LEARNING MADE EASY

0 0
R/ 6th Edition

QuickBooks
Online

dummies

A Wiley Brand

““

David H. Ringstrom, CPA

President of Accounting Advisors, Inc.

Elaine Marmel







[ ~ "~ Y

060

QuickBooks

Online

oth Edition

by David H. Ringstrom, CPA
and Elaine Marmel

dummies

A Wiley Brand



QuickBooks® Online For Dummies®, 6th Edition

Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www.wiley.com
Copyright © 2021 by John Wiley & Sons, Inc., Hoboken, New Jersey
Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections
107 or 108 of the 1976 United States Copyright Act, without the prior written permission of the Publisher. Requests to
the Publisher for permission should be addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River
Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at www.wiley.com/go/permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything Easier, and related
trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and may not be used without written
permission. QuickBooks is a registered trademark of Intuit, Inc. All other trademarks are the property of their
respective owners. John Wiley & Sons, Inc. is not associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR MAKE NO
REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF THE CONTENTS
OF THIS WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING WITHOUT LIMITATION WARRANTIES
OF FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR
PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT BE SUITABLE FOR
EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDERSTANDING THAT THE PUBLISHER IS NOT ENGAGED
IN RENDERING LEGAL, ACCOUNTING, OR OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS
REQUIRED, THE SERVICES OF A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE
PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT AN
ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR A POTENTIAL SOURCE OF
FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR OR THE PUBLISHER ENDORSES THE INFORMATION
THE ORGANIZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT MAY MAKE. FURTHER, READERS
SHOULD BE AWARE THAT INTERNET WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED
BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care Department within
the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002. For technical support, please visit
https://hub.wiley.com/community/support/dummies.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material included with
standard print versions of this book may not be included in e-books or in print-on-demand. If this book refers to
media such as a CD or DVD that is not included in the version you purchased, you may download this material at
http://booksupport.wiley.com. For more information about Wiley products, visit www.wiley.com.

Library of Congress Control Number: 2020951419
ISBN 978-1-119-67907-3 (pbk); ISBN 978-1-119-67908-0 (ebk); ISBN 978-1-119-67903-5 (ebk)
Manufactured in the United States of America

10 9 8 7 6 5 4 3 21


http://www.wiley.com
http://www.wiley.com/go/permissions
https://hub.wiley.com/community/support/dummies
http://booksupport.wiley.com
http://www.wiley.com

Contents at a Glance

Introduction..................... 1
Part 1: Getting Started with QBOand QBOA ................. 5
cHAPTER 1: Introduing QBO and QBOA. . ... ... e 7
cHAPTER 22 Embracing the QBO/QBOAFormat. ......covvviiiiiiiiiiiiet. 19
Part 2: Managing the Books for the End User ............... 33
cHAPTER 3: Creating a Client Company inQBO ........cviiiiiiiiiiiiiiee.. 35
cHAPTER 41 Managing List Information ....... ... ... .. o i i 75
cHapTEr 5: Dealing with the Outflow of Money. .......... ... ...t 117
cHApTER 6: Managing the Inflowof Money....... ..., 147
cHAPTER 7: WOrKIiNg in RegiSters. ... ..o e 191
cHapTer 8: Handling Bank and Credit Card Transactions ..................... 207
cHAPTER 9: Paying Employees and Contractors. ..........oovviiiiinnnnn.. 247
CHAPTER 10: HOW'S the Business DOiNg? . ... 277
Part 3: Managing the Books for the Accountant........... 293
cHAPTER 11: Setting Up Shop in QBOA . ... .. e 295
cHAPTER 12: Adding Companies to the QBOA Client List................ooot.. 321
cHAPTER 13: Exploring a Client's Company from QBOA . ...t 345
cHAPTER 14: Working in a Client's Company.......c.coviiiinnee i 363
cHAPTER 15: USing Accountant ToolS . .. ... ..o e 375
Part4:ThePartofTens................................oa. 403
cHAPTER 16: Ten Things about the Chrome

Browser Interface . ... ... e 405
cHAPTER 17: Ten Ways to Use Chrome Effectively. ...t 419
APPENDIX A: QBO, QuickBooks Desktop,
and DataConversion ... 443






Table of Contents

INTRODUCTION ... e 1
About ThiS BOOK. ... ..o 1

Foolish ASSumptions. . ...t i e 3

lcons Used iNnThiSBOOK .. ....ovvun i e 3

Beyond the BoOK. ... .ot 4
Whereto GofromHere ... 4

PART 1: GETTING STARTED WITH QBO AND QBOA......... 5
cuaerera: INtroduingQBOand QBOA ...l 7
QBO for the Client and QBOA for the Accountant. ................. 7
Comparinginterfaces . ... ...t 8

Taking a look at QBO Desktop and QBO Mobile................ 11
Understandingthe Cloud. ........ ... i 13

Should You MovetotheCloud? ....... ..., 14

System Requirements. . . ....o it e 15

ciaerer 22 Embracing the QBO/QBOA Format................... 19
It's All about Subscriptions. . ... 19

The Self-Employed version. ... ... 20

The Simple Start version. . ...t it 23

The Essentials version. ... ... 24

The PIUS VerSioN. ... i 24

The Advanced Version. .. ......ouunn it 25

Simple Start, Essentials, Plus, and Advanced with Payroll........ 26

What Does It COSt? ...ttt e e 26
Addressing Payroll Needs . ........... .ottt 28
Switching from QuickBooks Desktop ..........ccooviiiiii .. 30

Where Add-On Apps FitIn . ... e 30

PART 2: MANAGING THE BOOKS FOR THE END USER... .. 33
ciarrer3: Creating a Client Company inQBO................... 35
Signing Up for QBO . ..ottt 36
SettingUpaNew Company. .....ovniinen e 38
Understanding the Dashboard Page .............. ... ...t 41
Establishing Company Settings .. ...t 45
Examining company preferences .............. ... o ... 46

Table of Contents A"/



Examining billing and subscription

settingsand usage limits ........ ... oo, 46
Setting sales preferences. ..., 48
Taking a look at expense preferences ........................ 54
Examining options to receive customer payments ............. 55
Reviewing advanced preferences.............ccovviviiinnn... 56
Working with Multiple Currencies. . ......... ... ..., 58
How the Multicurrency feature changesQBO ................. 60
Turning on the Multicurrency feature ........................ 60
Setting UP CUMTENCIeS . ..ot vt it i i 61
Using multiple currencies. . ...t 62
Updating the Chart of Accounts ... .. 66
Taking Advantage of QuickBooks Labs .......................... 73
SigningIntoand Outof QBO . ... 74
ciarrers: Managing List Information ........................ ... 75
Importing PeopleintoaList........ ..., 75
Adding New PeopletoalList .......coviiniiiniin i, 82
Creating a New CUStOMIY . . ..ottt e e e e 82
USiNg CUStOMEr tyPeS . o vttt e e 84
Adding sub-customers . ... i 86
Searching Listsfor People ... 86
Working with a particularperson............. ... o .. 87
Sorting alist . ... 90
ExportingalisttoExcel........ ... i 91
Working with a batch of people......... ... ..o .., 92
Changing Settings for People LiStS ... ...t 93
Working with Products and Services ltems....................... 95
Establishing categories. .........cc i 97
Settingup salestaxes ... ... 98
Adding service and non-inventory items...................... 99
Creating aninventoryitem.......... ... ..o, 102
Workingwithbundles. ........... ... . o i i 104
Changing item types . ... e 107
Using pricingrules. . ... ... 108
Adjusting inventory item information ............... ... 110
ALook at Other ListS. . ... e 115
cuarrers: Dealing with the Outflow of Money................. 17
Writinga Check ... o 119
Assigning a check to accountsoritems...................... 119
Writing a check for an outstanding bill. . ..................... 123
Creatingan EXpense....... ...ttt 124
Enteringa Purchase Order..........c..ooiiiiiiiiiniinnnann. 126

vi QuickBooks Online For Dummies



CHAPTER 6:

CHAPTER 7:

Turning on the purchase orderfeature...................... 127

Creatingapurchaseorder...........ooviiiiiiiiinnaen.. 128
Working with partial purchaseorders ....................... 130
Entering and Paying Bills . ....... ... i 134
Enteringabill ... 134
About recurring transactions. . ... .o i i i 135
Recordingavendorcredit ........cooviiiiiii i 139
When a vendorissues arefund check....................... 141
Paying bills ... ..o 143
Managing the Inflow of Money....................... 147
Managing Projects. . ...t e 147
Turning on projectsinQBO . ... 148
Enabling projects in Customerlists. ............ ... . ona.. 148
Converting sub-customers to projects. ............ccoovve... 149
SettingUp aproject. .....oovviin e 151
Adding transactionstoaproject. ..., 152
Projectsand reporting ...t 153
Getting Started with Sales Transactions ..................oo... 154
Customizing forms to handle subtotals...................... 155
Preparing an invoiCe . . ... ..ot e e 157
Recording a customerpayment ..........oovviiiiiinein.n. 161
Managing invoice status. . ......ii et 165
Working with estimates ........ ...t 167
Creating a progressinvoiCe .. ...vv vt n it 176
Working with salesreceipts...........coov i, 177
Giving Money Backtoa Customer ........c.ovvinviineiinennnnn. 180
Recordingacreditmemo. ........ccoviiiiiin it 180
Issuingarefundtoacustomer.............oviiiiiniin... 182
Creating Billable Time Entries .. ..., 184
Entering a single time activity ......... ... ... i i, 185
Using a timesheettorecordtime...............covvvinn... 186
Adding a Billable Expense to an Invoice. ............... ... .. 187
WorkinginRegisters................................... 191
Understanding Registers . ...t 191
Entering and Editing Transactions .................o ... 197
Enteringatransaction......... ..o, 197
Editingatransaction........ ...t 201
Other Things You Can Do inaRegister ......................... 201
Sorting transactions . ... ...t 201
Filtering transactions ...t 202
Printing aregister ... ... e 204

Table of Contents vii



viii

cwerers: Handling Bank and Credit Card Transactions . ... 207
Controlling the Appearance of Bank Accounts................... 207
Connecting QBO Accounts to Financial Institutions. .............. 209

Connecting ...ornotconnecting...........cooveunennon.. 209
Connecting Bank or Credit Card accounts. ................... 210
When you can't connectdirectly . ........ ... i 215
Converting Receipts to Transactions ..............c..oevivenn... 221
Managing Downloaded Activity. ..., 223
Excluding transactions . ... ...t 226
Including transactions. .. ... ..ot 227
When QBO guesses correctly ... ... 227
When QBO doesntknoW . ... vov i 227
Establishing rules to accept transactions. . ................... 230
Fixing mistakes. . . ... 235
Making a Bank Deposit. .. ....ovii it 237
Reconcilinga Bank ACCOUNt. . ...ttt 240
Tagging Transactions .. ...ttt 244

caerero: Paying Employees and Contractors ................. 247
Understanding the Employee Payroll Process ................... 248
Getting Started with QBO Payroll (QBOP) .............c.coviienn. 248

Turning on QBOP. ... i 250
Setting payroll preferences ........ ... o i, 254
Setting up payrolltaxes ... 257
Preparing Payroll. ... ... 260
Recording payroll information........... ... . ... o oL 260
Reviewing and generating payroll checks .................... 261
Establishing or Correcting Payroll Exemptions................ 264
Printing payroll reports. . ... ..ot 266
Managing Payroll TaXes . . .....ouun it 267
Paying payroll taxes ........ ..ot 267
Viewing payrolltaxforms. ...... ... i 269
Paying Contractors . ...ttt i e 270
Setting up 1099 contractors. ..o, 271
Paying contractors. . ...t e 272
Reporting on 1099 vendor payments. ...........c.ooveienn... 272
Preparing 1090s. . . ... i e 275

cuaerer 10: How's the Business Doing?............................ 277
Quickly Review Income and Expenses ..........oovviiiineennn. 277
Finding the Report YouWant. ...... ..., 278

Examining standard reports .......... . o i 279
Finding reports you customize ..........c.cooviiiiinneiennn.. 280
Taking a look at managementreports..............ooveun... 280
Searchingforareport........oooviiiiiiiii i 282

QuickBooks Online For Dummies



Printing @ Report . . ..ot e 283

Customizingareport ...t 284
Exportingto Excel ... ..o oot 287
Saving a customized report. ... ... 289
PART 3: MANAGING THE BOOKS FOR THE
ACCOUNTANT . ..o e, 293
cuaerer 1: Setting Up Shopin QBOA. ..., 295
SigningUp forand into QBOA. . ... ..ottt 296
Examining the QBOA Interface ..........cooviiiinniiiiineen. 298
Working with the Your Practiceview ........................ 299
Working with Your Books. . ... 302
Setting Up YOUr T@aM . .o v ittt e e 303
Controlling the Appearance of the Client List.................... 307
Understanding and Using the Free QBOA Company.............. 309
Working with the Sample Company ...t 310
Closing Companiesand QBOA . ... ...ttt 311
Working with Wholesale Billing............. oot 312
Signing up for Wholesale Billing ........... ... .. ... .. ..., 312
Adding existing clients to your Wholesale
Billing subscription ...t 314
Removing clients from your Wholesale Billing subscription. . ... 316
Working with your Wholesale Billing history.................. 318
Stop using Wholesale Billing ............co i, 319
cuaerer 12 Adding Companies to the QBOA Client List........ 321
Adding a Client's Company to the Client List. .. .................. 321
Having a client invite you to be the accountantuser........... 322
Inviting a client to your practice ............ i 325
Transferring master administrator rights back to your client ...328
Importing QuickBooks Desktop Information into QBO............ 331
General conversion considerations .............. ... ..o .. 332
An overview of what won'timport ............. ... ... .... 334
Updating your edition of QuickBooks Desktop................ 336
Transferring data from a desktop company intoQBO ......... 338
After CONVErtiNg . ..ot e e e 341
Switching between Client QBO Companies. ..................... 343
cuaerer 13: EXplOring a Client’'s Company from QBOA ... 345
Opening a Client's ComMpPany ... ..covvetiin e 345
Reviewing a Client QBO Company ........coveieiinneinneennn. 346
Taking a look at the Client Overview page.................... 346
Examining company setup information...................... 350

Table of Contents ix



X

Taking a look at the Chart of Accounts. ...................... 353

Reviewing listinformation ............ ... o i 358

Exporting and importing bank feedrules .................... 359

cuaerer 14: Working in a Client’'s Company....................... 363

Making Navigation Easy . .. .....oiiii i 363

Using keyboard shortcuts ... ... 363

Opening multiplewindows . ........ ..., 364

Working in two companies simultaneously................... 367

Examining Available Transaction Types. ..., 368

Searching for Transactions ........ ..., 368

Making Client Notes . ...t e 370

CommunicatingwithaClient. ........ ... oo i i, 371

CHAPTER 15: Using AccountantTools ............................... 375

Reporting and Paying Sales Taxes ...........c.ccoiiiiiinaenn.. 376

Managing Your Practice ...t 377

Understanding the Grid view. . ............o ... 378

Creating projectsandtasks ........ ..., 379

Updatingtask status. ....... ...t 382

Editing and deleting project information..................... 383

Workinginthe Listview ...... ..ot 384

Working in the Calendarview .......... ... .o, 385

Communicating with team members aboutwork ............. 386

Facilitating Accountant Activities. . .........coii it 387

ReVIEWING repOrtS . oot e e 388

Examining voided and deleted transactions.................. 390

Closingthe books ... .o e e 390

Month-End Review . ........ .ot 391

Transaction ReVIEW . ... ..t i 391

Account Reconciliation ......... ... i 392

Final Review . ... 392

Reclassifying transactions ...t s, 392

Writing off invoices . ... .ot e 395

Understanding the Prep for Taxespage ........c.cocovvvvnn... 396

A brief look at other accountanttools ....................... 400

PART 4: THEPARTOFTENS................... i, 403
cuaeter 16: T€N Things about the Chrome

BrowseriInterface .................................... 405

Understanding Users ...t 406

Windows and Tabs ...... .o 407

Using the Omnibox to VisitaWeb Page......................... 408

QuickBooks Online For Dummies



What'sthe Star?. .. ... 409

Full-Screen Mode. .. ..o 409

Accessing Your Browsing History ........ .. ..o, 409

Examiningthe ChromeMenu ......... ... i, 410

About Signing In to (and Out of) Chrome. ....................... 411

Creating a Google acCount. . ...t i 411

SigningInto Chrome. . ... vt e 412

Signing Outof Chrome. ... e 414

Using the ChromeWeb Store ..........co i, 415

cuaerer 17: T€N Ways to Use Chrome Effectively................ 419

Settinga Home Page. ... ...t 420

Automatically Opening Excel Reports Exported from QBO ........ 421

Using Keyboard Shortcuts . ... 422

Chrome and Security .......oouuiii e 423

Chrome and Privacy .......couiii e 424

Handling cookies . ... ..ot e 425

Chrome and JavaScript. .....coovveii i 425

Flash oo 425

Working inIncognitomode ........ ... i i e 425

Deleting browsing history ........ ..ot 426

Reviewing miscellaneous privacy settings.................... 428

Using Google tools to manage privacy.........coovviveunn... 429

Using Bookmarksin Chrome. ......... ..o, 430

Creatinga bookmark ...t 430

Displaying the Bookmarksbar............. ... ... oot 431

Importing bookmarks. . ... i 432

Managing bookmarks. ... 433

Duplicating and Pinning Tabs ......... ..ot 435

Using Chrome on Multiple Monitors ........... ... .o iiiinn.. 436

Working with Chrome Users ... ...ttt 436

Addinga Chrome user ...t 437

Opening a differentuser ...... ...ttt 438

Switching to a differentuser ............. ..o, 439

Removing a useryounolongerneed..................co.... 439

Zooming INnand Out .. ..t e e 440

Downloading Files. ... ..o i 440
APPENDIX A: QBO, QUICKBOOKS DESKTOP,

AND DATACONVERSION ... 443

INDEX o e 461

Table of Contents  Xi






Introduction

ost small business owners do something besides accounting; they sell

products or services. Many small business owners address accounting

only because they have to address it — to meet legal requirements, such
as reporting earnings and paying employees.

QuickBooks helps take the pain out of the process; in fact, accounting can become
downright tolerable. And QuickBooks Online (QBO) makes accounting almost
easy. Because QBO is a web-based product with mobile versions, you can securely
do what you need to do from anywhere at any time of day. And, because QBO is
web-based, you can easily share your data with your accountant — again, any-
where and at any time.

In most cases, QuickBooks Desktop users who want to stick with something they
know but now yearn for the flexibility of a web-based product won’t be disap-
pointed. QBO’s functionality will feel very familiar to them, and they can migrate
their QuickBooks Desktop company to QBO.

Accountants can easily support QuickBooks clients via QuickBooks Online Accoun-
tant (QBOA), the sister product of QBO that enables seamless collaboration
between accountants and their clients.

Use this book to help you learn how to use QBO and QBOA.

About This Book

Intuit’s web-based accounting product is really two products: End users who want
to do their accounting on the web or on mobile devices use QBO, whereas accoun-
tants use QBOA, which enables the accountant to log in to a client’s books and
make changes and queries as needed. Although much of QBO and QBOA look and
behave alike, QBOA incorporates tools that an accountant needs while working on
a client’s books. And accountants need to manage multiple client companies,
whereas end user clients typically do not.

QBO and QBOA are not for everyone. Before you commit to Intuit’s web-based
solution, you need to explore the available editions and examine the requirements

for the products.

Because these products are both similar and different, we’ve divided this book
into three parts. In the first part of the book, we examine what QBO and QBOA
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are — and what they aren’t — and we describe what you need to be able to use
QBO and QBOA. We explain the various editions available and the product costs at
the time we wrote this book, and we describe the available features.

The second part of the book focuses on using QBO and is aimed at the end user;
but, the accountant who opens a client’s company via QBOA will be able to use the
same tools that the end user uses to manage lists, enter transactions, and print
reports.

The third part of the book is aimed at the accountant and covers using QBOA.

We don’t pretend to cover every detail of every feature in QBO or QBOA. Instead,
we’ve focused on covering the tools we think most users will need as they navigate
QBO and QBOA.

As we discuss in Chapter 2, there are different versions of QBO; we used QBO
Plus as we wrote this book because that’s the version available in the sample
company. As you’ll see in subsequent chapters, QBO Advanced adds even more
features for those that need even more functionality. Users of other versions
might find references in this book to features they don’t have because they aren’t
using the Plus or Advanced versions.

Before diving in, we have to get a few technical convention details out of the way:

¥ Text that you're meant to type as it appears in the book is bold. The exception
is when you're working through a list of steps: Because each step is bold, the
text to type is not bold.

3 Web addresses and programming code appear in monofont. If you're reading
a digital version of this book on a device connected to the Internet, note that
you can tap or click a web address to visit that website, like this: www .
dummies.com.

3 You can use QBO and QBOA from their Android and iOS apps, from the
Windows desktop app (which works on Windows desktop computers, tablets,
and laptops, but not on Windows phones), or from Chrome, Firefox, Safari, or
Internet Explorer. At the time we wrote this book, a variety of issues existed if
you tried to use QBO and QBOA with Microsoft Edge. In my experience, QBO
and QBOA function best in Chrome. For that reason, we used Chrome
throughout this book and we've devoted The Part of Tens chapters in this
book to Chrome so that, if you aren’t familiar with Chrome, you can get up
and running more quickly.

QuickBooks Online For Dummies
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¥ When we discuss a command to choose, we'll separate the elements of the
sequence with a command arrow that looks like this: => . For example, when
you see Chrome Menu => Settings, that means you should click the Chrome
Menu button (on the right side of the Chrome screen — see Chapter 16 for a
description of Chrome's screen elements) and, from the drop-down menu
that appears, click Settings.

Foolish Assumptions

We had to assume some things about you to write this book. Here are the assump-
tions we made:

¥ You know that you need to manage the accounts for your business, and you
might even have some sort of setup in place to record this information. We
don’t assume that you know how to do all that on a computer.

¥ You have some interest in managing the accounts for your business using a
web-based product.

¥ You are probably but not necessarily a QuickBooks Desktop edition user.

¥ You have a personal computer or Mac (that you know how to turn on). Your
PC must be running Microsoft Windows 7, Windows 8.1, or Windows 10; we
wrote this book using Windows 10. Your Mac must be running OS X 10.11 or
later.

3 You might have purchased an edition of QuickBooks Online, but not
necessarily.

Icons Used in This Book

Think of these icons as the fodder of advice columns. They offer (hopefully) wise
advice or a bit more information about a topic under discussion.

TIP

This icon points out juicy tidbits that are likely to be repeatedly useful to you — so
please don’t forget them.

REMEMBER
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book, you see this icon when we’re trying to help you avoid mistakes that can cost

Mr. Spock! Scotty! Red Alert! Well, okay, it’s really not life-threatening. In this
money.

WARNING

e When you see this icon, you’ve come across material that isn’t critical to under-
9, stand but will satisfy the curious. Think “inquiring minds want to know” when

TecunicaL  You see this icon.

STUFF

Beyond the Book

In addition to the content in this book, this product also comes with a free access-
anywhere cheat sheet that gives you keyboard shortcuts for QBO and QBOA and
some handy tool buttons in QBO. To get this cheat sheet, simply go to www.
dummies.com and search for “QuickBooks Online For Dummies Cheat Sheet” in
the Search box.

Where to Go from Here

Simply turn the page. Seriously. You can dive in anywhere you want and come
back as often as you like. You don’t have to read through this book cover to cover
because each section stands alone and provides step-by-step instructions for
common tasks. You should consider this book a reference that you use when you
need it.

That said, if you’re just getting started with QBO or QBOA, you might want to turn

the page and follow, in order, the chapters in Part 1. Then feel free to explore any
topic you want, using the table of contents or the index to help you find a topic.

4. QuickBooks Online For Dummies
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IN THIS PART ...

Examine what QBO is and what it isn't.
Learn the requirements to use QBO.

Meet the QBO interface.



IN THIS CHAPTER

» Taking a first look at QuickBooks
Online and QuickBooks Online
Accountant

» Considering the cloud

» Meeting requirements to use QBO
and QBOA

Chapter 1

Introducing QBO
and QBOA

uickBooks Online (QBO) and QuickBooks Online Accountant (QBOA) are

web-based products you can use to manage your business’s accounting.

This chapter introduces these products and discusses whether you should
move into the cloud to manage your accounting. It also examines the system
requirements for these products.

QBO for the Client and QBOA for
the Accountant

QuickBooks Online offers you the ability to manage your business’s accounting in
the cloud. The software is divided into two products: one for end users and the
other for accountants. Interfaces for both products are available on multiple
platforms.

QuickBooks Online (QBO) is the cloud-based product for end users who need to
perform typical accounting tasks. QBO is based on the same principles as the
QuickBooks Desktop product — that is, it uses lists to, for example, manage cus-
tomers and vendors, and it includes transactions similar to the ones found in the

CHAPTER 1 Introducing QBO and QBOA 7
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QuickBooks Desktop product. But, QBO is not simply a “rewrite” of the Quick-
Books Desktop product for the web. It was designed and developed as a new prod-
uct, optimized for web-based usage.

QuickBooks Online Accountant (QBOA) is the cloud-based portal that accountants
use to access client QBO companies, work in them, and communicate with clients.
QBOA also includes a QBO company in its Your Books section that accountants can
use to track the accounting of their own businesses.

Comparing interfaces

QBO and QBOA were initially written and optimized to be used in the major web
browsers — Chrome, Firefox, Safari, Microsoft Edge, and Internet Explorer. Later,
Intuit added QBO apps that you can use to work in QBO on iOS and Android mobile
devices. Intuit also offers a desktop version of QBO referred to in this book as,
cleverly, QBO Desktop; this version is not a mobile app (it won’t work on phones
and isn’t available in the Google Play Store or the Apple App Store) but it will work
on any Mac or Windows computer, including “portable” computers like laptops
and tablets running Windows or MacOS, making it somewhat mobile. It also is not
the QuickBooks Desktop product, which is not a cloud-based product.

In this section of the book, you explore what QBO and QBOA look like in a browser;
the next section explores what the QBO Desktop edition looks like as well as
detailing some of the things you can do in the iOS and Android mobile app ver-
sions of QBO.

In a browser, an open company in QBO looks similar to the one shown in Figure 1-1.
We cover the interface in more detail in Chapter 3, but for the time being, the most
important thing to notice is the Navigation bar that runs down the left side of the
screen. If you’ve been a QuickBooks Desktop user and you’ve used the Left Icon Bar
in that product, you might find the Navigation bar a familiar tool. The Left Icon Bar
and the Navigation bar work the same way; you click a link in either of them to
navigate to a portion of the program.

Clicking the three-striped button beside the QuickBooks logo above the Naviga-
tion bar enables you to collapse the Navigation bar to view just the icons (and
clicking it again expands the Navigation bar back to the view in Figure 1-1). When
you collapse the Navigation bar (you see an example of it collapsed in Chapter 3),
you have more screen real estate to view the right side of the QBO interface.

At the top of the screen, you see tools that help QBO users create transactions,
search for existing transactions, and view settings for the QBO company.

PART 1 Getting Started with QBO and QBOA



FIGURE 1-1:
An open
company in QBO.

REMEMBER

@ QuickBooks x o+ = a X
<« c

@ c23.gbo.intuit.com/app/homepage

Subscribe now and save 50%  Subecribe now

ab ar_i;ckbooks = Sample Company g My Experts @ Help Q G iﬂ:

oeo Craig's Design and Landscaping Servi... v (B

Dashboard

Start invoicing Hide

@ Set up payments

Banking

Expenses .
See how much you're making

Sales

P Start tracking time Send your first invoice
Payroll

Connect with an accountant

Reports

Swipe cards in person with

Taxes our mobile app

Mileage

Accounting INVOICES BANK ACCOUNTS v

My Accountant $5,282 Unpaid Last 365 days Checking
Bank balance

$3,756 In QuickBooks

m 9

Figure 1-2 shows what an accountant sees immediately upon logging into
QBOA. The Navigation bar changes to support an accountant’s needs; you can read
more about the QBOA interface in Chapter 11.

When an accountant opens a client’s company from within QBOA (see Figure 1-3),
the interface resembles what a client sees, with some minor differences. Compare
Figure 1-1 with Figure 1-3. First, you know you’re using QBOA because the top of
the Navigation pane shows QB Accountant. Second, the Accountant Tools menu
(the briefcase icon) displays tools not found in QBO that help accountants manage
client companies.

Even though an open company looks a bit different depending on whether you
open it using QBO or QBOA, the basic functionality doesn’t really change, other
than accountants have more options than end users have.

Because QBOA contains functionality that QBO doesn’t have, we’ve organized this

book so that QBO users can focus on Part 2 when using the product, and QBOA
users can use the information in both Parts 2 and 3 to work in a company online.
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TIP

WARNING

Taking a look at QBO Desktop
and QBO Mobile

You can work with QBO and QBOA without using a browser; you can use QBO
Desktop or you can use the iOS or Android apps.

Introducing QBO Desktop

If you prefer, you can work with QBO using QBO Desktop; it’s purported to run
faster than QBO in your browser, but we’ll let you judge for yourself. To download
QBO Desktop, use your browser to navigate to the QBO sign-in page: https://
quickbooks.intuit.com/online/apps/. On the page that appears, you’ll see a
Free Download button; click it and follow the onscreen instructions to download
and install QBO Desktop.

Both Windows and Mac users can use the same QBO Desktop app; what you down-
load from the QBO sign-in page works on both platforms. Ingenious, don’t you
think?

The word “app” has become a buzzword and is often used when it probably
shouldn’t be. In this chapter, we’re using the word “app” only when we refer to
the mobile versions of QBO and QBOA that are available for download from the
Google Play Store or the Apple App Store. In many places online, you’ll find refer-
ences to a QBO Windows app — and, at the time we wrote this, there is no Win-
dows app per se. There is QBO Desktop, which allows Windows users (except
Windows Phone users) to use QBO while being mobile — on, for example, laptops
and tablets — but QBO Desktop is not available from any of the “mobile device”
stores (Google Play or Apple App) and therefore, we’re not calling it an app.

Figure 1-4 shows QBO Desktop with a QBO company open, and Figure 1-5 shows
QBOA just after opening it in QBO Desktop (but before opening any client
company).

If you compare Figure 1-5 to Figure 1-1, you’ll notice that, once again, QBOA users
have the same additional options in QBO Desktop that they have in a browser. The
menus at the top of the screen are the biggest visual difference between QBO and
QBOA in QBO Desktop and QBO and QBOA in a browser. If you’ve been a Quick-
Books Desktop product user, you know that you can use the menus to navigate.
Under the hood, QBO Desktop offers some options that you won’t find readily
available in a browser, such as the ability to work in multiple windows.
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REMEMBER

Understanding QBO mobile apps

At no additional cost to you, mobile apps are also available for iPhones, iPads, and
Android devices. The i0S and Android apps are optimized for touch interaction
and on-the-go workflows like customer management, invoicing, estimates, and
signatures. You also can use the mobile apps to track the status of invoices, take
payments, reconcile bank accounts, capture expenses, and check reports. And,
you’ll find Pinch and Zoom functionality in the mobile apps and in browsers on
mobile devices.

You can get the mobile apps here: https://quickbooks.intuit.com/
accounting/mobile/. In addition to using the QBO mobile apps for iOS and
Android, you also can access the QBO sign-in page and your QBO account from
your mobile device’s browser at gbo. intuit.com.

New features are added often to the mobile apps. For example, you can customize
invoice templates from the browser-based QBO and from QBO Desktop. You can
customize templates from mobile devices but not using mobile apps; instead, use
the browser-based QBO on your mobile device.

Be aware that the browser-based version of QBO and QBOA has additional
functionality and keyboard shortcuts geared towards more in-depth business
accounting tasks.

So, take your choice; you’re not limited: Work in a browser, work in QBO Desktop,
or work in a mobile app, depending on your needs at the moment.

Understanding the Cloud

©

REMEMBER

Just to make sure we’re on the same page here, we’re defining the cloud as soft-
ware and data housed securely in remote data centers (not on your office prem-
ises) and accessed securely using the Internet. Working in the cloud can increase
your efficiency by offering you the opportunity to work anywhere, communicate
easily with others, and collaborate in real time.

Regardless of whether you use QBO or QBOA in a browser, in QBO Desktop, or in
an app, both the software and the data are housed on servers controlled by Intuit
and accessible via the Internet.

In the traditional model of software use, you buy software and install it on your
computer. Or you might buy the software and install it on a vendor’s server. QBO
and QBOA fall into the category of Software as a Service (SaaS). You typically don’t
buy SaaS software; instead, you rent it (that is, you purchase a subscription).
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Because SaaS$ software is typically web-based software, you (also typically) access
SaaS software over the Internet using a browser. A browser is software installed on
your local computer or mobile device that you use to, well, browse the Internet,
looking up cool stuff like what the stock market is doing today, what kind of
weather can you expect on Friday when your vacation starts, how to get to your
boss’s house for the party he’s having, and — oh, yes — to work with web-based
software such as QBO and QBOA. In the case of QBO and QBOA, you can work with
these web-based SaaS products using a browser, QBO Desktop, or an app you
download to your mobile device.

Using web-based software can be attractive for a number of reasons. For example,
using web-based software, you have access to that software’s information any-
where, anytime, from any device — stationary or mobile.

Some folks see the “anywhere, anytime” feature as a potential disadvantage
because it makes information too readily available — and therefore a target for
hackers. Intuit stores your data on servers that use bank-level security and
encryption, and Intuit automatically backs up your data for you. Other folks see
the “anywhere, anytime” feature as a disadvantage for exactly the reason that
they have access to the software’s information anywhere, anytime, and from any
device, offering the opportunity to work more than they’d like. You are in charge
of your life, so . . . no comment on this “disadvantage.”

In addition, web-based software like QBO and QBOA promotes collaboration and
can help you save time. Using QBO and QBOA, accountants, bookkeepers, and cli-
ents can communicate about issues that arise, as described in Chapter 14.

Then there’s the issue of keeping software up to date. Desktop software such as
traditional QuickBooks typically receives a major update once each year, along
with periodic software patches that must also be installed. Unlike their desktop
cousin, QBO and QBOA are automatically updated every two to four weeks —
meaning there’s never a new version to install or patches to deal with.

Because updating occurs so frequently to QBO and QBOA, by the time this book is
published, things (and screens) might have changed. Actually, make that “prob-
ably have changed.”

Should You Move to the Cloud?

14

Before you make the move to the cloud, you should consider the needs of your
business in the following areas:
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System

¥ Invoicing, point of sale, electronic payment, and customer relationship
management

¥ Financial and tax reporting

¥ Budgeting

¥ Time tracking and payroll

3 Inventory, job costing, and job scheduling

¥ Managing company expenses and vendor bills

Beyond the advantages described in the preceding section, the particular needs of
a business might dictate whether you can use QBO. For example, QBO won’t work
for you if your business has industry-specific needs or is mid-sized and needs to
use ODBC-compliant applications. In addition, QBO won’t work for you if you
need to

¥ Track your balance sheet by class.
¥ Process more than 350,000 transactions annually.
¥ Track labor costs.

3 Manage a robust inventory that supports making and selling finished goods.

In any of these cases, you would probably be better off with one of Intuit’s
“designed for desktop use” products like traditional QuickBooks Pro, Premier, or
Enterprise.

When QBO and QBOA were first released, the U.S. version didn’t support multiple
currencies. That feature has been added to both products. And, you can set a
“home currency” without enabling multicurrency support. See Chapter 3 for more
information.

Requirements

Using a web-based software product typically doesn’t require a lot of hardware
and software; in fact, the demands of QBO and QBOA aren’t extensive. In particu-
lar, you need a Windows or Intel-based Mac computer using Windows 7, 8.1, or 10,
or OS X 10.11 or later. You also need

3 An Internet connection — Intuit recommends a high-speed connection of
3 Mbps or higher
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3 One of the four supported Internet browsers:
Google Chrome
Mozilla Firefox
Microsoft Edge
Safari, if your operating system is iOS 11.1 or higher

¥ Adobe Reader 11.0 or higher to print forms

Although QBO and QBOA work in all the major browsers, they work best, in my
experience, in Chrome, with Firefox coming in a close second. Therefore, we use
Chrome throughout this book, and the Part of Tens chapters cover using Chrome
so that you can get comfortable with that browser. If you’re a Firefox user, give
QBO and QBOA a try in Firefox.

The requirements for QBO Desktop and the mobile apps are basically the same as
those outlined here, except that you won’t really need a browser on your device
(although you’ll probably have one). You’ll still need an Internet connection, and
be aware that, although new features are added to the mobile apps all the time, the
mobile apps do not support all features of QBO and QBOA.

Whether you work on a desktop computer or on a mobile device, the computer or
device needs to meet the basic requirements of the operating system you use on
that computer or device — and then some. For example, if you’re using a Windows
desktop computer, you need the amount of RAM (random access memory) speci-
fied by Microsoft to load the version of Windows on the computer before you ever
launch your browser. If you don’t have sufficient RAM to run the operating sys-
tem, you certainly won’t be happy with the behavior of QBO and QBOA. You won’t
be happy with the behavior of the computer, either.

Basic requirements (and we stress the word basic) for a Windows 7, 8.1, and 10
computer, as specified by Microsoft, are

¥ 1-gigahertz (GHz) or faster 32-bit (x86) or 64-bit (x64) processor

¥ 1 gigabyte (GB) of RAM (32 bit) or 2GB of RAM (64 bit)

¥ 16GB of available hard disk space for the 32-bit version of the operating
system or 32GB for the 64-bit versions of the operating system

¥ Adisplay that supports at least 800 x 600 dpi
¥ DirectX 9 graphics device with WDDM 1.0 or higher driver

¥ An Internet connection for both installation and operating system updates
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