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Topic 1: Benefits of using QuickBooks Online

Upon completion of this topic, you should be able to:

 Identify the benefits of using QuickBooks Online

Intuit Proprietary and Confidential
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Technical Benefits

True Cloud-based
Application

Access from
Multiple Devices
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Technical Benefits (continued)

Always up to Date Real-time 128 Bit Encryption
Multi-user Access Continuous Backup
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Workflow Benefits
 Integrated Document Management Eﬂ]]
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« Automation features
- Bank Rules

« Recurring Transactions

 Ecosystem of Apps
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Topic 2: Subscription Levels

Upon completion of this topic, you should be able to:

« Determine which subscription level of QuickBooks Online to
recommend

Intuit Proprietary and Confidential
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@ Guickbooks.

Recommending QuickBooks Online

Expenses Lastmonth ¥

S0

LAST MONTH

W50

mso

v H S0

Bank accounts Determine client's needs and wants
Checking . . .

29 g Try out the test drive file, search in
Bank balance 347227 | 138

J

noiatens sz orven (Go0gle: “QuickBooks Online Test Drive’

Compare features of each product

Connect account Goto registers v
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Simple Start

@ tickbooks 1 Company User, 2 Accountant User/Firms
ul g

Create unlimited estimates and invoices

Manage Accounts Receivable

Record and print checks

Basic financial and A/R reports
Unlimited Bank Feeds
Allows for Apps, Payments and Payroll
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Essentials

@ quickbooks.

ncludes all the features
f Simple Start

gl

@ Guickbooks.

3 Company Users, 2 Accountant User/Firms
Manage Accounts Payable

Delayed Charges/Credits

Setup recurring transactions

Company Snapshot Report

Customized user permissions

Track billable hours by customer/sub-customer
Unlimited free time-tracking only users

Supports multicurrency
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Plus

@ Guiickbooks.

¥) Business plannin(? tools for
nd mobile

your PC, Mac a
devices

v) Prepare and print 1099s

¥} Inventory management

¥) Includes all the features
of Essentials

5 Company Users (up to 25), 2 Accountant User/Firms
Unlimited free Reports-only users

Purchase Orders

Inventory tracking using FIFO valuation

Class & Location tracking

Budgets

1099-Misc

Two-sided items to track item profitability
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QuickBooks Self-Employed

» 1 user + 1 Accountant User/Firm
o « Ability to separate business from personal spending
INTUIT L . i . o
@ quu:kbooks@ * Invoicing — online payments + mobile invoicing

 Calculate estimated quarterly taxes
» Tracks mileage and Schedule C deductions
« Bank Feeds
 Attach receipts to transactions
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Topic 3:
Main Components of QuickBooks Online

Upon completion of this topic, you should be able to:

 ldentify the main components of QuickBooks Online

Intuit Proprietary and Confidential
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Logging in: http://gbo.intuit.com

db QuickBooks

Next time, skip this sign-in

Download the Windows app to run QuickBooks 2x faster

Password

Remember my user ID

Download it free m

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

| forgot my user ID or Password

New to QuickBooks? Sign up
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Lists

Craig's Design and Landscaping Services

Your Company Lists

Account and Settings
Manage Users Products and Services
Custom Form Styles Recurring Transactions
Chart of Accounts Attachments

QuickBooks Labs

@ Guickbooks.

All Lists

NOTE: Customers, Vendors
and Employees are accessed
from left hand navigation bar.
You will not see them in All Lists

Lists

Chart of Accounts

Displays your accounts. Balance sheet accounts track your assets and liabilities, and
income and expense accounts categorize your transactions. From here, you can add
or edit accounts.

Recurring Transactions

Displays a list of transactions that have been saved for reuse. From here, you can
schedule transactions to occur either automatically or with reminders. You can also
save unscheduled transactions to use at any time.

Products and Services

Displays the products and services you sell. From here, you can edit information
about a product or service, such as its description, or the rate you charge.

Product Categories

A means of classifying items that you sell to customers. Provide a way for
you to quickly organize what you sell, and save you time when completing
sales transaction forms.

Custom Form Styles

Customize your sales form designs, set defaults, and manage multiple templates.

Payment Methods

Displays Cash, Check, and any other ways you categorize payments you
receive from customers. That way, you can print deposit slips when you
deposit the payments you have received.

Terms

Displays the list of terms that determine the due dates for payments from
customers, or payments to vendors. Terms can also specify discounts for early
payment. From here, you can add or edit terms.

Attachments

Displays the list of all attachments uploaded. From here you can add, edit,
download, and export your attachments. You can also see all transactions
linked to a particular attachment.
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Transactions

@

Create

Customers

Invoice

Receive Payment
Estimate

Credit Memo
Sales Receipt
Refund Receipt
Delayed Credit

Delayed Charge

Vendors Employees
Expense Payroll

Check Single Time Activity
Bill Weekly Timesheet
Pay Bills

Purchase Order
Vendor Credit
Credit Card Credit

Print Checks

» Show less

Other

Bank Deposit
Transfer
Journal Entry
Statement

Inventory Qty
Adjustment

inTuit

quic

kbooks.
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Tools

@ Guickbooks.

Your Company

Account and Settings
Manage Users
Custom Form Styles
Chart of Accounts

QuickBooks Labs

Craig's Design and Landscaping Services

Lists

All Lists
Products and Services
Recurring Transactions

Attachmenis

Tools

Import Data
Export Data
Reconcile
Budgeting
Audit Log

Order Checks [/}

Profile

User Profile
Feedback

Privacy

~
(2 Sign Out
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Module 2 : Setting Up

* Create a new QBO Company
« Manage Account and Settings
o Set up Lists and Users

* Importing into QuickBooks Online

Intuit Proprietary and Confidential
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Topic 1: Creating a new QBO Company

Upon completion of this topic, you should be able to:

« Specify the steps to create a new QBO Company

Intuit Proprietary and Confidential
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Create a New QBO Subscription from
QuickBooks Online Accountant

Client contact information

S h @® Business Individual
earc '\ Business name * Email *
Display name as Mobile

+ Add more info

Create

QuickBooks subscription compare

® Wholesale discount (firm is billed) Direct discount (client is billed)

Client

Wholesale discount
50% off for life of the
U ser subscription’ Grow your practice by bundling QuickBooks
into the services you provide clients.

Learn more about the benefits of the wholesale
Essentials discount.

~r

$306/me 50% off for life of the $
15/m0

subscription’

Most Popular

$406/me 50% off for life of the sNN

Plus



Set-up Wizard

@

Module 2 — Topic 1: Creating a new QBO Company

infurt

quickbooks.

No two businesses are alike

We should know-we've seen a lot! Help us get to know yours.

What's your business called?

Accountant University

How long have you been in business?

10f2 @aﬁflebOOkS

@

quickbooks.

20f2

What can we take off your plate?

We've got your accounting covered. What else can we help you with?

v Invoice customers

Choose one
Lessthan 1 year
1-2 years

3-4 years

5-9 years

10-14 years

15+ years

m Manage bills

’ Back ‘

]

\' :

|}

N\
Track expenses Track inventory
-_—
o

Track sales tax Pay employees

Retail sales

N\

Track time
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you re ready to start customlzmg

Q Accountant University v

@ Guickbooks.

+ . .
oo Accountant University

See how much you're making

Start invoicing

Q Get set up by a pro

Add the finishing touches

Profit and Loss Last month ¥

$0

NET PROFIT FOR NOVEMBER

$0
INCOME

$0
EXPENSES

5=

Connect your bank

00 O

Review your transactions

Expenses

$0

LAST MONTH

M $0

M 50

O "°

Last month ¥

Bank accounts
Account name

Bank balance $0.00
In QuickBooks $0.00

See your profits

Hide

TO REVIEW
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Topic 2: Manage Account and Settings

Upon completion of this topic, you should be able to:

* Recognize the steps to manage Account and Settings
 |dentify accounting related preferences

 Identify sales related preferences

+ |dentify expense related preferences

Intuit Proprietary and Confidential
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Account and Settings - Intro

Craig's Design and Landscaping Services

Your Company Lists Tools Profile

Account and Settings All Lists Import Data User Profile

Manage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile Privacy
Chart of Accounts Attachments Budgeting
~
QuickBooks Labs Audit Log [ Sign Out

Order Checks [
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Account and Settings — Company

Account and Settings

Company

Company name
Sales
Expenses

Payments

Advanced

Contact info

Address

Communications with
Intuit

Company name
Legal name

EIN/SSN

Industry

Company email
Customer-facing email
Company phone
Website

Company address

Customer-facing address

Legal address

Receive promotional offers

Accountant University

Same as company name

emily_watkins@intuit.com

Same as company email

@

inTuit

quic

kbooks.

7z
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Account and Settings — Sales

Account and Settings ®
Company
Customize Customize the way forms look to your customers Customize look and feel
Sales
Expenses Sales form content Preferred invoice terms Net 30 2
Payments Preferred delivery method None
Shippin Off
Advanced BRI
Custom fields Off
Custom transaction numbers Off
Service date Off
Discount Off
Deposit Off
Products and services Show Product/Service column on sales forms On Za
Show SKU column Off
Track quantity and price/rate On
Track inventory quantity on hand Off
Messages Default email message sent with sales forms 2

Default message shown on sales forms

Reminders Default email message sent with reminders 2
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Account and Settings — Expenses

Account and Settings

Company
Sales

Expenses
Payments

Advanced

Bills and expenses

Purchase orders

Messages

Show Items table on expense and purchase forms
Track expenses and items by customer

Make expenses and items billable

Default bill payment terms

Use purchase orders

Copy estimates to purchase orders

Default email message sent with purchase orders

@

inTuit

quickbooks.

® X
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Account and Settings — Payments

Account and Settings

Company
QuickBooks Payments
Sales
Expenses
Payments
Advanced Existing account

Get paid more ways, fast!
o Take credit cards or bank transfers
o Accept payments through Quickbooks, emailed invoices, and
mobile
¢ QuickBooks automatically updates when you're paid

If you already have a Payments account with Intuit (you may know it as
GoPayment or Merchant Services), connect it to your QuickBooks.

Learn more

@

inTuit

quic

kbooks.
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Account and Settings — Payments

Merchant details Your Merchant ID:

Change bank deposit account Ma ———

Run deposit reports

See transaction details

Recording Accounts Where should we record Payments deposits? Business Fundamentals C

Where should we record Payments fees? Merchant Service Fees

Privacy Security
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Account and Settings — Advanced

Account and Settings ® X
Company
Accounting First month of fiscal year January 7
Sal
o First month of income tax year Same as fiscal year
Expenses Accounting method Accrual
Close the books Off
Payments
Advanced
Company type Tax form 2
Chart of accounts Enable account numbers Off Vi
Categories Track classes Off ‘//\,Q
Track locations Off
Automation Pre-fill forms with previously entered content On i
Automatically apply credits On
Automatically invoice unbilled activity Off
Copy estimates to invoices Off
Automatically apply bill payments On
Time tracking Add Service field to timesheets Off Za
Make Single-Time Activity Billable to Customer On
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Topic 3: Set up Lists and Users

Upon completion of this topic, you should be able to:

« Specify the steps to setup and modify Lists & Users

Intuit Proprietary and Confidential
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Module 2 — Topic 3: Setup lists and users

Manage Users

https://qbo.intuit.com/c25/v1602.610/144760684/mini/start?interview Q,

Your Company Choose user type Page 1017
. Choose a type of user. Which usess count?
Account and Settings & Regular or custom user
You specly which areas of QuickSooks Onine Fius this user can access.

() Company administrator
Company administratons have al 200ess ights wihin QuickScoks Onine Pius. They aiso have all acoess ights Sor every oiher senice your company Subsobes o

Manage Users © Reports only

This type of wser sgrs In %o & specal verson of QuIckSccks Onine Pius that Shows repors only. A Repors only wser can access itualy al repons, except payrol reponts
and those Itng contact Rformation of Customers, vendons, or empioyees. This user does not Count towand your cament user Imit

ty () Time Tracking only
CUStom Form S IeS This type of user Sgrs 0 10 & specal version of QuIckScoks Onine Pius that only has tme sheets. A Time Tracking only user can 9l out and change his or her own tme
sheets (Dot not other users’ tme sheets). This user does not count towand your cament user Imit

Chart of Accounts

QuickBooks Labs

| ORISR |




Module 2 — Topic 3: Setup lists and users

Chart of Accounts

Larry's Landscaping & Garden Supply

Your Company
Account and Settings
Manage Users

Custom Form Styles

Chart of Accounts

Payroll Settings
QuickBooks Labs

Company Templates

Lists

All Lists

Products and Services
Recurring Transactions

Attachments

Tools

Import Data
Export Data
Reconcile
Budgeting

Audit Log

Order Checks z

@ Guickbooks.

EENEEN o o o

Heather Satterley
User Profile
Feedback

Refer a Friend
Privacy

Switch Company

~
2 Sign Out
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Chart of Accounts

9 Larry's Landscaping & Garden Supply v Search
Account
Chart of Accounts Run Report \“
*
< All Lists Category Type Name
v Money Market
*TIP* - Other accountants save 2 hours on Chart of Accounts customizations by using community contributed templates. Find OM‘W type ni Bank y
Click here!
*Detail Type Description
Cash on hand
NUMBER NAME TYPE & DETAIL TYPE QUICKBOOKS BALA BANK BALANCE Checking
Money Market
10100 10100 Cash Expenditures Bank Checking 436.73 View register v Rents Held in Trust
Edit Savings Is sub-account
1071 1071 Bill.com Money In Clearing Bank Cash on hand -160.00 Trust account
Delete
v
1072 1072 Bill.com Money Out Clearing Bank Cash on hand -150.00 Run report
ts
1099 1099 Barter Account Bank Checking 12,560.22 View register v Balance as of
Use Money market to track amounts in
1100 1100 Chase 1234 % Bank %y, Checking -9,691.42 View register v money market accounts. 12/12/2016
Barter Bank Cash on hand 0.00 View register v For investments, see Other Current
Assets, instead.
Chase Checking Bank Checking -16,174.41 View register v

‘ Cancel ‘ SaveandClose v
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Module 2 — Topic 3: Setup lists and users

Products and Services List

EDNEN o ¢ o

Larry's Landscaping & Garden Supply

Your Company Lists Tools Heather Satterley
v
Account and Settings All Lists Import Data User Profile
Manage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile i
y g Refer a Friend XABLE =~ QTYONHAPM REORDERPC  ACTI
Chart of Accounts Attachments Budgeting Privacy
Payroll Settings Audit Log Switch Company v Edit v
. Make inacti
QuickBooks Labs Order Checks Z akenactive
Lo N Run report
Company Templates 3 Sign Out v
Duplicate
O ) .
A AMEX Service AMEX p... Edit v
A Cash / Checks Received Service Cash/C... Edit v

) B
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Products and Services List

Product/Service information x
Product/Service information

Service Change type

Select a type:

Inventory
Products you buy and/or sell and that you track quantities of. Name*
Z O |
Non-inventory SKU @
Products you buy and/or sell but don’t need to (or can’t) track
quantities of, for example, nuts and bolts used in an 2
installation. Category
-
Service
Services that you provide to customers, for example, Sales information
landscaping or tax preparation services. + | I sell this product/service to my customers.
!
Bundle Sales price/rate Income account
A collection of products and/or services that you sell together, Servi
ervices v
for example, a gift basket of fruit, cheese, and wine.

Purchasing information
| purchase this product/service from a vendor.



infuit
Module 2 — Topic 3: Setup lists and users @qumkbOOk&

Products and Services List - Bundles

Product/Service information

@ Bundle Change type

Name*

Complete Fountain

SKU
# PRODUCT/SERVICE DESCRIPTION QrYy RATE AMOUNT = TAX
z | C lete Fount
omplete Fountain -
) ) 1 Complete Fountain P 1 670 670.00 m
Sales information y tomer won't see anv of the ite: this bundle
Complete Fountain -
Design:Fountains:Concrete Concrete for fountain installation 10 10 v m
2
Products/services included in the bundle HE Design:Lighting Garden Lighting 3 85 v 1
Display bundle components when printing or sending transactions
Design:Fountains:Pump Fountain Pump 1 15 v m
PRODUCT/SERVICE Qry
Landscaping:Installation Installation of landscape design 1 300 i
o) Concrete
Concrete for fountain installation 10 -~
m
o) Lighting
Garden Lighting 3 i
Pump Ho2 il
O Fountain Pump LT o
Add lines Clear all lines Add subtotal Subtotal $670.00
o Landscaping:Installation s 1]
I}
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Customer

inTuit

@

quickbooks.

Dashboard All Sales Invoices Customers Products and Services
Banking
Customers New customer v
Sales
- Unpeid Lasz 345 Davs Paid
Expenses Customer Information x
$750 $1,5
Employees Hlir ey it Title  First name Middle name Last name Suffix Email
|
Company Phone Mobile Fax
Other Website

*Display name as

Print on check as v | Use display name Is sub-customer

v Bill with parent v

Tax info | Payment and billing | Attachments
Shipping address map |v| Same as billing address

Address Notes

Billing address map

‘ Cancel ‘ Privacy
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Vendor

@ Accountant = g Craig's Design and Landscaping Services ¥

Banking
Vendors Prepare 1099s ‘ v ‘ Newvendor v

Seles
Vendor Information
Expenses
Title  Firstname Middle name Last name Suffix Email -
_ 1 PURCHASE ORDER
Employees
Company Phone Mobile Fax
*Display name as Other Website
Print on check as v | Use display name Billing rate (/hr) Terms
Address map Opening balance as of
12/12/2016

Account no.
Tax ID

Notes
Track payments for 1099

@J Attachments Maximum size: 25MB -

‘ Cancel ‘ Privacy m
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Topic 4: Importing into QuickBooks Online

Upon completion of this topic, you should be able to:

 Identify the steps to import data into QuickBooks Online

Intuit Proprietary and Confidential
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Importing lists using Excel

Craig's Dezign and Landzcaping Services ¥

Craig's Design and Landscaping Services

Your Company Lists Tools Profile

Account and Settings All Lists User Profile

Manage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile Privacy
Chart of Accounts Attachments Budgeting
QuickBooks Labs Audit Log & Sign Out
Order Checks
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Module 2 — Topic 4: Importing into QuickBooks Online

Importing lists using Excel

Import Customers

UPLOAD pplies v

Search Q e E:O:}‘

Select a CSV or Excel file to upload

‘ Browse ‘

Download a sample file {  (j EG———————— Have data in CSV or Excel files?
srplorees It's easy to import from your computer.
Transactions
Reports
Sales Tax

Vendors Accounts Products and Services

Customers

Import your accounts. Import descriptions, prices, and

Import your vendor information.
quantity on hand.

Import your customer information.
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Dashboerd Import QuickBooks Desktop Data
Banking
Sales Here's how to securely copy your desktop data online
Expenses Watch the short video on the right or follow the steps below to leam how.
Employees
© Usinz QuickBooks Enterprise? Plesse see Inporting from Enterprise for instructions
Reports
Taxes How to migrate your data: 00:03:10
Accounting Windows Mac

Print Instructions

My Accountant

¥ [~ o-O

O, ® ®

Open QuickBooks Desktop Export your company data Sign back in online

Don't have QuickBooks Desktop? Download a

free trial now.

1.Open QuickBooks Desktop 1.In QuickBooks Desktop, choose 1. Review your company settings and verify the data
Company =Export Company File Read how

2. Choose Help > Update QuickBools. to QuickBools Online

2. Leam how to use QuickBooks Online.
3.Click Update Now: 2. Follow the onscreen steps Watch tutorials
4. Click Get Updates. Most of your data will move over

What's not imported?
5.Ifyou'renot in single-user mode, choose

File > Switch to Single-User Mode.
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Module 2 — Topic 4: Importing into QuickBooks Online

In QuickBooks Desktop — press F2

Maximum targets:
350,000

Product Information x
Product QuickBooks Accountant Desktop 2015 Release R1P
License number 2630-2936-6194-122 REGISTERED ;5:1‘:3355 INFORMATION
Product number 113-644 R1_55
User Licenses 1 Company Realm ID null
Installed 09/29/2014 Online Billing Token

USAGE INFORMATION
Date First Used 01/05/2010 Number of Uses 669
Audit Trail Enabled since 12/15/2019 04:08:02

FILE INFORMATION

Location C:\Users\Public\Documents\intuititQuickBooks\Sample
Company Files\QuickBooks 2015\sample_product-based
business.qbw

Versions Used on File

File Size 38416 K |y25 0D R1 10/12/2014
Page Size 4096

Total Targets

Dictionary Entries 196

DB File Fragments 3

Schema version 107.0

Server Port 55363

Server IP 192.168.1.73

Server Name QB_EARTH_25

# of Users Logged In k|

Current Cache Size 256

Max Cache Size 3512

LOCAL SERVER INFORMATION

Hosting: local files only Server IP 192.168.1.73
Initial Cache 128  server Port 55363
Cache 256 Server Name

QB_EARTH_25

Shopping Source Token
INTEGRATED APPLICATION INFORMATION

# of apps T
Last accessed 10/12/2014 04:46:54

CONDEN SE INFORMATION

Lastrun None
Last as of date None
Last payroll deleted None
Lastinventory deleted None

List Information
Total Accounts: 116
Total Names: 212

- >

Customers: 146

Vendors: 54
Employees: 3 Vi
Free Memory 4194303 K
DB Engine version 11.0.1.2584
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In QuickBooks Desktop
Verify and Rebuild (if necessary)

Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Rep

Sample Bob's Builders - QuickBooks Accountant Desktop 2015 - [Home ] New Company---
E (ZICH Edit View Lists Favorites Company Ci Vendors Banking Reports Window Help v 4 NeW Company from EXIStIng Company Fl|e

New Company.

New Company from Existing Company File.. Open or Restore Company...
Open or Restore Company.. VENDORS CC .
Open Previous Company »

Open Previous Compan; » - =
ey » %

Open Second Company 2
Back Up Company o i Eriarbals Manage Chartot Open Second Company | Insights
Create Copy. Inventory Tax
i o B Back Up Company »
o = R f @ tems & Create Copy...
5 Utilities BN import R Pay Bills Services
——— | i , m Close Company/Logoff @ v
L4 Synchronize Contacts
ks " conven e Wb ch Switch to Multi-user Mode i
Copy Company File for QuickBooks Mac. Mobile Apps P“rnhage Rprplve
Copy Company File for QuickBooks Online. ities » |mpon »
Print Eorms 4 Repair File and Network Problems - B
:::‘:Lff:: . Stop Hosting Multi-User Access. 7] Set Up Intun Sync Manager EXpon '
Shipping ) ) Synchronize Contacts
Ee————1 neos | Send Company Fie y  Synchronz
Update Web Senvices e Deposts Convert b
Toggle to Another Edition... -
Exit _ AmF4  Restore Backup For Earlier QuickBooks Version &8 & Print Crl+P Copy Company File for QuickBooks Mac...
Statement Finance Statements Refunds Write QAaus ac POE . . .
Charges Charges &Credits ks el Copy Company File for QuickBooks Online...
EMPLOYEES Print Forms »  Repair File and Network Problems...
. . i Printer Setup...
& @ = 0 = & Print Stop Hosting Multi-User Access...
Payroll Enter Pay Pay Process HR Essentials Checks Send Forms...
Center Time Employees Liabilities Payroll and Insurance
ors Shipping »__ Verify Data
) Rebuild Data
Update Web Services —
T — " Condense Data...
Toggle to Another Edition... -

Exit Alt+F4 Restore Backup For Earlier QuickBooks Version
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In QuickBooks Desktop — Convert

ab

= FEile Edit View Lists |

My Shortcuts

Purchase
Orders

&

Sales
Orders

Estimates

Payroll
Center

Sample Bo

Builders - QuickBooks Accountant Desktop 2015 - [Home ]

mgompany Customers Vendors Employees Banking Reports Window Help

®

Enter Bills

=W
Create
Invoices

Enter
Time

1

@ Guickbooks.

- 8 Od | -

Home Page
Company Snapshot
Calendar
Documents

Lead Center

My Company

Advanced Service Administration...
SetUp Users and Passwords
Customer Credit Card Protection...
Set Closing Date...

Planning & Budgeting
To Do List
Reminders

Alerts Manager
Maintenance Alerts

Chart of Accounts
Make General Journal Entries...
Manage Currency

Enter Vehicle Mileage...

Prepare Letters with Envelopes

EMPLOYEES

L=

Employees

g,

Pay Pay
Liabilities

Manage
Sales
Tax
b @,
Pay Bills
»
3ales
pts
Ctrl+A
E
>
Refunds
& Credits

=

Process
Payroll
Forms

HR Essentials
and Insurance

Chart of
Accounts

8

ltems &
Services

Lo

Web and

Mobile Apps

=
)

Record
Deposits

=

Write
Checks

=

Print
Checks

COMPANY

Inventory

Activities

o

Get Financing

Calendar

BANKING |

&

Reconcile

Check
Register

=

Enter Credit
Card Charges
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In QuickBooks Desktop

@

inTuit

quickbooks.

Balance Sheet and
Profit & Loss

« Accrual Basis
 All Dates

PROFIT AND LOSS

ustomize

Design income

Cost of Goods Sold

GROSS PROFIT

-89.50

000000

503.55

205.00
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Module 3 : Navigating & Customizing

Navigating QuickBooks Online
QuickBooks Apps for Mac and Windows

Intuit Proprietary and Confidential
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Topic 1: Navigating QuickBooks Online

Upon completion of this topic, you should be able to:

* Recognize key components of the QuickBooks Online interface

Intuit Proprietary and Confidential
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Left Navigation Pane

Dashboard

Banking

Sales

Expenses

Employees

Reports

Texes

Accounting

My Accountant

@Accountam = =] BeautifulLandscapes1v

@ quic

kbooks.

Dashboard

Banking

Income
Sales

Expenses $18‘423
Employees

Reports l

Taxes SO

PAID LAST 30 DAYS

Accounting

My Accountant

Profit and Loss

- Beautiful Landscapes

Last 365 days

Lastmonth ¥

Lastmonth ¥

Expenses

$6,479

LAST MONTH

W $5,050

Meals and Enterta
M $500

Rent or Lease
W $450

Utilities

W 5479

Everything else

Lastmonth ¥

$2.6K

$1.3K \

PRIVACY

Bank accounts 7

Amex Needs attention

Bank balance
In QuickBooks

Bank of Steve

In QuickBooks

$-124,672.90

Chase Checking

In QuickBooks $2,735.51
PayPal
In QuickBooks $57,808.84

Primary Savings Account

In QuickBooks $5,000.00
Savings
In QuickBooks $-415.66

Blue from American Express (XXXXXXXXXXXX..

In QuickBooks $1,176.47
Credit Card
In QuickBooks $-216.00
Stacy's Card
In QuickBooks $1,397.50
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Left Navigation Pane: Banking

@ Guickbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Banking Bank Rules

Bank and Credit Cards

Amex

$2,202.16

BANK BALANCE

$-720.97

IN QUICKBOOKS

Update your American Express Delta Skymiles sign-in info

Amex v

Then we'll reconnect and get your latest transactions. (103) Update my sign-in info

For Review

In QuickBooks

T ‘ Batch actions v All (1)
[] patE~ DESCRIPTION
[] 10/14/2015  CarPark

PAYEE

Recognized (1)

CATEGORY OR MATCH

Trave

SPENT

$18.00

o |-

Go to Register

RECEIVED ACTION

Add

1-1 of 1
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Module 3 — Topic 1: Navigating QuickBooks Online

Left Navigation Pane: Sales — All Sales
Dashboard - Customers Products and Services

Banki -
S Sales Transactions | import Transactions v |
| Sales ]
Unbilled Last 365 Days Unpeid Last 365 Days Paid

Y
2 ESTIMATES 7 UNBILLED ACTIVITY N 48 OVERDUE &*\\ \\\\\\\\i\\\\i\&\\\i\‘\\ 0 PAID LAST 30 DAYS

Employees

Reports

Taxes Last 365 Days
T Batch actions v

Accounting =
[] DatE~ TYPE NO.  CUSTOMER DUE DATE BALANCE TOTAL = STATUS ACTION
My Accountant
[[] 06/19/2017  Invoice SR67  Perents 07/19/2017 $100.00 $100.00 ~ Open (Sent) Receive payment v
[] 06/15/2017  Billable Expe... ArunaSnow  06/15/2017 $0.00 $10.00 Open Start invoice
[[] 06/12/2017  Invoice SR66  Parents 07/12/2017 $100.00 $100.00 Open (Sen) Receive payment v

DA/NR/PN17 lovnire SRAR Parsnts N7/08/2017 <100 00 10000 - Onen (Sent) Recsive navment w
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Left Navigation Pane: Sales-Customers

@ Guickbooks.

Dashboard All Sales ‘ Products and Services

My Accountant

Aaron E Berhanu [7]

Maple Leaf Inc.

555-5558

1O

Abe Berry ) 555-5559

Sales
Unbilled Last 365 Days Unpaeid Last 365 Days Paid
Frpenss $3,915 $1,092 516003  [EHGHSSRNNEN s
2 ES;'IMATES 13 U‘NBILLED ACTIVITY 48 OVERDUE §\:\\\‘\¥ \\\\\\\}\\é 3\ 0 PAID LAST 30 DAYS

Emp[oyees L k\\\\\\\\\\\\\.\\\\\\\\\\\\\
Reports
Taxes I { Batch actions v l d a customer or compe Q, =N

D CUSTOMER « /  COMPANY PHONE OPEN BALANCE ACTION
Accounting

D A Great Customer [~7] Receive payment v

Create invoice w

Receive payment w
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Left Navigation Pane: Sa

@ quic

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

All Sales Customers Products and Services

Products and Services
< All Lists

@ LOW STOCK |ﬂ OUT OF STOCK

| More v ‘ m

want. Learn more

0 Keep tabs on your inventory with reorder points. Know what’s running low and what'’s out of stock so you'll always have what your customers

[] NAMEa

SKU

‘ | Appliance reselling
Appliances

] . Widget

‘7| Catered breakfast per pers
— on

1234567...

TYPE

Non-

inventory

Inventory

Service

SALES DESC| SALES PRICE COST TAXABLE  QTY ON HAM REORDER PC ACTION
200 80 v Edit v

5 1 v 945 Edit v

19 v Edit v

kbooks.

es — Products & Services
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Left Navigation Pane: Expenses

@ Guickbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Expense Transactions

‘ Filter v ‘ Last 365 Days

\I:‘ Batch actions w ’

[] DaTE~ TYPE

[ | 06/20/2017 Vendor Credit
[ | 06/16/2017 Check
[ | o6r15/2017  Bill

| ‘ 06/15/2017 = Expense

NO.

XXXX

806

PAYEE

Chipotle

Adam araceno

Airbnb Inc

Adam araceno

CATEGORY

Disposal Fees

Bad Debt

Rent or Lease

Inventory Asset

Print Checks

v ’ New transaction v

TOTAL

$10.00

$0.00

$500.00

$8.00

ACTION

Make payment v
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Left Navigation Pane: Expenses- Vendors

@ Guickbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Vendors

Unbilled Last 365 Days

$110

2 PURCHASE ORDERS

J ‘ Batch actions v

[ ] VENDORa& /  COMPANY

|_| 7-Eleven

l_l Adam araceno [V]

InnoVate LLC

|_| Airbnb Inc

Unpaeid Last 365 Days

PHONE

(565) 456-6766

555-5556

v ‘ Newvendor v

Prepare 1099s
Paid
$8

2 PAID LAST 30 DAYS
EMAIL OPEN BALANCE
$-24,000.00
Bigtimer@gmail.com $75.00
$500.00

ACTION

Create bill w

Make payment v

Make payment w
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Left Navigation Pane: Employees

@ quic

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

Employees

$2,639

2017 PAYROLL COST

NAME

AE

DF

SH

Q Active employees

Adams, Abby

Employee, Another

Fisher, Duncan

Hamby, Shane

$1,487

NET PAY

$878

EMPLOYEE

$273

EMPLOYER

v

PAY RATE

$20.00 / hour

Missing

$45,000.00/ year

$15.00 / hour

ta7 00 L

PAY SCHEDULE

Every Friday

Every Friday

Every Friday

Every Friday

PAY METHOD

Check

Check

Check

Check

Run payroll v

Next payroll due Friday, 6/23
Paycheck list

Add an employee

STATUS

Active

Active

Active

Active

kbooks.
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Left Navigation Pane: Reports

@

inTuit

quic

Dashboard

Banking

Sales

Expenses

Employees

'Reports

Taxes

Accounting

My Accountant

Reports Profit and Loss

$2,507 |$5475

INCOM
NET INCOME EoHE
$2,968
EXPENSES
Recommended Management Reports

Recommended Reports

Company Snapshot

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

Run

Budget vs. Actuals

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

Run | Customize

A/P Aging Summary

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

10k

0k

=3[

Mar 24 Apr 2017

Frequently Run My Custom Reports

Profit and Loss

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

Run | Customize

A/R Aging Summary

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

Run | Customize

Payroll Summary

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

May 2017 Juni

All Reports Accountant Reports

Balance Sheet

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

Run Customize

Expenses by Vendor Summary

This report shows your total expenses for each
vendor.

Run Customize

Payroll Tax Liability

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

2

kbooks.
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Left Navigation Pane: Taxes

@

inTuit

quic

Dashboard Sales Tax Payroll Tax
) Sales Tax Center
Banking
Sales Welcome! The Sales Tax Center is the best way to track sales tax. Be sure to record your sales tax payments here. If you record payments as a x
paid bill or check instead, they won't appear in the Recent Payments list.
Expenses
Sales Tax Owed
Employees ) )
Show By = Monthv For | Current Yearv Startof Year  janw Accounting Basis | Accrualv 0
Reports Agency Name Gross Sales @) Taxable Sales  Tax Amount Adjustments Payments Balance
- Sales Tax Agency1 $25,212.35 $253.00 $12.65 $12.65 $0.00
rename
Taxes Jun-17 $3,775.00 $12.65 $-12.65
May-17 $3,600.00
Accounting Apr-17 $1,100.00
Mar-17 $2,850.00
My Accountant Feb-17 $1,787.35 $253.00 $1265 $1265
Jan-17 $12,100.00
+| State Board of Equalization $25,212.35 $-125.00 $5,999.59 $5999.59
rename
Record Tax Payment View Report
Recent Sales Tax Payments
Adgencv Name Tax Period Tax Amount Adiustments Total Paid Paid Date

kbooks.
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@ Guickbooks.

Left Navigation Pane: Accounting-Chart of

Accounts

Dashboard Chart of Accounts Reconcile
Bankin
e Chart of Accounts
< All Lists
Sales
Expenses Click here!
Employees
NAME
Reports
Barter
Taxes
Barter Account
Accounting
Bill.com Money In Cleering
My Accountant Bill.com Money Out Clearing
Cash Expenditures
Chase 1234

TYPE &

Bank

Bank

Bank

Bank

Bank

®:, Bank

DETAILTYPE

Cash on hand

Checking

Cash on hand

Cash on hand

Checking

R, Checking

*TIP* - Other accountants save 2 hours on Chart of Accounts customizations by using community contributed templates. Find one for your industry type now -

QUICKBOOKS BALANCE BANK BALANCE ACTION
-988.05 View register v

12,580.22 View register v

-160.00 View register v

-150.00 View register v

436.73 View register v

-5,302.72 View register v
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Left Navigation Pane: My Accountant

@

inTuit

quic

kbooks.

Dashboard

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant | Adams, Guild, Gibson, LLC

CA

clayton_adams®@intuit.com

My Accountant

Requests &P Shared documents
Sortby | Due date v
DUE TODAY (1)

N Purchase and Sales Agreement for new F250 truck

2 D Larry, please upload the P & S agreement and financing paperwork for
the truck you bought last week. Make sure you include the...

ocuments
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Left Navigation Pane: Apps

My Apps ; AllApps
Dashbkoard
Banking
Manage apps you have already connected
Sales
Expenses
Employees
Reports Intuit 1099 E-File Service
Launch
Taxes Support
Update Subscription
Accounting Cancel Subscription
Review
My Accountant
Print Checks
Recommended apps for you
Apps
ont Doid Cons v e _ v
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Top Navigation Bar: Quick Create

Create
Customers Vendors Employees Other
Invoice Expense Payroll Bank Deposit
Receive Payment Check Single Time Activity Transfer
Estimate Bill Weekly Timesheet Journal Entry
Credit Memo Pay Bills Statement
Sales Receipt Purchase Order Inventory Qty
Refund Receipt Vendor Credit Adjustment
Delayed Credit Credit Card Credit
Delayed Charge Print Checks

» Show less
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Top Navigation Bar: Quick Create

Create
Customers Vendors Employees Other
Invoice Expense Payroll Bank Deposit
Receive Payment Check Single Time Activity Transfer
Estimate Bill Weekly Timesheet Journal Entry
Credit Memo Pay Bills Statement
Sales Receipt Purchase Order Inventory Qty
Refund Receipt Vendor Credit Adjustment
Delayed Credit Credit Card Credit
Delayed Charge Print Checks

» Show less
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Top Navigation Bar: Search

Client

Accountant
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Top Navigation Bar: Gear

Katie's Company, LLC

Your Company Lists Tools Emily Daigle

m Account and Settings All Lists Import Data User Profile
Manage Users Products and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcile Refer a Friend
Chart of Accounts Attachments Budgeting Privacy
Payroll Settings Audit Log Switch Company
QuickBooks Labs Order Checks E

~
Company Templates 2 Sign Out
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Module 3 — Topic 1: Navigating QuickBooks Online

Top Navigation Bar: Help

Help

Search Options

ProAdvisor level . DIAMOND

Live Chat qb Chat Now
Cp Call support@ 1-888-333-3451

Top help topics

Accountant community

Quickopedia
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Best Practices with Browsers

* Google Chrome is preferred browser

* Duplicate tabs for multiple windows

« Multiple monitors for increased efficiency

» Chrome users & Incognito windows to access multiple companies

Multiple Chrome users

Google Chrome. [E=SrEn—~—

®  ® @ quickBooks New Tab

& C' @ Secure https://gbo.

Duplicate
@ Accountant = Clmaae:

Mute Tab
Close Tab
Dashboard
Banking Reopen Closed Tab
Inconie S

Bookmark bar

(3 Client A @ Audit Log @ Invoice @ Expense Transactions @ P&L @ Vendors @ Delayed Charge @ Purchase Order
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Topic 2: QuickBooks App for Mac and Windows

Upon completion of this topic, you should be able to:

Specify the features and benefits of using the QuickBooks
Online App for Mac and Windows

Recognize navigation points in the QuickBooks Online App
for Mac and Windows

Intuit Proprietary and Confidential
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Module 3 — Topic 2: QuickBooks App for Mac and Windows

QuickBooks Online App

« Desktop shortcut to QuickBooks Online

* Runs QuickBooks Online in a dedicated QuickBooks browser

« Allows for more “desktop-ish” features like dropdown menus for screens
and reports

e Can have multiple windows and use multiple monitors

INTuIT

« Screens refresh automatically
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QuickBooks Online App — Where to Get

www.quickbooks.intuit.com/apps

or

O
WWwWw.apps.com
@ Accountant
YOUR PRACTICE Adams, Guild, Gibson, LLC Add dient
M's clients (6)
I Clients
Team Find & client Q| | Alldlients(6) v I
ProAdvisor CLIENTS BOOKKEEPING TAX
Work Nam: St For Review Banking Trial Balance Tax Return
Beautiful Landsca @ Closed 7 changes to closed books Last download 2016: Continue revi... 2015:5 tax returns v
YOURBOOKS 650) 321-4567 12/3 2 more items. 08/09/2016 2/06/2016 2016: 11208
Castle Co cti 6 unaccepte: d transactions Lest dow 2016:C
Dashboard @ e 27/

There is an app for both PC and Mac!
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QuickBooks Online App

o - jd Can change
Accountan =  Gotodlient's QuickBooks ¥ Search . .
— _____ Sl clients from client

YOUR PRACTICE Adams, Guild, Gibson, LLC Add dient
drop down menu
I Clients

Team Find a client O‘ All clients (6 v

ProAdvisor CLIENTS BOOKKEEPING TAX

Work Name & Status For Review Banking Trial Balance Tax Return

&) Besutiful Landsca @ Closed 7 changes to closed books Lest download 2016: Continue revi 2015: 5 tax returns v
650) 321-4567 2 mor: 08/09/2016 2/06/2016 2 120

YOURBOOKS ~  E " o mere ftems 2016: 11208

Dashbkoard Cestle Construc @ f U"ECc.eote‘d transactions FE,S:;?O,V{” oad ?C}‘\c’:; ;?’,“_%e revi

2 more items... 03/27/20 03/14/20
Banking Heather's Consult @
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QuickBooks Online App

© QuickBooks -m e - -
File Edit Create Company Favorites View Window Help M e n U'StY|e

c3 navigation and
keyboard shortcuts

Customers
Vendors

Employees

@ Accountant =S

Sales Transactions

Expenses

Dashboard

Sales Tax
Payroll Tax Alt+Y

dscapes

Banking

Income Last 365 days Expenses
Sales

B e gy w— e
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QuickBooks Online App

File Edit Create Company Navigate Reports Favorites View Window Help

J

@ Accountant = g Beautiful Landscapes 1 ¥

Dashboard Beautiful Landscapes

Banking
Income Last 365 days Expenses Last month ¥ Bank acco
Sales
$6,479 fme
;;J. ACONTH Bank bealance
Expenses $:1:8,42737: S W $5,050 ) In QuickBooks
Emol Viesls and Entert... Bank of Steve
mployees ‘ W $500 In QuickBooks
I $16,023 ‘ Rent or Lease
Reports OVERDUE B $450 Chase Checking
Utilities In QuickBooks
$479
Taxes $U Everything else PayPal

D LAST 30 DAYS In QuickBooks
Accounting . .
Primary Savings
In QuickBooks
My Accountant

Savings

@ Guickbooks.

Same look
and feel as a
using a
browser



