documentation to verify your enroliment in a class using QuickBooks
Online and can take three business days to get approval once you provide the appropriate
documentation.

Do

@) Create a Gmail Account for QuickBooks Online (unless you have a school email account)

Open your Internet browser

* The screenshots and instructions are given for Google Chrome. Internet Explorer will be
similar.

There are three ways to access your Web browser:
Click the Start button, scroll through the list of programs, and click Google Chrome
Click the Chrome icon on the Taskbar
Click the Chrome shortcut on the Desktop

If Google does not show when Chrome is launched, enter www.google.com as the URL,
press Enter

.. \2‘ =uulEl
* The https:// is inserted G Google x S
aUtomatlcaIIy e« > C | & https//www.google.com * H
¢ The s added to http means ——
that this is a secure site. — m

Click the Sign in button

* There are several ways to add a Gmail account. In addition, the steps and procedures
to be followed are frequently changed by Google. If things are different from what is
shown, follow the prompts given on your computer screen, or ask your instructor for
assistance.

* If you see Add Account, click it.

Click Create Account

Add account

Google
One account. All of Google.

Sign in with your Google Account
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Enter the information required:

Type your actual First Name in the First name text box
Type your actual Last Name in the Last name text box

For Username, enter your new
email address:
YourNameTestQBO

*  Use your real first and last [|

First name

Google
Create your Google Account

| Last name

name. For example, Joe
Smith’s username would
be: JoeSmithTestQBO.

*  When using the
Educational Trial Version
of QuickBooks Online,
Intuit would appreciate it if
the word “Test” is part of
the email address. That
will help delineate the
Educational Trial Version.

Use 8 or more characters with a mix of letters, numbers &
symbols

Sign in instead

Username @gmail.com
You can use letters, numbers & periods
Use my current email address instead

Password Confirm L

One account. All of Google]

=

working for you.

* @gmail.com is automatically entered.

Enter the password that you will use to login to Intuit in the Password text box

* The password should contain at least eight mixed-case letters, a number, and a symbol
to be a strong password. An eight-character password with numbers, symbols, and
mixed-case letters has 30,000 times as many possible combinations as an eight-
character password using lower case letters.

Re-enter your password in the Confirm text box

Click Next

* Notice that Google inserts your
first name and your new email
address on this screen.

Enter your Mobile phone number

Enter a Recovery email address

To enter your Birthday, click the
drop-down list arrow for Month

Click on the Month of your birthday

Enter the Day and Year of your birth

Click the drop-down list arrow for
Gender

Click Male, Female, Rather not say,
or Custom

Click the Next button

Verify your phone number, then click
Send

Google
firstname |, Welcome to Google
®

| YourNameTest@gmail.com |

We'll use your number for account security. It won't be visible to
others

L

Recovery email address (optional)

We'll use it to keep your account secure

Month - Day Year

Your birthday

Gender
Why we ask for this information
Back

e

Your personal info is private & safe

* This is done to check your mobile phone in case you ever need to recover this account.
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Google
Verify your phone number
To make sure this number is yours, Google will

send you a text message with a 6-digit verification
code. Standard rates apply

= Your Mobile Number

Back

wwnx |

Your personal in

®

fo is private & safe

Open the text message that was sent to your mobile phone
On the Verify your phone number screen, enter the verification
Click Verify

code in the text message

Google
Verify your phone number

To make sure this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

Your Mobile Number

| Enter verification code |

[T

Your perscnal

T8

info is private & safe

On the screen Get more from your number, either click Yes, I’'m in and enter any

information or click Skip
In the text, Skip was clicked.
Scroll through the Privacy and Terms screen

At the bottom of the screen, click the | AGREE button

To read the Terms and Policy, click Terms of Service and Privacy Policy.

If your Gmail account does not open automatically, click Gmail on the Chrome screen

Click Next on the Welcome screen

Welcome
Email by Google: Simple, Smart, Secure

Next

For Choose a view, click one of the views: Default, Comfortable, or Compact

Default shows the most information.
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* Comfortable shows less information but is nicely spaced.

* Compact is a condensed display and shows more email messages.

Click OK

*  You will be taken to your Gmail account.

* You should see an email from Gmail welcoming you to your account.

* You may also select a theme, to import contacts and mail, learn how to use Gmail, get
Gmail for mobile, and change profile image. Make whatever changes you like, then click
the Close button.

Learn how to use
Account Create @ Gmail Get Gmail for mobile
10%

@ Choose a theme @ Implort Sontacts and Change profile image
Setup progress 1

To exit Gmail, click the Close button on the Gmail tab ™M Y°“’"a’"eTes‘QB°@9"‘a”-°°’“

* If you do not have any other tabs open in Google
Chrome, this will also close Chrome.

L=

QUICKBOOKS ONLINE PLUS EDUCATIONAL TRIAL VERSION—READ

The Educational Trial Version for QuickBooks Online Plus is provided as part of your textbook and
course materials. You will apply for and activate your Educational Trial Version directly from Intuit.
Instructions for this method begin in the following section and are completed in Chapter 2.

APPLY FOR QUICKBOOKS ONLINE PLUS EDUCATIONAL TRIAL VERSION—DO

Once you have an email account that you will use as your Intuit ID, you will need to set up your
QuickBooks account and activate your QuickBooks Online Plus Educational Trial Version. Since it
may take up to three business days for Intuit to grant you access to the Educational Trial Version
of QuickBooks Online Plus, you will apply to the program in Chapter 1 and finish the program
activation in Chapter 2.

bo
Apply for QuickBooks Online Plus Educational Trial Version

Enter www.intuit.com/partners/education-program in the URL of your Web browser

Press Enter

*  Remember, QuickBooks Online frequently changes the way enroliment in the
Educational Trial Version is completed. If your screens do not match the ones shown in
the text, simply follow the prompts given on your screen to complete your enrollment.

* After pressing Enter, you will see a screen describing the Intuit Education Program. It
will be similar the one shown in the following screenshot.
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&« C @ | https://www.intuit.com/partners/education-program | b~ § ! </ o
@quickbooks  @turbotax @ proconnect. D mint English (US) ~v
I n.i-ul.i- Products Support and Communities Company Q
Intuit Education Register Resources Support Contact Us
r . g

Scroll through the screen and read about How it works, Features & Benefits, and about the

software offered in the Intuit Education Program
When you get to the section Choose your Intuit software, click QuickBooks
Click the Students button

Choose your Intuit software

QuickBooks ProConnect Tax Online

QuickBooks Online

QuickBooks, or start their own by learning QuickBooks for free.

Register for free

Provide the information requested to complete the Program Registration for Students form

Prepare students to join the more than 2 million small businesses using
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Personal information Students at accredited academic institutions are eligible for
Enter your actual First Name aone-year student registration. College, University, and
Enter your actual Last Name Trade-School students please complete the form below to
Enter your Email Address confirm eligibility and unlock your free license for
e Use the Gmail address QuickBooks Online. High School students, please have your

you created or use a teacher complete the educator registration.
school email address if Personal information
you have one. + Eirst Name
Confirm your Email Address
To complete your Birth Date LN
information, click the drop-
down list arrows and
select the Month Day and + Confirm Email Address
Year for your birthday
School information
Enter the School Name School information
Click the drop-down list arrow + School Name
and select your
Major/Concentration + Major/Concentration Please select v

Click the drop-down list arrow
and select your School
Type * Student Type Please select... v

Click the drop-down list arrow
and select your Student
Type

Enter your Expected Graduation/ Completion Date

Click the Verify and Continue button

* If the verification is successful, you will see a confirmation screen.

* If you need to submit additional information, you will be instructed on how to submit the
materials requested.

Check your Email account

* If you receive an email regarding your submission. It will contain a Request number that
you may use if you do not receive an access code within three days.

* You will also receive a confirmation email that contains a link to download the software
and your License number and Product number.

Write down your License number and Product number

* They are required when you install the program.

* The steps for downloading, installing, and registering the software are provided as you
work through the chapter. Do not install or register without following the step-by-step
instructions provided.

* Email

+ Birth Date Month v Day W Year v

» School Type Please select.. v

+ Expected Graduation/Completion Date

ACTIVATE QUICKBOOKS ONLINE PLUS EDUCATIONAL TRIAL VERSION—READ

You should complete the following section all at once. Do not begin the section for Activate
QuickBooks Online Plus Educational Trial Version unless you have enough time to complete it.

ACTIVATE QUICKBOOKS ONLINE PLUS EDUCATIONAL TRIAL VERSION—-DO
Normally, you will receive an instant verification of your student application to use the Educational

Trial Version of QuickBooks Online. However, it can take up to three business days for Intuit to
grant you access to the Educational Trial Version of QuickBooks Online Plus, you have applied for
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the program and once you receive your approval, you will finish the program activation. If you did
not receive your approval instantly, immediately return to this section and complete your program
activation as soon as you receive your approval.

Once you receive an email verifying your subscription to the Educational Trial Version, you will be
able to activate your account. In the email you received, you will have a Download Link, License
number, and Product number that you will use to activate your QuickBooks Online Plus
Educational Trial Version. Once the program is activated you can use the software for one year.
You may import company data to create a company for the first 60 days after activation. When the
trial period is over, you will be able to see your data for a period of time; but will not be able to
access it unless you pay for a monthly subscription to QuickBooks Online Plus.

DO
Activate QuickBooks Online Plus Educational Trial Version

Once your application has been accepted, you will get an instant verification that contains
the information you need to activate your Educational Trial Version:

* If you need assistance with QuickBooks Online, you may click the Student Support
Page to view the FAQs (Frequently Asked Questions). To get help with and online
support go to one of the following links:

Tutorials: https://quickbooks.intuit.com/tutorials
Help Community: https://quickbooks.intuit.com/community/Help-articles/
ct-p/help-aritcles-us?label=QuickBooks%200nline

* If that does not provide the solution you need, you may
email education@intuit.com for support.

Click the Download Link shown in your approval email .

Enter the License number provided in the email [ ]

Enter the Product number provided in the email Product numbar

Click I agree to the Terms of Service.

Click Set Up Account

Complete the Sign Up for QuickBooks form:

Enter the Email Address you are using for your course

Set up your account
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* Use your school email address. If you do not have a school email, use the Gmail

account you created earlier in the = -
INTUIT

chapter. @quickbooks OtlerOt?ﬂX

Enter your actual First name : ;
Enter your actual Last name Sign up for QuickBooks
You can use this for all Intuit products.

Enter your Phone number (Recommended) Email Address

* If you provide your mobile phone
number, Intuit will contact you via your First name
phone if you change devices, change
your browser, have issues with logging in | (ac: name
to your account, or any other access
problems. If not, Intuit will email you. Phone number (Recommended)

Enter the Password you will use to access
your account

* You will see the requirements for a
strong password. As you meet a

Password

Enter the Password again in Confirm S
Password (not shown) AR S T ARS8 Hl PR Seenamiars

Click Create Account e Al bt sl

The Creating your QuickBooks account i T A A L e P Py el T ok L

screen is shown:

Instantly see your profits.

o

VWe're creating your account.
This may take a minute.

Next you will complete information on two screens to perform the following steps:

Key in the company name Your Name’s Beach Barkers

* Use your real name. For example, the author’s business name would be: Janet
Horne’s Beach Barkers.

Click the drop-down list arrow for How long have you been in business?, click Less than 1
year to select

D uliickbooks. 1 of

Y]

No two businesses are alike

We should know—we’'ve seen a lot! Help us get to know yours.
What's your business called?
I Your Name's Beach Barkers ]klnid you enter your real name?

How long have you been in business?

I Less than 1 year -

I've been using QuickBooks Desktop and want to bring in my data.




18 QUICKBOOKS ONLINE PLUS: A Complete Course 2019

Click Next

Complete the What would you like to do in QuickBooks? screen

* QuickBooks preselected Send and Track invoices.

Click Organize your expenses, Manage your inventory, Track your Retail sales, Track
your bills, and Track your sales tax to select

ED §liickbooks. 202

What would you like to do in QuickBooks?

This is just to get you started. You can always do more later.

| Track your retail

Send and track Organize your Manage your
invoices expenses inventory sales

v v = -

Track your sales Pay your
tax employees

oo | E=m

Click the All set button
You will be taken to the Home Page and complete a quick tour of the program

* If, for some reason, you do not get the four screens for the tour, simply read the
following:

Track your bills Track hours

j 1\ ‘E
Welcome, Beach Barkers!

This quick tour will help you get down to business.

10of4 Let's go

Read the screen, then, click the Let’s go button

View the Create screen and read the information given for Create, click Next

Read the information given for Get help, click Next

Read the information given for Get set up, click Start

Click the Gear icon, click Sign out, click the Close button at the top of the
QuickBooks tab in your browser

| & QuickBooks |
ACCESS QUICKBOOKS ONLINE TEST DRIVE—DRILL

Now that you have created your course email (or are using a student email account) and have
applied and activated your Educational Trial Version of QuickBooks Online, it is time to use the
Test Drive Company to explore QuickBooks Online Plus. If you are still waiting for approval of your
application for the Educational Trial Version of QuickBooks Online, continue working in Chapter 1.
Once you receive your approval, immediately complete the steps to activate your account by
completing the information contained in the previous section.
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Since QuickBooks Online is a cloud-based program, you will need to open your Internet browser
in order to access the program, the Test Drive Company—Craig’s Design & Landscaping
Services—and the company that you create in Chapter 2. As mentioned earlier, QuickBooks
Online supports a variety of browsers including Google Chrome, Internet Explorer, Firefox, and
Safari. Any supported browser may be used; however, Chrome is preferred.

DRILL
Open QuickBooks Online Test Drive Company

Open your Internet browser
Enter https://gbo.intuit.com/redir/testdrive in the URL and press Enter

MNew Tab x -+

C (5] I https://gbo.intuit.com/redir/testdrive

When opening the Test Drive, you must prove that you are not a robot; do one of the
following: Click the checkbox for | am not a robot, and either select the pictures shown,
click Verify, click Continue; or enter the numbers/words shown, click Continue

* If you make a mistake, wait too long, or cannot read the information, you will be given
another set of pictures, numbers, or words and may try again.

* Each time you access Test Drive, the Security Verification screen will show a different
set of pictures, numbers, or words. Occasionally, you may have to enter more than one
Security Verification code in order to access the Test Drive Company.

Security Verification

\/ I'm not a robot

You will see the Home page for Craig’s Design and Landscaping Services
If you get a Welcome, Craig’s Design and Landscaping Services! Screen, click Let’s go

Welcome, Craig's Design and Landscaping Services!

This quick tour will help you get down to business.

1of4 Let's
(=] . go

Review the four screens shown, then click the Start button
* If you do not get a Welcome screen, simply continue with the training.
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* Remember, because of the date configuration in the Test Drive Company, your
amounts and dates in the Test Drive may not always match those in the text. This is not
a problem. Simply continue with the training.

Subscribe now and save 50%  Subscribe now

ab gliickbooks =

+ . . . .
I Uashboar .0 Craig's Design and Landscaping Services rrvacy CHD
Banking
Sales Start invoicing
Expenses < how mu ou 1k ) @
Workers C
D
Reports
vtracking 1 g Customize your Send your first Set up payments

Taxes invoices invoice
Accounting
My Accountant

Invoices Expenses ast month ¥ Bank accounts z

$5,281.52 UNPAID  LAST 365 DAYS $5,160 Shes

Bank
§1,525.50 $3,756.02
VERDUE NOT DUE YE

— WS$2,000 aererenee s20000

$3.692.22 PAID  LAST 30 DAYS W $940

3.2?_.087’;". i}? 31!§29.?!3 W $603

Partial Screen

INTRODUCTION TO THE HOME PAGE

QuickBooks Online Home Page is the key to working with company information, data, and lists;
recording transactions; and preparing reports. The Home Page is divided into three primary
sections—Top-Navigation bar, Dashboard, and Left-Navigation bar. These are discussed briefly
below and then explored more fully within the chapter.

Top-Navigation Bar

This bar contains several icons that are listed and described below. In the text, this will be referred
to as the Top-Navigation bar.

o Q & 0O The four icons at the top-right of the Home Page are used to perform
functions, access company information, or access help. Click the icon to:

Create Transactions

Search Transactions (also shows a list of Recent Transactions)

Gear icon to access Settings, which include Company Information, Lists, Tools, and Profile
Help in order to ask for information about or to learn how to perform a task
Dashboard

This section of the Home Page shows company data including: the company name, a setup guide,
and company information. A brief explanation follows:

Company Name is shown below the Top-Navigation bar
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Craig's Design and Landscaping Services

Setup Guide may be displayed or hidden. When displayed, it will show five sections: Start
invoicing, See how much you’re making, Pay your employees, Start tracking time, Connect with

an accountant.

Start invoicing

See how much you're making @
Pay your employees :

Customize your Send your first
invoices invoice

Set up payments

Company information includes information about the company. Each area allows you to get more
information including detailed reports or transaction information. Data shown includes Invoices,

Profit and Loss, Expenses, Sales, and Bank Accounts.

Invoices Expenses Last month ¥ Bank accounts
$5,281.52 UNPAID LAST 345 DAYS $5,160
$1.525.50 $3,756.02 e
SVERDU JOT DUE YE
]
$2,692.22 PAID LAST 30 DAYS
seEsont .. °3.829:72
e QW
Profit and Loss Last month Sales Last month =
$1.481 $6,696
. . 3 9K
s&.6a1 8 TO REVIEW ——

Nov 1 Nov 30

Go to registers W

7 to review

Left-Navigation Bar

The Left-Navigation bar organizes information based on the business activity.
It allows you to go directly to different categories of information, access lists,
and to initiate new transactions. This bar is on the left-side of the screen.
There are ten sections that are used to access the Dashboard, and Centers.
Many of the Centers contain subsections that display additional information,
lists, and allow transactions to be recorded without clicking the Create or
Gear icons. Note: At the time of this writing, Intuit was testing a new Left-
Navigation Bar. Sales may be renamed to Invoices. The centers are:
Dashboard, Banking, Sales (or Invoices), Expenses, Workers, Reports, Taxes,

Accounting, My Accountant, and Apps (not shown in the Test Drive Company).

EXPLORE THE TOP-NAVIGATION BAR—DRILL

I Dashboard

Banking
Sales
Expenses
Workers
Reports
Taxes

Accounting
My Accountant

To gain an understanding of the Top-Navigation bar, it is important to test the features and tasks

available.
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DRILL

Explore each of the following capabilities on the Top-Navigation bar:
Create

Explore the Create screen

Click the Create icon to enter transactions

* The icon may also be referred to as the Plus icon.

* Note: When you click the Create icon, it changes to .

* Transactions are divided into sections for Customers, Vendors, Employees, and Other.

Create

Customers Vendors Employees Other

Invoice Expense Payroll ¥ Bank Deposit

Recesive Payment Check Single Time Activity Transfer

Estimat= Bill Weekly Timesheert Journal Entry

Credit Memo Pay Bills Statement

Sales Receipt Purchase Order Inventory Qty
Adjustment

Refund Receipt Vendor Credit )

Delayed Credit Credit Card Credit

Delasyed Chargs Print Checks

Click Invoice in the Customers section of the Create screen

* A blank invoice will appear on the screen.

Since transaction entry will be explored more fully in
upcoming chapters, click the Close button at the top-  |(X! |nyoice 0 (2) Help
right side of the invoice

]

Search
Use Search to find an invoice

Click the Search icon at the top of the Home Page n

*  You may search by Transaction Number, Date, or Amount.
Enter 1037; then click the search icon next to the number

Search Transactions

|[fo37] QL

* The transaction, which is Invoice 1037, is shown on the screen.
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(< Invoice #1037

Sennenschein Family Stors

1 linksd transaction

Billing address

sign:Fountains:

Add lines

Message displayed on

Thank you far your business a

Message dispiayed on statament

Look at the information provided in the Invoice and then click the Close button

Recent Transactions

View Recent Transactions

Clear all lines

Concrete

||  Addsubtotal

Invoice date

Print or Preview

Make recurring

Due date

6 (@ Help

BALANCE DUE

$362.07

aTy RATE AMOUNT  TAX
27 27500 |«
1 7 1 75 Cd
L3 47.50 -
Subtotal
Taxable subtotal
California v | B%
Discour t percen t -

Customize

Total

Balance due

Click the Search icon to view and/or access recent transactions n

* Alist of Recent Transactions will be shown at the bottom of the Search screen.

Click the Credit Card Expense transaction for $34.00
e Dates will be different from the ones shown in the text.

& i
=24 1]
@ i

$335.25

26.92

$0.00
$362.07
$362.07

Recent Transactions

| credit Card Expensa 12/09/2018  $34.00 |
Credit Card Expense 11/20/2018 $42.40
Credit Card Expense 11/26/2018 $19.99
Credit Card Expense 11/19/2018 31999
Credit Card Expense 11/19/2018 $18.97
Credit Card Credit 11/28/2018 $§900.00

Hicks Hardware

Squesky Kleen Car W...

Squesky Kleen Car W__.

Bob's Burger Joint

Review the information shown on the Expense form, and then click the Close button

Access information for Your Company, Lists, Tools, and Profile

Click the Gear icon

<

* This is used to access, edit, and enter information for Your Company, Lists, Tools, and

Profile.

To get information about your company, click Account and Settings in the Your Company

column
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Craig's Design and Landscaping Services
Your Company Lists Tools Profile
IAC:DL.":‘: and Settings | All Lists Import Data User Profile
Manage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Trensactions Reconcile Privacy
Chart of Accounts Attachments Budgeting
QuickBooks Labs Audit Log [ Sign Out
Order Checks IZ‘
SmartlLook
View the information shown on the Company tab for Account and Settings
* To make changes to the settings, you would click the Pen icon to edit.
Account and Settings @ Help X
SetnRaly Company name

Help

ranced Legal name

Company name Craig's Design and Landscaping Services

EIN/SSN
Company type
o i Tax form Not sure/Other/None
Industry
Contact info Company email noreply@quickbooks.com

Customer-facing emai
Company phone
Website

Address
Company address 123 Sierra Way, San Pablo, CA 87999

Customer-facing address
Legal acdress

Communications with

L Marketing Preferences
Intuit

* Note the other Account and Settings tabs for Sales, Expenses, and Advanced. These
areas will be explored fully as you work through the text.
Click the Done button on the Account and Settings page

Explore Help

Hel
Click the Help icon

* In Help, you may type in words or phrases and then click the Search icon, or you may
click one of the topics displayed.
Enter the words Home page overview, click the Search icon Home page overview | O‘

Scroll through the information presented
Click the Back button to return to the original Help page
* Anything displayed in blue may be clicked to access other Help items.



