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QuickBooks® Online Foundations

Important Information about the Structure of this Training

Our QuickBooks Online Training is intended as the foundation for using QuickBooks®
as a bookkeeping, business management and cash flow building tool. The material
provides a critical basis for establishing bookkeeping best practices and ensuring

accurate financial information.

Please ask questions throughout the presentation.

In addition to what you will learn today this manual is a

post-training reference guide.

We are happy you are here and look forward

to helping you master QuickBooks!

© 2021 Intuit Inc. QuickBooks Online Foundations
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QuickBooks® Online Foundations

The most important reason to advance our knowledge of QuickBooks® and basic
bookkeeping principles, whether you are a business owner or employee, is to improve
business performance.

While we identify specific learning objectives at the beginning of each section,

3 Overall Objectives include:

1. Introduction to basic features in QuickBooks and how they apply to best practice

bookkeeping principles.

2. How to effectively and efficiently use QuickBooks to manage daily bookkeeping tasks

and develop an understanding of how the data is entered, processed and reviewed.

3. How to customize QuickBooks to meet the specific needs of a business.

Why we teach Cash Flow with QuickBooks®

Business owners typically identify Cash Flow as their number one area of concern.
QuickBooks Accounting Software, when utilized correctly, allows users to run Cash Flow
projections and develop a Cash Flow management strategy to prevent shortfalls. This
training will help participants develop a strong knowledge base of how to use QuickBooks

reports to manage a business and build cash flow.

The foundation of business success is in the daily use of accurate, real-time financial data.

What we measure, we manage; what we manage, we improve.

© 2021 Intuit Inc. QuickBooks Online Foundations
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It is important to focus on the areas of our business that contribute most to profitability.

QuickBooks helps us easily identify areas of focus if we know where to look.

The 80/20 rule, or the ‘Pareto Principle’, is a powerful concept that consistently rings true.

In most cases, 20% of our customers generate 80% of our net profit. At the same time, 20%

of the goods or services we sell contribute 80% of our revenue, etc. You get the idea.

The most important value good bookkeeping brings to a business is an understanding of

where to focus.

By generating daily reports that uncover the best customers, jobs, services, or products,

you will soon see how you can refocus internal efforts on doing highly valuable work.

Accurate real-time data with one click access to reports, is an enormous benefit of using
QuickBooks® the ‘right-way’.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 1 Objectives

Upon completion of Section 1, each participant will be familiar with:

* How to choose the right subscription.
* How to use additional features.

* How to import company data.

* How to setup a company file.

* How to view and use the Dashboard.

* How to navigate using QuickBooks Online Plus.

The purpose of Section 1 is to become familiar with different subscription options as

if you were a business owner deciding which subscription is right for your business.

Video links are available throughout this manual. Use Ctrl + Left Click for direct

access.

Important: As part of your Intuit Education student subscription, you will receive a

free 1-year trial of QuickBooks Online Plus.

Each section of this training provides information on how to navigate and correctly use
various key functions within QuickBooks Online. In addition, you can choose to implement
the Case Study Activities. If you choose to utilize the Case Study Activities, simply follow the
step-by-step directions at the end of each section to create your TAD Gaming Services, LLC

using your free QuickBooks Online subscription.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Chrome Browser

Chrome is the recommended browser used to access QuickBooks Online. There are a few

things you need to know going forward.

Cookies and Cache

If you receive an error message when trying to access your company file:

Click the three dots in the upper right section of the Chrome browser.

Click More Tools.

Click Clear browsing data.

PRIvACY (]

{in @ Money out
Save page as.
Create shortcut..

Clear browsing data...
Extensions

Task manager

Developer toals

Ctrl+5

Ctrl+Shift+Del

Shift+Esc

Ctrl+5hift =1

MNew tab JT

Mew window Ctrl+N

MNew incognite window  Ctrl+Shift+N

History 4
Downloads Ctrl+]
Bookmarks 4

o ra
Zoom - 100% + La

Print... Ctrl+P
Cast...

Find... I Ctrl+F

Maore tools L4
Edit Cut Copy Paste
Settings

Help 4

Exit

© 2021 Intuit Inc.
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Select the Time range, Cookies and other site data, and Cached images and files.

Click Clear data.

Clear browsing data

Basic Advanced

Timerange  All time - '

Browsing history
1,025 items

Download history
None

Cookies and other site data
From 189 sites

Cached images and files
319 MB

0 Passwords and other sign-in data
None

— Autofill form data

Cancel Clear data

© 2021 Intuit Inc. QuickBooks Online Foundations
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Bookmarks

Create bookmarks to save favorite pages. Click the Star on the right top of the browser bar

to create bookmarks. Choose a name and select a folder, then click done.

-)p * O

X
Edit bookmark l
MName QBC and Chrome Tips & Tricks - Part 1 - it
Folder Bookmarks bar -

To get your bookmarks on all your devices, turn
on sync.

Turn on sync...

Incognito

Incognito Mode “referred to as private browsing” is a privacy feature that disables the

browsing history of Chrome.

or 3t

‘
Mew tab Cirl+T
Mew window , Ctrl+M

Mew incognito window  Cirl+Shift=MN

Histony b
Downloads Ctrl+]
Bookmarks ¥

© 2021 Intuit Inc. QuickBooks Online Foundations
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Multiple Windows

Web-based applications utilize the functionality of web browsers. Imagine working in
several different windows in your QuickBooks® Online company file. Log in to your company
data file. In this example we will use Google Chrome.

Right click the QuickBooks Tab -> Duplicate. You now have multiple windows open for your
data file and can perform multiple tasks. This is a great way to enter and review historical
transactions during the cleanup process.

€ QuickBooks ¥ -+
Mew tab to the right

< c a
Reload Ctrl+R

TLG FF Apps_Websi .

Duplicate
Pin \
Mute site

Clb wturk

quickbook e Cirls W

Another way to access multiple windows is as follows:

After logging into QuickBooks® Online go to the URL/address bar and copy (Ctrl + C) the
website’s address. Then, open a new tab. Paste (Ctrl + V) this address into the window.
The tabs are as follows: first tab— Dashboard, second tab — Search, and

third tab — Bank Deposit.

@' CuickBooks X @ Search X | @ Bank Deposit b |

« > C & c23.gbo.intuit.com/app/homepage

Note: In Chrome you can create an additional user specifically for QuickBooks® Online. You
can then save all your favorite tabs/pages and have them available when you log in to your

company data file.

© 2021 Intuit Inc. QuickBooks Online Foundations
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QuickBooks Online Mobile App

The QuickBooks Online Mobile App allows instant access to your QBO data from

your mobile device. More and more business owners are on the go and need easy and fast
visibility to their accounting data. You can create multiple types of transactions and attach
supporting documents or photos from your mobile app. Download the QuickBooks® Mobile
App to your Android phone, iPhone, or tablet. Once you complete the installation, log in to

your company file.

Compare Mobile App Features
https://quickbooks.intuit.com/learn-support/en-us/mobile-and-apps/compare-mobile-app-
features/00/185540

How to Use the QuickBooks Mobile App Tutorial
Https://www.youtube.com/watch?v=yAUlg-k40dA

How to Attach Receipts Using Your Mobile Phone
https://www.youtube.com/watch?v=AuihXbjgmFg

Log in to your company data file from a computer. Click the Search icon and select the
transaction you just created from your mobile app to add or change information as needed.
Verify the receipt photo/document is now available in the attachments list.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Choose the Right Subscription

To determine the right QuickBooks® Online subscription for your business, open a new
browser window and enter this URL:
https://quickbooks.intuit.com/pricing

@ CQuickBooks Login - Sign into Q. X @ CuickBooks Online Pricing & Fre X

« > C 8 quickbooks.intuit.com/pricing/
q P g

1 year free Plus

subscription provided Freelancer ©

Small Business ©

MOST POPULAR by Intuit.
Simple Start Essentials Plus Advanced Self-Employed
s o o o150 s
$12%/mo $20/mo $35/m $75/me $75%mo

Use the table to determine which subscription is best for your business.

Note: The pricing will change periodically.

Note: If you wish to try out QuickBooks® Online without using your own data or free
subscription to the software, you can access a sample company (Craig’s Landscaping) at
http://qbo.intuit.com/redir/testdrive that allows you to go in and test various features
in a pre-populated QuickBooks Online file.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Complete the following steps to successfully create your new Intuit QuickBooks Online

Company file. Accept Invitation -> Create Account -> Next.

—— Create your account
INTUIT Education Already have an account? Signin
Email address (will be used as your user ID)

king_do@intuit.com

Your instructor has invited you to
create your own QuickBooks Confirm email
company

First name
Dear John,

Your instructor has invited you to create a QuickBooks Online Plus
company that you can use for the class for free. Click below to accept

the invitation.
Accept invitation Phone (Recommended)

Last name

Password

& Create Account

Welcome! We're glad you're here.

Here's what we'll do together right now.

© <

Tell us what you need help with We'll personalize QuickBooks and We’'ll bring in your transactions
make recommendations based on and organize your money
your needs

© 2021 Intuit Inc. QuickBooks Online Foundations
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Complete the following steps to successfully create your new Intuit QuickBooks Online

Company file. Accept Invitation -> Create Account -> Next.

—— Create your account
INTUIT Education Already have an account? Signin
Email address (will be used as your user ID)

king_do@intuit.com

Your instructor has invited you to
create your own QuickBooks Confirm email
company

First name
Dear John,

Your instructor has invited you to create a QuickBooks Online Plus
company that you can use for the class for free. Click below to accept

the invitation.
Accept invitation Phone (Recommended)

Last name

Password

& Create Account

Welcome! We're glad you're here.

Here's what we'll do together right now.

© <

Tell us what you need help with We'll personalize QuickBooks and We’'ll bring in your transactions
make recommendations based on and organize your money
your needs

© 2021 Intuit Inc. QuickBooks Online Foundations
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For the Legal business name, use (Your First initial and Last name) TAD Gaming Services,

LLC. Example: JDoe TAD Gaming Services LLC. Click Next.

R inturt
@qulckbooks SET UP QUICKBOOKS

What's your business name?

We'll use this to get you started in QuickBooks.

ol
\ E. Daigle TAD Gaming Services LLG]

| | use QuickBooks Desktop and want to bring in my data.

Important! industry type should be empty. This will reduce the number of account

categories that auto populate during this setup process. Click Next.

@a’ﬁ’lckbooks SET UP QUICKBOOKS

What does your business do?
Start typing and select the option that fits best.

Leave this _
field blank ¥ =

What kind of business is this? Partnership. Click Next.

Yy st
@qmckbooks SET UP QUICKBOOKS.

What kind of business is this?

Tell us sbout your business structure. We use this to help categorize your
transactions.

Non-profit

(o) GEEED

© 2021 Intuit Inc. QuickBooks Online Foundations



Student Setup 'E'Jﬁglln

It is important to select Bookkeeper/Accountant for this step. This affects the terminology

used on the main windows in QuickBooks Online. Click Next.

LY "
()] a'ﬂ'ICkbooks. SET UP QUICKBOOKS

What's your role at E. Daigle TAD Gaming
Services LLC?

We'll customize QuickBooks based on your answer.

& « | O

Bookkeeper or
Account tant

Owner or Partner Employee

Other

Who helps run this business? Select A few partners and owners. Click Next.

@gﬂ‘ckbooks. SET UP QUICKBOOKS

Who helps run this business?

Help us understand who's on your team. Select all that apply.

8 & =

Only the owner Employees Contractors
Afew partners and We plan to hire in the
owners future

© 2021 Intuit Inc. QuickBooks Online Foundations



Student Setup INTUIT.

Education

Link your accounts and see everything in one place. We will not actually connect accounts

for this training. Click Skip for now.

\® a'i'ﬁckbooks SET UP QUICKBOOKS

Link your accounts and see everything in

one place
TekBackswil eaih bt
9 ol y bringin cashriow
transactions and save hours of manual entry. 6months v

1 Securely link your bank or credit card

2 Select the accounts you'd like to bring in

$25K el

sanx

-
3Seewhziyour(ashﬂowlcckshke stox I I [

Al

— Skip for now

What is everything you want to setup? Check off all the options to match the screen shot

below.

& giickbooks SET UP QUICKBOOKS

What is everything you want to set up?

Your choices help build your setup guide. You can still use every part of QuickBooks.

0 Organize money in and out 4’} =] Accept online payments

Invoice customers

Enter and pay bills

Track recoipts and bills Track time

< IR
@

&

Pay employees or contractors Manage inventery

[

o

Add sales

@

Protect my business with insurance

© 2021 IntuitInc
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Company Data

About TAD Gaming Services, LLC

Ryan, Emily and King are friends from college who have been working in the
Video Game industry for several years. Ryan is a beta tester, Emily a graphic
artist and King a programmer. The three have decided to start their own video

game company, with each of the 3 fulfilling a major role.

The niche they intend to fill is this. Video game creators will come to them
with ideas for a new game and the new company will program/code the video

game, create the graphics, then test the new game for customers.

To make their dream a reality, they understand that a solid financial
foundation and the use of the right tools is paramount to their success. There
is only one problem. While each partner understands their role, not one of

them has knowledge or experience regarding how to set up or run a company.

After extensive research, they find training that will walk them through how to
create and operate a profitable business using QuickBooks Online business

management software.

Today we will embark on the journey with them and learn how to successfully

set up a new business. Let the adventure begin!

© 2021 Intuit Inc. QuickBooks Online Foundations
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As required by law, the partners must decide on and set up a business entity,
or business structure. Examples include corporations, partnerships and

limited liability companies. Their accountant recommended a:

Multiple Member LLC

Here is why. A partnership is the relationship existing between two or more persons who
join to carry on a trade or business. Each person contributes money, property, labor or skill,

and expects to share in the profits and losses of the business.

A partnership must file an annual information return to report the income, deductions,
gains, losses, etc., from its operations, but it does not pay income tax. Instead, it "passes
through" any profits or losses to its partners. Each partner includes his or her share of the

partnership's income or loss on his or her tax return.

Partners are not employees and should not be issued a Form W-2. The partnership must
furnish copies of Schedule K-1 (Form 1065) to the partners by the date Form 1065 is

required to be filed, including extensions.

If you are a partnership or a partner (individual) in a partnership, use the information in the

charts below to help you determine some of the forms that you may be required to file.

https://www.irs.gov/businesses/small-businesses-self-employed/llc-filing-as-a-corporation-

or-partnership

https://www.irs.gov/businesses/small-businesses-self-employed/partnerships

© 2021 Intuit Inc. QuickBooks Online Foundations
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Distributive Payments

LLCs transfer their profits to the members, who receive distributions equal to their
ownership shares. For example, a member who owns a one-third ownership interest would
receive one-third of the profits. Profits can only be distributed when the LLC actually makes
money, so if there is no profit, there is no distribution. The LLC reports distribution income
using Partners' Share of Income, Deductions, Credits, Etc. (Schedule K-1), which is given to
each member. Members then report this income on their U.S. Individual Income Tax Return

(Form 1040) with Supplemental Income and Loss (Schedule E) attached.

Guaranteed Payments

Members of an LLC may need an ongoing income, as profit-sharing does not happen weekly
or monthly. In these situations, members can receive what are called guaranteed payments,
which differ from a salary in that they do not subject the LLC to regular income and FICA
taxes. Instead, a guaranteed payment is a tax-deductible expense by the LLC that reduces
the business's net profit and is reported on U.S. Return of Partnership Income (Form 1065).
For the member, guaranteed payments are treated as income subject to estimated income
taxes and self-employment taxes. Guaranteed payments are made whether the LLC is
turning a profit or not.

The LLC's operating agreement should contain information about guaranteed payments, as
it's common practice for managing members to receive them. Note that a member may
receive both a salary, if he has a job within the LLC, and guaranteed payments for his role as

an owner. These payments are treated differently when it comes to taxes.

https://www.legalzoom.com/articles/the-basics-of-llc-guaranteed-payments

© 2021 Intuit Inc. QuickBooks Online Foundations
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Importing Data

e

Informational Purposes Only. We will not actually import from Desktop for
this training.
Because business owners are transitioning from the desktop version to the online version of

QuickBooks, It is an important feature to know about. Let’s walk-through how-to setup a

new company when converting from the Desktop version of QuickBooks.

To import data from Enterprise or QB Desktop:

Click the Gear icon. @rep Q 3 ©

Under the Tools options, click “Import Desktop Data.”

You have the option to import Bank Data, Customers, Vendors, Accounts Categories,
Products and Services or Invoices using a .csv or Excel file. Click the option and follow the

step-by-step instructions.

Import Data

Bring your existing data into QuickBooks

@ 6 6 0 0 ¢

Bank Data Customers Vendors Chart of Accounts Products and Services Invoices

Need to import QuickBooks Desktop data? Find out how ,

Need to bring in sales receipts, invoices, and expenses? Try this app ,

© 2021 Intuit Inc. QuickBooks Online Foundations
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Choose to import a QB Desktop, Mac, or Enterprise data file. Watch the video entitled

“How to migrate your data.”

Here's how to securely copy your desktop data online

Watch the short video on the right or follow the steps below to learn how.

i

o Using QuickBooks Enterprise? Please see Importing from Enterprise for instructions.

Print Instructions “

Windows Mac p

Follow this 3-step process to import from - @
QuickBooks Desktop. Open QuickBooks Desktop

Don't have QuickBooks Desktop?
Download & free trial now.

You can download a free trial of QuickBooks®

X 1. Open QuickBooks Desktop
Desktop if necessary.
2. Choose Help » Update QuickBooks.

step 1: 3. Click Update Now.

. 4_Click Get Updates.
Open and update QuickBooks® Desktop ->
5. If you're not in single-user mede, choose
File > Switch to Single-User Mode.

switch to Single-User Mode -> File -> Exit.
4. Choose File > Exit.
7. Restart QuickBooks Desktop.

8. If you have payroll, run it now.

If your company file is on a hosted server,
save a copy of it(.gbw file) on your computer now.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Importing Data

=y
@

Step 2: Export your company data

Export your company data as shown at right.
1.In QuickBooks Desktop, choose
Company > Export Company File

H “ ’ H ‘?" H
Then, click “What’s not imported?” to view o OuickBoaoke Online.

all transactions that will not migrate. 2. Follow the onscreen steps.

Most of your data will move over.

What's not imported? “

Step 3: o O®

Click “Read how” and “Watch tutorials” . . :
Sign back in online
to learn more about the import process
and avoid COStly mistakes. 1. Review your company settings and verify the data.

Read how “

2. Learn how to use QuickBooks Online.

Watch wtorials h

Note: This link will provide additional information:

https://community.intuit.com/articles/1145236-import-limitations-quickbooks-desktop-to-

quickbooks-online/

© 2021 Intuit Inc. QuickBooks Online Foundations
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Now let’s explore the best way to get around in QuickBooks Online.

Left Navigation Bar

The links on the left side act as your menu bar and will take
you to frequently used areas in QuickBooks® Online.

wrrhuid

P quickbooks

Post bank and credit card transactions in the Banking

Dashboard Center.

Use the + New icon to manually input data for Customers,
Vendors, Employees and other.

Banking . . . .
y View expense history and vendor information.

Expenses

Access sales, customer and product from the Sales center.

Invoicing

Cash Flow Manage Employees and Contractors.

Payroll View and customize reports.

Reports

Review and maintain sales and payroll taxes.
Taxes

Mileage Track your mileage.

S SEIITET Maintain your chart of accounts categories.

My Accountant
Reconcile bank and credit card accounts.

Apps

Explore additional applications that work with
QuickBooks® Online.

© 2021 Intuit Inc. QuickBooks Online Foundations
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+ New

The +New icon in the Left Navigation Bar provides access to data input windows. This is

where you go to create Invoices, Receive payments, enter Expenses, Checks, Bills and more.

Click the (+ New) icon to create manual transactions.

CUSTOMERS VENDORS EMPLOYEES OTHER

Invoice Expenss Payrall # Bank deposit
Check Single time activity Transfer

Estimate Bill Weekly timeshest Journal entry

Credit memo Pay bills Statement

Sales receipt Purchase order Inventory gty adjustment
Refund receipt Vendor credit Pay down credit card
Delayed credit Credit card credit

Delayed charge Print checks

Show less

Tip: Always enter data from “top to bottom, left to right’ to avoid missing fields that require

information.

Additional icons include Help, Search, Notifications and Settings Gear and Sign out. Click
the Help icon to address questions for specific areas of QuickBooks®. Click the Bell icon to

view recent notifications.

@Hp Q 3 B O

© 2021 Intuit Inc. QuickBooks Online Foundations
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Search

The Search (magnifying glass) icon at the top of the Dashboard will allow you to easily

search recent and historical transactions.
[ ]
Click the Search icon. @ Help O\ CJ {@}

Enter a transaction number, date, amount, etc.

for a simple search.

Q -

SEARCH TIPS Search for customers, vendors, transactions, or reports.

Search by name, address, amount (3340.00), date (MM/DD/YYYY) and mare.

RECENT Expense | Transfer | 01/25/2025 | $2,500.00
TRANSACTIONS
Expense | Transfer | 02/25/2025 | $2,500.00

Expense | Transfer | 03/25/2025 | $2,500.00

Click Advanced Search to filter specific transaction types and more.

Armount

Sea [’Ch All Transactions ¥
Amount (Line or Total)

Refsrenceno. ¥ Contsins hd 5678 i
Display Name

‘ Add Filter Lest Modified Date
Line Description
Memo

Reference no.

© 2021 Intuit Inc. QuickBooks Online Foundations



Navigation

INTUIT
Education

Gear

Click the Gear icon at the top right of your Dashboard to access company default settings,

lists, and tools.

YOUR COMFANY

Account and settings
Manage users
Custom form styles

Chart of accounts

QuickBooks labs

LISTS

Al lists

TOOLS

Order chnecks 4

Products and services

Recurring tranzactions

Attachments

Import data

Import desktop data

Export data

Reconcile

Budgeting

Audit log
SmartLook

Case center

PROFILE
Feedback
Refer a friend
Privacy

Switch company

You're viewing QuickBooks in Accountant view. Learn more Switch to Business view
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Dashboard
Welcome to the QuickBooks® Online Dashboard.

Monitor the activity and status of your company. Access your data and drill down to

detailed information with a simple click.

ab aiﬁickbooks = TAD Gaming Services, LLC & My Experts ® Help Q C: {§} o
+ . c
o TAD Gaming Services, LLC rrvacy (I
Dashboard
INVOICES EXPENSES Last 30 days W BANK ACCOUNTS &
Banking
$105,000 Unpaid Last 365 days $0 10000 Checking 1234 @ Reviewsed
Expenses 3 Benk belance k]
$0 $105,000 Last 30 days In QuickBooks 527,217.50
I icil 3 i
nvoicing Overdue Not due yst 10100 Savings 5678
In QuickBooks $87,000.00
Cash Flow MW so0
0 Paid Last 30 days 21000 Credit Card 9876 20t
Payroll 30Feid 12 - mso Bank salznce 50
so so In QuickBooks $9,202.54
Reporis . Hso
Not deposited Deposited
Connect accounts Gotoregisters W
Mileage
Accounting PROFIT AND LOSS Lest 30 days W SALES Last 30 days Vv DISCOVER MORE
My Accountant $0 S0
Apps Net income for last 30 days Lest 30 days \ /
50
Income New COVID-19 tax credite
Keep more money in your pocket with new
50 COVID-19 tax credits
Expenses

Estimate tax credits

You can monitor Money in and Money out. You can access Customers, Vendors,
Transactions, and Reports. You can also organize and monitor Bank and Credit Card

accounts, review Income and Expenses, and watch Sales trends.

Tip: Click anywhere there is a word in bolded color, an icon, a drop-down arrow, etc.

Feel free to explore without worry!

Let’s begin!
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Logo

Click the Logo icon to add your custom company logo from your desktop or hard drive.

_;O TAD Gaming Services, LLC

Gt

Access and manage bank accounts from the Dashboard. Change the order of how your
accounts are displayed in the banking center and dashboard. You can access bank registers
by clicking Go to Registers. You can connect bank and credit cards accounts in the banking
center.

BANK ACCOUNTS * v

10000 Checking 1234 @ Reviewed
Benk balance 20
In QuickBooks 52721750
10100 Savings 56738

In QuickBooks 587,000.00
21000 Credit Card 9876 2% 1o review
Benk balance 20
In QuickBooks 5020254
Connect accounts Go to registers W

Note: The order displayed here will be the same in the bank center.
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Income
The income section of
INVOICES

the Dashboard allows
you to view invoices that 565,000 Unpaid Last 345 days
are open, overdue, and

’ P 4 $0 $65,000
paid in tne last ays. Cverdue Not due yet
Click the Invoices color
bars to view and manage $0 Paid Last 30 days
a detailed list of open
invoices currentl F())wed $0 $0

Y Not deposited Deposited

to you by your
customers. B

Expenses
The Expenses section of the
Dashboard allows you to

view a graph of expenses EXPENSES Last 30 days W/
broken down by amounts $0
based on the last 30 days. Last 30 days

Scroll your mouse over the

graph to create a pop-up of M so
expense.s related to specific mso
categories.

o
Click the drop-down arrow

next to Last Month to change
the period for which the data
is displayed.
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Profit and Loss
This section of the PROFIT AND LOSS Last 30 days W
Dashboard provides a
graphical view of your net
income, income, and
expenses for the last 30

$0

Met income for last 30 days

s
days. Income
Click the drop-down arrow s0 I
Expenses
next to Last Month to
change the period for
which the data is displayed.
Sales SALES Last 30 days W
The Sales section of the
Dashboard displays a $0
Last 30 days

graphical view of sales
for the prior month.

Click the drop-down
arrow next to Last
Month to change the
period for which the data
is displayed.
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Section 1 Practice Test FEaton

1. Which QuickBooks® Online subscription is most popular?
a) Self-Employed
b) Advanced
c) Essentials
d) Plus

2. If you want to import your QuickBooks desktop data to QuickBooks Online, where
would you find this option?

a) Left navigation bar
b) Gearicon

c) + Newicon

d) None of the above

3. What is the recommended browser for QuickBooks Online?
a) Chrome
b) Firefox
c) Internet Explorer
d) None of the above

4. When looking at the dashboard, which of these will you find?
a) Invoices
b) Expenses
c) Sales
d) All the above

5. You need to locate a transaction that was previously entered, where do you go?
a) +Newicon
b) Gearicon
c) Searchicon
d) None of the above
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Section 1 Test Your Knowledge

1. List the 5 QuickBooks subscriptions?

2. Where do you click when you want to use the search feature?

3. Where can you go to find the import feature?

4. You want to duplicate windows, what do you do next?

5. What term is used to describe money in and money out?

6. Where can you see an overview of your company?
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Section 1 Case Study Activities

1. Review Video Link
Navigate QuickBooks Online: Menus, Transactions, & Set Up.
https://quickbooks.intuit.com/learn-support/en-us/configure-products/navigate-
quickbooks-online-menus-transactions-set-up/00/344783

2. Explore additional features:
a) Chrome
b) Multiple Window
c) Mobile App

3. Your Subscription
Verify access to your free subscription of QuickBooks Online. This file does not contain
data. You should have received an invite from your instructor and completed the signup
process. Refer to Section One Student Setup if you need help.

4. Student Setup - Use the following Information:
* Your First Initial Last Name (i.e., JDoe TAD Gaming Services LLC)
* Tax Federal Identification Number (FEIN) 12-3456789
* Tax Form: Small business corporation, two or more owners (Form 1065)
¢ Email: Intuiteducation@intuit.com
* Phone: +1 650-944-6000
* Website: intuit.com/partners/education-program
* Address 7535 Torrey Santa Fe Rd, San Diego, CA 92129

5. Dashboard - Click anywhere there is a word in bolded color, an icon, a drop-down arrow,

etc.
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Education

Section 1 Case Study Activities

6. Left Navigation Bar - Click on the following centers and explore. Be familiar with moving
around the centers:
a) Expenses ->Vendors

b) Invoicing -> Customers

7. Search - Get familiar with search filters

8. Gear - Go to Company and Settings in your company data file and change the settings to

match the screen shots in this manual.

9. + New - Click the following menu options and become familiar with the different fields
per window:
a) Invoice
b) Receive Payment
c) Expense
d) Check
e) Bill
f) Pay bills
g) Bank Deposit
h) Transfer

i) Journal Entry
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Section 2 Objectives

Upon completion of Section 2 each participant will be familiar with:

* How to manage account and settings default preferences.

* How to set up and manage users.

* How to set up and use the Chart of Accounts, and how it connects to all
transactions.

* How to address beginning balances and historical data when setting up a new
company file.

* How to set up and maintain Products and Services.

In the last section, we walked through the first steps of how-to successfully navigate the
software, correctly setup a new company in QuickBooks Online, and how to import data.

Our next step is to gain an understanding of Account Settings and how default and custom
settings work. Once the settings are established, it is time to set-up products and services,
as well as beginning balances.

We will also focus on the Chart of Accounts, an organizational tool that provides the
business owner with a breakdown of every financial transaction in the company. The Chart
of Accounts is the basis upon which a financial foundation is built. This is a foreign concept
to the partners, and they have requested further explanation and training in this area.

Upon completion of this section, you will be excited to see how much of TAD’s bookkeeping
process can be automated, saving the partners considerable time and money!

Why is an accurate Chart of Accounts imperative to the overall operation of the business?
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Account and Settings

Use Account and Settings to turn on/off QuickBooks® Online features. Change default

settings to create a more efficient and productive user experience.

Although it is simple to turn settings on and off, accurate company settings are of critical

importance. Seek help from the instructor if you find you are “guessing.”

Click the Gear icon to review, edit, and turn on/off settings. @ue Q3 &

YOUR COMPANY

Click Account and Settings. Account and settings

Manage users

Company

Billing & Subscription

Click the Company tab in the left menu bar;

Usage
then click the setting you choose to edit or Sales
click the pencil on the right side of the screen. Expenses

Payments
Advanced
Company Name
Add a customized logo, verify your company name, or add a legal name and EIN to match

the information on the company tax return. Click Save anytime you change settings.

Company name

Company name TAD Gaming Services, LLC

Legal name Same as company name

EIN HHHAKGETED
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Company Type

Select your legal entity type and industry type. Click Save.

Company type Taxi
axiorm Partnership or limited liability company (Form 1065) w

Industry

Custom computer programming services

I Cancel ) m

Contact Info

Verify or edit contact info. Click Save.

Contact info Company email education@intuit.com
Client-facing email Same as company emai
Company phone +1 6509446000

Website intuit.com/partners/education-program/

Address

Verify or edit your company address. Click Save.

Address _ .
Company address 7535 Torrey Santa Fe Rd, San Diego, CA 92129

Client-facing address Same as company address

Lega agdaress Same as company aadress

Communications with Intuit

Click Marketing Preferences to allow or disallow promotional offers from Intuit.

Communications with

, Marketing Preferences
Intuit
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Billing & Subscription

This section does not require any changes.

Usage
Click the Usage tab in the left menu bar.

The usage limits section tracks the number of users and categories used in the Chart of
Accounts. It is important to keep your Chart of Accounts simple and organized. Once you
add more than 5 users or exceed 250 categories the subscription will upgrade to advanced

and increase the monthly fee.

Usage limits

These are your usage limits for QuickBooks Online Plus. Need more room?
Upgrade to a plan with more capacity.

Find out more about usage limits.

Billable users 20F5

2 user(s)

Chart of accounts 18 OF 250

18 account(s)

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT
Education

Account and Settings

Sales
Click the Sales tab in the left menu bar.
Click the setting you choose to edit or

click the pencil on the right side of the screen.

Customize

Click Customize Look and Feel to customize Invoices, Estimates, and ales receipts.

Customize Customize the way forms look to your clients Customize look and feel

Click New Style.
Select Style and choose the type of sales form you would like to customize. Select a

template, add a title and logo, choose a color scheme, and preview the form.

Let’s choose Invoice for this example.

Invoice
Estimate

Sales receipt
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Account and Settings

Select the Design tab to change your invoice template, add a logo, modify color schemes,
change font sizes, or print a sample.

Select the Content tab and then click on Invoice Form to change the header, form name
and numbers, or displayed information, or to add a customer field.

Select the Emails tab to change the outgoing email subject and default message. Note:
Do not overlook the Reminder Email feature.

Click Preview PDF to review the sales form or click Done.

My INVOICE Template - 6-20 (40139)

Dive in with a template

0 Add your unique logo

o Splash on some color

F.F Get choosy with your font

When in doubt, print it out
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Account and Settings

Sales Form Content
Click Sales Form Content to select and turn on/off settings for sales forms.

Preferred Invoice Terms sets the default payment date. "Net 30" means payment is due 30

days from the date used to create the invoice.

Preferred Delivery Method allows you to set a preferred default to print or send sales

forms later.

Sales form content Preferred invoice terms (@) Mat 20 -

Preferred delivery method (2 None
\:‘ Shipping (@ off
Custom fields (@) Off
Name Internal Public
Custom transaction numbers (& On
\:‘ Service date (@ Off
\:‘ Discount (%) Off
\:‘ Deposit (3 Off
\:‘ Tips (Gratuity) & Off

: CEHCEI Im

Shipping adds a shipping field to sales forms.

Custom fields adds extra fields to sales forms; for example, “Sales Reps.” Select Internal to
show the custom field in QuickBooks® Online; select Public to print a custom field on sales

forms.

Note: When you turn on the Shipping feature, be sure to add the default shipping account

category in the Advanced -> Chart of Accounts Settings.
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Custom Transaction Numbers allows you to choose your own numbering system.

Service Date creates a service date field. This tracks dates services were performed when

they are different from the invoice date.
Discount will add a discount field to invoices.

Deposit adds a deposit field to invoices and allows you to offset the balance owed with

amounts paid before the service was completed.

Note: Once you turn on Discounts, you will need to add a discount account in the

Advanced->Chart of Accounts Settings.

Custom transaction numbers (2 On
D Service date (@ off
I:‘ Discount (@ off
D Deposit () off
D Tips (Gratuity) @ Off

I.' Cancel :I m

Tips and Gratuity- Adds a tips field to sales receipts. Select (Just Me) to record tip income

or select (My Team) to track tips that need to be paid out to your team.

Who's receiving these tips?
Most businesses share tips with their team. If you're self-employed, select

Just me”, and we'll count your tips as income. You can always edit this in
Advanced Settings if you need to.

[Csme | 40% s E=3

Note: Once you turn on Tips and Gratuity, you will need to add a Tip Income (Just Me)
account or Tips Payable (My Team) account in the Accounts and Settings->Advanced->Tips
Account.
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Account and Settings

Products and services
Click Products and Services to turn on/off desired settings.

Show Product/Service column on sales forms adds a column so you can choose from the

list of products or services.
Show SKU column allows you to track products and services by SKU number.

Turn on price rules allows you to provide discounts for specific products to certain

customers for a specified amount of time.
Track quantity and price/rate adds a field to show quantities and pricing on sales forms.

Track inventory quantity on hand allows the tracking of products you buy, store and sell.

Products and services Show Product/Service column on sales forms On
Show SKU column Off

Turn on price rules - (2 off

Track quantity and price/rate On

Track inventory quantity on hand Off

Late Fees

Late Fees allow you to automatically apply a flat fee or percentage to outstanding invoices.
Select “Default charge applied to overdue invoices” to turn this feature on. Select Flat fee or
Percentage of remaining balance and continue to select the required information. Click

Save.

Late fees Default charge applied to overdue invoices Off

Appears as a line under Product/Service on the invoice,
and applies to all customers. Learn more
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Account and Settings

Progress invoicing

Allows you to create multiple partial invoices from a single estimate.

Progress Invoicing Create multiple partial invoices from a single estimate Off

Messages

Click Messages to add a default email message sent with sales forms, invoices, estimates,

credit memos, sales receipts, statements, and refund receipts.

Click Email me a copy to receive a copy of emailed sales forms. You can include a Cc or Bcc

email as well.

Messages Default email message sent with sales forms

Your default message sent with sales forms can be changed when creating estimates,

invoices and other sales forms.

Reminders

Click Reminders to change the default subject and email message

Reminders Default email message for invoice reminders

Automatic invoice reminders Off
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Account and Settings

Online Delivery

Click Online delivery to attach sales forms as a PDF, show summary or detail, and change

your email text preference.

Online delivery Email options for all sales forms

® Show short summary in email

Show full details in email

PDF Attached

Additional email options for invoices

‘F‘air‘tex‘t - ‘

Statements

Click Statements to change settings to display all your customers’ unpaid transactions by a
single line item or include detail. Show aging table displays outstanding balances by days
delinquent at the bottom of the statement. Send a courtesy statement when customers are

no longer current. Click Save->Done in the bottom right corner.

Statements @ List each transaction as a single line @
List each transaction including all detail lines

Show aging table at bottom of statement (@) On
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Account and Settings

Expenses
Click the Expenses tab in the Account and Settings
menu bar and then click the setting you choose to edit

or click the pencil on the right side of the screen.

Bills and Expenses

Click Bills and expenses to turn on/off settings, add columns on forms, and track expenses.
Show Items table on expense and purchase forms adds products column to forms.

Show Tags field adds a field that allows you to track transactions using tags and tag groups.
Track expenses and Items by customer adds a column to track transactions by customers.

Make expenses and items billable adds a column to track expenses billable to the
customer and gives you the option to add a default markup rate.

Track billable expenses and items as income allows you to use one or multiple income
accounts to track billable expenses. Note: Go to Advanced > Chart of accounts > Billable

expenses income account.

Bills and expenses Show ltems table on expense and purchase forms On
Show Tags field on expense and purchase forms On
Track expenses and items by customer Off
Make expenses and items billable Off

Default bill payment terms
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Account and Settings

Purchase Orders
Click Purchase orders to turn on/off Use purchase orders and create custom fields.

Purchase orders are used to track product purchased from vendors. This is helpful when

tracking open orders for inventory and in comparing costs to actual bills.

Custom fields allows you to add extra fields to purchase orders to track information using

custom reports.

Custom transaction numbers allows you the option to use your own numbering system. If

this is not checked, QuickBooks® Online will automatically assign a number.

Default message on purchase orders adds a default message to all purchase orders. This

can be changed when adding new purchase orders in QuickBooks® Online .

Copy estimates to purchase orders provides the ability to copy an estimate to a purchase
order to track product purchased from vendors. Note: Click Messages to change outgoing

email messages specifically for purchase orders. Click Save -> Done.

Purchase orders Use purchase orders Off

Messages Default email message sent with purchase orders
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Account and Settings

Payments Tab

This is the setting that allows you to connect Intuit merchant services to your QuickBooks

Online company file. Customers or customers can pay directly from an invoice.

QuickBooks Payments Get paid more ways, fast! Learn more

« Take credit cards or bank transfers

« Accept payments through QuickBocks, emailed invoices, and
mobile

« QuickBooks automatically updates when you're paid

Existing account If you already have a Payments account with Intuit (you may know it as Connect

GoPayment or Merchant Services), connect it to your QuickBooks.

Note: This feature will not be used during this training.
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Account and Settings

Advanced

Click Advanced in the Account and Settings menu
bar and then click the setting you choose to edit or
click the pencil on the right side of the screen.

Accounting
Click Accounting to turn on/off and change settings.

First month of fiscal year is usually January, based on the calendar. Some companies use a

different month to start their fiscal year.

First month of income tax year lets you click the drop-down arrow to select January or

Same as fiscal year.

Accounting Method
There are two Accounting methods for running reports: accrual and cash.

If you use Accounts Receivable and/or Accounts Payable in QuickBooks® Online, then you
should choose the Accrual basis. If not, then use the Cash basis.

Close the books is a great feature that allows you to close a period and assign a
password. Turning on this setting triggers a warning box that prevents users from changing
historical data, especially important when sales, payroll, and tax returns have been filed.

Accounting First month of fiscal year (@ Janusry ¥
First month of income tax year Same as fiscal year -
- e
Accounting method (@) Accrual ¥

\:l Close the books (3 Off
-
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Company Type
Tax Form

Click the Tax form drop-down list to select the entity type you used when filing your

company’s tax return. If you are unsure about this, contact your accountant.

Company type Tax form (@

Partnership or limited liability company (Form 1065}

Sole proprietor (Form 1040)
Partnership or limited liability company (Form 1065)

Chart of Accounts

Click Chart of Accounts to turn on/off account numbers and assign default income

accounts. Add Tip account category after turning on the tip feature.

Chart of accounts Enable account numbers () ‘:‘J

Show account numbers (3

Tips account () -

I C’a " Cel I m
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Categories
Classes
Tag transactions in order to gather data and review reports by a specific Training or tag.

For example, your company, ABC, is a nonprofit and needs to track data by event or

fundraiser. This will allow you to review a Profit & Loss by Training.

Click the appropriate box to turn on Track Classes. Then click “Warn me when a transaction
isn’t assigned a Training.” This will create an alert when the Training entry is missed during

the data entry process.

Assign Classes gives you the option to assign classes to a transaction or to individual line

items.
Categories Track classes (3) )
Track locations (2) )
Locations

Track locations is used to tag transactions and gather data for a specific location,
department, property, etc. For example, Rags to Riches, LLC has multiple stores and would

like to review a Profit & Loss for each store.

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT
Education

Account and Settings

Automation

Click Automation to turn on/off settings for pre-filled forms, apply credits, and more.
Pre-fill Forms with previously entered content fills form fields with memorized content
from prior vendor, customer, and employee transactions.

Automatically apply credits posts outstanding credits to newly created invoices.

Automatically invoice unbilled activity creates an invoice for tagged transactions waiting to
be billed to a customer. When the invoice is generated an alert is sent to the activities

section of the Dashboard.

Automatically apply bill payments applies bill payments to the oldest open bill first.

Automation Pre-fill forms with previously entered content
Automatically apply credits

Automatically invoice unbilled activity

2 % % 8

Automatically apply bill payments

Projects

Turning on Projects allows you to organize all job-related activity in one place. It allows you

to review all sales, expenses, and timesheets by project.

Projects Crganize all job-related activity in one place Off
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Time Tracking

Click Time Tracking to turn on/off and edit settings.

Add Service field to timesheets is a field used to enter specific services performed.
Add Customer field to timesheets is a field that tracks billable time by customer.

Show billing rate to users entering time is used when you bill your customers at the same

rate you pay your employees or subcontractors.

First day of work week sets the starting day of a work week on the timecard entry form.

Time tracking Add Service field to timesheets Off

Make Single-Time Activity Billable to Client Off

Currency

Multicurrency lets you track transactions in foreign currencies. Use it only if you have bank
accounts, customers, or vendors that don’t use your home currency. Otherwise, select the
default, Home Currency. Warning! Once you select a home currency, you will not be able

to change it.

Currency Home Currency United States Dollar

Multicurrency Off
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Other Preferences

Click Other Preferences to turn on/off and edit settings that trigger warnings and

formatting preferences.
Date format is a preference with several options.
Number format is a personal preference.

Customer label reflects the type of customers you service or sell to. The label you choose
will appear on the Navigation Menu Bar and transactions related to customers, such as

invoices, sales orders, credit memos, etc.
Warnings populate messages when you enter a duplicate check, bill or journal entry.

Sign me out if inactive for a period lets you choose between 1 and 3 hours. Click Save ->

Done.
Other preferences Date format MM/ dd/yyyy

Mumber format 123,456.00
Customer labe Cliants
Warn if duplicate check number is used On

Warn if duplicate bill number is used On

Warn if duplicate journal number is used On

Sign me out if inactive for 1 hour

Note: The default label is Customers, we have changed it to Clients in Other preferences.
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The Big Picture of Why This Training Is Important

Accurate Numbers

The bookkeeping function is a critical component of a firm’s success.

Many businesses do not recognize the importance of good numbers or how to put them to
work to improve company performance. Having accurate, real-time financial data and the
knowledge of how to put them to work for a company is a powerful component of business

success.

QuickBooks is designed to help you with everyday organization, from organizing expenses,
to connecting bank and credit card accounts for automatic downloads, to categorization
and far more. As we will demonstrate, the software automatically tracks inventory on hand
and per-item cost so you can keep a better handle on productivity and profit margins,
among other things. In addition, it provides real-time data with one-click reporting that

explain how the business is performing.

QuickBooks can help a business control cash flow. The software automatically stays on top
of who owes what and will even email overdue customers. Automated invoicing, and more,

will streamline processes, dropping more to the bottom line.

As you can see, learning how to take advantage of important features of accounting

software can mean the difference between success and failure in a business.
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When inviting users, you can determine how much or little access a user has to your
company data. Maintaining user access is important to implement checks and balances and

view activity by user. This can serve as a training tool to address and avoid common errors.

; ; YOUR COMPANY
Click the Gear icon. @rp Q (& B
Click Manage Users. Account and settings
Manage users
Custom form styles

Chart of accounts

QuickBooks Labs

Select the Users tab to add and customize a user or select the Accounting Firms tab to

invite your accountant.

Manage users

Users@  Accounting firms @

1 of 2 accounting firms added m

NAME EMAIL FIRM STATUS DATEADDED ACTION

herini_peri@intuit.com herini_peri@intuit.com nvited 06/15/2020 Resand invita ¥

Note: This is informational only. We will not invite users during this training. You can click

through the steps and exit when asked for user information.
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Manage Users

Click Add User to add a new user.
Standard User allows you to select which areas a user can access.
Company administrator provides access to all areas of QuickBooks® Online Plus.

Reports only allows users access to most reports; the exceptions are payroll and contact

info. They do not count toward your user limit.

Time Tracking only limits users to entering their time. They do not count towards your user
limit.

Click Next and follow the screens until you have successfully added a user.

Add a new user
Select user type

These count toward your user limit.

@) Standard user

You can give them full or limited access, without admin privileges.

Company admin

They can see and do everything. This includes sending money, changing passwords, and adding users. Not

These don't count toward your user limit.

Reports only

They can see all reports, except ones that show payroll or contact info

Time tracking only

They can add their own time sheets

Note: User options may be limited depending on the type of subscription. This example is

based on the Plus version of QuickBooks® Online Training.
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Manage Users

Continue to click Next until you complete the Add User process.

Note: A box appears with a list of access rights based on your selection.

Select access rights

How much access do you want this user to have? All access
@ Al : : i
This user can see and do everything with:
None
Limited v Customers and Sales

v \endors and Purchases

They can also:

Add, edit, and delete employees

Change preferences

View activity log

Create, edit, and delete budgets

Add, edit, and delete accounts

Make deposits and transfer funds

Reconcile accounts and make journal entries

View all reports

Turn on sales tax for the company

Change the setup for existing zales tax informaticn
Make sales tax adjustments and file sales tax returns

Set up multicurrency

A S N N e N O U T S S S

Perform home currency adjustments

© 2021 Intuit Inc QuickBooks Online Foundations



INTUIT
Education

Manage Users

For those with a Plus subscription, you can set the administrative rights for specific users.

Select user settings

Do you want this user to add, edit, and remove users?

Yes
® No

View only

Do you want this user to edit company info?

Yes

® No

Do you want this user to manage subscriptions?

Yes
® No

View only

Enter username and email information; an invite will be sent to the user and they can

accept the invite and create a password.

What's their contact info?

First name
Last name

Email
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To invite an accounting firm with administrative rights to your company data,

from the Manage Users main screen click Accounting Firms if your accountant subscribes

to QuickBooks® Online Accountant.

Enter your accountant’s name and email address and ask your accountant to accept the

invite.

Manage users

Users  Accounting firms ()

What's your accountant's contact info?

Your accountant and members of their firm will have admin access to your company data.

We'll invite them to create a QuickBooks account and password for access to your company. This invite expires after 30 days.

First name

Last name

Email

This will be their user id.
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The Chart of Accounts is an organizational tool that provides the business owner with a
breakdown of every financial transaction in the company; the information can be broken
down into specific accounting periods and subcategories. The Chart of Accounts lists the

categories that make up your Balance Sheet and Profit & Loss Statements.

Every transaction entered in QuickBooks® will post to an account in the Chart of Accounts.
This is how data is compiled to produce important reports you will use to manage a business.
Keep your Chart of Accounts simple. Add new accounts when you need to track specific
information. Use reports to customize information within an account.

Balance Sheet
Assets (what your company owns): bank accounts, petty cash, fixed assets (equipment or
vehicles), inventory, undeposited funds (payments from customers waiting to be deposited).
Liabilities (what your company owes): accounts payable, credit cards, loans, sales & payroll

taxes

Equity (the net worth of your company): Money that owners contribute to or draw from the
business and an accumulation of net profits and losses from the start of the business to

present or sale.

Profit & Loss
Income (what you have earned): sales of products, labor, interest, rental income, etc.
Expenses (what you have spent): office expenses, wages, professional fees, rent, utilities.

The Profit & Loss Statement shows the net loss or gain for a date range. At the end of a

calendar or fiscal year, the net profit or loss rolls into the equity section of the Balance Sheet.

@

Note: Spend time making sure you understand Chart of Accounts and how it ties to every
transaction. This information is critical and will help you build a solid financial foundation

knowledge base.
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Manage Accounts YOUR COMPANY

Account and settings

Click the Gear icon. @He Q [3 &

Manage users

Click Chart of Accounts or
L . Custom form styles
Left Navigation Bar -> Accounting -> Chart of Accounts.

Chart of accounts

Click View Register to manage transactions for a specific account, 2/c<Books Lzbs

Click the drop-down list to edit, make inactive, or run reports.

Click the header name to sort by column.

E:.SlaLirs—tte of Accounts . ( RunReport ) m
~

NUMBER NAME TYPE & DETAILTYPE QUICKBOOKS BALAN BANKBALANCE ACTION
10000 10000 Checking 123¢ Rz, Bank SR, Checking 27,217.50 View register w»
10100 10100 Savings 5678 = Bank Savings 87,000.00 View register w»

Type an account name in the Filter by name field to search for an account.
Select Show all or categories that count towards your usage limits.

Click the pencil icon to edit multiple chart-of-account names.

Click the printer icon to print a list of your chart of accounts.

Click the Gear icon to add/remove display columns, change the number of rows, or include

inactive accounts.
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Add Accounts

Import

Click New or the drop-down list to

add an account or import from a .csv file.

Create a new account and name it Ask My Accountant. Set the Account Type to Other
Expense and the Detail Type to Other Miscellaneous Expense. Change the account name

to “Ask My Accountant”.

This will position the account at the bottom of your Profit & Loss Statement, where it will
stand out as a reminder to address or research questionable transactions before processing
financials for the month or year. Click Save and New to add another account or Save and

Close to return to the chart of accounts list.

© 2021 Intuit Inc.

Account
Account Type *Name
Other Expense - Ask My Accountant
*Detail Type Number
Other Miscellansous Expenss 29009
Amortization Description
Depreciation Flagged to review with your accountant.

Exchange Gain or Loss

Gas And Fuel

Home Office

Homeowner Rental Insurence
Mortgage Interest Home Office
Other Home Office Expensss

Other Miscellansous Expense

\:' Iz sub-account

QuickBooks Online Foundations
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Add Bank Accounts

Click New from the Chart of Accounts List.

Select the Account Type from the drop-down menu.

Select the appropriate Detail Type.

Each Account Type has a specific detail type list to select from.

Add a number and description. Since this is a bank account, we have the option to enter

opening balances.

Note: Be consistent with type choices. This is important in case you need to merge

accounts in the future.

Account
Account Type

Bank -
* Detail Type

Checking -

Use Checking accounts to track all your
checking activity, including debit card
transactions.

Each checking account your company
has at a bank or other financial institution
should have its own Checking type
account in QuickBooks Online Plus.

© 2021 Intuit Inc.

*Mame

Checking

Number

10000

Description

D |s sub-account

When do you want to start tracking your
finances from this account in QuickBooks?

Maore info on opening balancez

Choose one v

Beginning of this year
Beginning of this month
Today

Other

QuickBooks Online Foundations
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Edit Account
From the Chart of Accounts list locate the account you would like to edit.

In this example: The Loan Payable is a long-term equipment loan and is categorized a long-

term liability because it will take more than a year to pay off.

20000 Accounts Payable [A/P) Accounts payable (A/P) Accounts Payable (A/P)

21000 Credit Card 9876 Credit Card Credit Card

27000 Motes Paysble - VR Systems Long Term Liabilities ’ Motes Payable ’

From the Action Menu column, click the drop-down list -> Edit. =

Mzks inactive [reduces usags)

Run report

Account
Account Type *Name
Long Term Liabilities v Motes Paysble - VR Systems
* Detail Type Number
MNotes Paysble - 27000
. Description
Uze Notes payable to track the amounts
your business owes in long-term {over
twelve months) loans.
For shorter loans, use the Other current I:l s sub-account
liability account type called Loan
payable, instead. -
Balance
12,614.00
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Make Inactive
From the Chart of Accounts List:
Click one time to highlight the account you would like to inactivate.

For this example, we will inactivate the Miscellaneous account.

Sales of Product Income Income Sales of Product Income

Click Make inactive in the action column drop-down list. Run report (]

An “alert” will pop up and ask you to confirm. Click Yes. e

Make inactive (won't reduce usage)

o Are you sure you want to inactivate this?
Columns
Number
™y v | Type
— Detail Type

QuickBooks Balance

. . . Bank Bal
The Miscellaneous account will no longer appear in the B
. . X Other
Chart of Accounts List. However, the account is technically e e
inactive and will appear on the list when you choose Rows
Include Inactive from the Gear icon. e
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Merge Accounts

Merging accounts is helpful if two or more accounts are being used for the same types of

transactions and you want to combine the transactions into a single account.

Caution: The merge process cannot be undone and is permanent. It is important to confirm

that the merge process will not affect the financial statements used to file tax returns.

It is advisable to discuss the cleanup of your Chart of Accounts with your accountant or

ProAdvisor before merging accounts.

In this example we have two accounts being used to track accounting expenses.

We will merge Bookkeeper with Accounting from the Chart of Account Settings window.
Click one time to highlight the account you will keep, “Accounting.”

Click Edit from the Action Column drop-down list.

Accounting Expenses Legal & Professional Fees

Bookkeeper Expenses Legal & Professional Fees

Run report v:
Edit
Maks inactive (reduces usags)
Note: The Account Type and Detail Type must be the same for accounts you intend to

merge. When merging sub-accounts, both accounts must be a sub of the same parent

account.
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Highlight the name Accounting and copy (Ctrl + C) the account name.

Click the Cancel button in the lower left to return to the Chart of Accounts Settings List.

Account Type *Name

Expenses v
*Detail Type Description

Legal & Professional Fees v

Use Legal & professional fees to track .

money to pay to professionals to help s sub-account

you run your business. Legal & Professional Fe | »

Select the account “Bookkeeper.”

Click Edit from the action column drop-down list.

Account Type *Name

Expenses v
*Detail Type Description

Legal & Professional Fees -

Use Legal & professional fees to track -

money to pay to professionals to help s sub-account

you run your business. Legal & Professional F2 | »

Highlight the Name Bookkeeper and Paste (Ctrl + V) to replace “Bookkeeper” with

“Accounting.”

Please Confirm

That name is already being used. Would you like to merge the
twe?
]

Click Save.

Click Yes.
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Sub-accounts

Sub-accounts are a great way to organize your Chart of Accounts when used properly. Here

is an example using Travel accounts.

Account Type , *Name

Expenses - Lodging
* Detail Type I Number
Trave! - 65110

Description
Use Travel to track travel costs.

For food you eat while traveling, use

Travel meals, instead.
Is sub-account

65100 Trave -

The Chart of Accounts should look like this when setup properly. Sub-accounts can be

expanded or collapsed into one line item on financial reports.

65100 65100 Travel Expenses Trave
65110 65110 Lodging Expenses Trave
65120 65120 Transportation Expenses Trave
65130 45130 Travel Meals Expenzes Travel Msals

Note: When using sub-accounts, it is very important to select sub-accounts in all

transactions and avoid using the main account when entering transactions.
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It is important to verify or enter beginning balances and historical data. Your accountant can

assist you in using a journal entry or you can add beginning balances when adding accounts

to your Chart of Accounts list.

If you have converted data, then you would have compared a Balance Sheet and Profit &

Loss Statement (set for all dates and accrual basis) in QuickBooks® Online with the same

reports in the accounting application you were using.

Enter beginning balances when setting up a new bank account, credit card account, and

other assets and liabilities. Opening balances default to Open Balance Equity in the Chart of

Accounts.
Account

Account Type

Bank v

* Detail Type

Checking v

Use Checking accounts to track all your
checking activity, including debit card
transactions.

Each checking account your company
has at a bank or other financial institution
should have its own Checking type
account in QuickBooks Online Plus.

*Name

Checking

Number

10000

Description

I:‘ Is sub-account

When do you want to start tracking your
finances from this account in QuickBooks?

More info on opening balances

Choose one A

Beginning of this year
Beginning of this month
Today

Other

Note: Accounts Receivable (customer invoices) and Accounts Payable (unpaid bills) should

be entered individually to match beginning balances.
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Entering Historical Information

When entering historical information use the following process:

Accounts Receivable — Enter transactions (invoices, payments, and deposits) in the same
order and date they were created or received. This process creates a historical record of

transactions by customer.

Invoice — Click the + New icon -> Invoice and enter each invoice sent between your start

date and today. Be sure to use the correct dates as well as the Products and Services List.

Receive Payment — Click the + New icon -> Receive Payment and enter all payments
received by customers between your start date and today. When payments are received,

they are posted to a default holding account known as Undeposited Funds.

Bank Deposit — Click the + New icon -> Bank Deposit to select payments and post deposits
to the bank register. This is a very important step intended to group payments that match

the deposit sent to the bank. This step clears out the Undeposited Funds holding account.
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Accounts Payable — Manually enter bills and bill payments in the same order and date they

were created or paid. This process creates a historical record of transactions for a vendor.
Bills — Click the + New -> Bill and enter any outstanding bills.

Pay Bills — Click the + New -> Pay bills to attach payments to bills.

Bank Transactions — If you are entering historical transactions for more than a one-month

time frame, enter the transactions one month at a time and reconcile all bank and credit

card accounts before going on to the next month.

There are three ways to enter historical bank transactions: manually, import feature or

connect bank accounts (per section 2 training).

Use the following process to enter Bank Transactions:

1)  Manually enter all checks by clicking the + New icon -> Check and entering all checks

posted one month at a time.

2)  Manually enter debits by clicking the + New icon -> Expenses and entering all debits

posted to the bank one month at a time.
3)  Export and import transactions from your bank to QuickBooks Online.

4)  Connect the bank account to QuickBooks® Online — Dashboard -> Connect Accounts
or Banking -> Add Account and follow the setup process. Use caution when selecting

the period to download transactions to avoid duplicate transactions.

5) Complete Bank Reconciliation — Click the Gear icon -> Reconcile. Deposits and bill

payments should already be posted to the register.

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT

Products and Services M =ron

Products and Services

It is time to set up a list of products and services you currently offer your customers.

Click the Gearicon. @ Hee Q[ & HSTS

Click Products and Services.
Products and services

Recurring transactions

Attachments
Overview . C it Sale Products and Services
Proq!_ucts and Services “
NAME vee INCOME ACCOUNT EXPE sates pRice cost acTion
Compaser & Sounds Service Composer & Sounds 40000 Revenue Edit »
Design & Graphics - 40000 Revenue Edit »
Run Reports or group Columns
" | e
products/services by Category. reeme s
Expense account
. . D Purchase description
The Product and Services list 2 seo
displays information for each
d i Type
product or service. S
Sales price
Click the Gear icon to add and ot
remove columns from the list. ~ Show Less
Rows
150
l:‘ Compact
Group by category
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Add Product or Service
Click New.

Select a Type:

Product/Service information X

MNon-inventory

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 installation.

Service
Services that you provide to customers, for example, landscaping or
tax preparation services.

Bundle
A collection of products and/or services that you sell together, for
example, a gift basket of fruit, cheesze, and wine,

Inventory
Products you buy and/or sell and that you track quantities of.

O Slart using inventory mems, wurn on iInventory trackin

]

[ Turn on inventory tracking |

Note: TAD Gaming Services, LLC is a service-based business and uses service type items

when setting up new services.

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT

Products and Services M =ron

Service Item

A Service item is used to track all services you provide customers such as programming,

graphic art and composing sounds and music.

Enter the Sales information for your new Service item. The description will flow to the
Sales Receipt or Invoice. Enter the Sales price/rate per hour, flat fee, or leave it blank when

fees change. Select the Income account from your Chart of Accounts.

Product/Service information X

@ Service Change typs ’

Name* /
Composer & Sounds

SKU

Description
| sell this product/service to my clients.

Composer & Sounds

Sales price/rate Income account /
0.00 -

40000 Revenue

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

Note: The purchase information does not typically apply to service items. Simply uncheck

the box “I purchase this product/service from a vendor.”
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Non-Inventory Iltem
Non-inventory items are products we sell to customers without tracking quantity on hand.

We purchase them specifically for jobs and projects. This type of item gives us the ability to

track sales of items without having to keep track of inventory.

Bundle

A Bundle is made up of individual products or services, like a finished good made up of
multiple parts. For example, a landscaper may perform multiple services and invoice the

customer as a bundle. A landscaping package can include several services.

Inventory ltem
Inventory items are products we purchase, store on a shelf, and sell later.

Enter the Name of the Inventory item, SKU number if applicable, Upload a Photo of the

product, and organize products by Category.

Note: Non-Inventory, Service and Bundles can be changed to Inventory types. Once you

change the type to an Inventory item, you cannot change it again.
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Search Products and Services

Use the Search and Filter features to find specific items. You can filter by Status (Active,

Inactive, or All), as well as by Type and Category.

oz B

[ ] w~amEe

I:l Composer & 5o
I:l Design & Graph
D Programming &

Edit Products and Services

Click Edit to change
information for a Product or
Service.

Click the down arrow to
duplicate, inactivate, or run a
report for a service Item.

Status
‘ Active hd
Type

All -
Category

All v

' Reset '

\EditE]

MMake inactive
Run report

Duplicats
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1. You have finished your year-end review and taxes have been done. You want to set
a closing date and password. How do you do that?
a) Gear->Account and Settings->Company
b) Gear->Account and Settings->Chart of Accounts
c) Gear->Account and Settings->Advanced->Accounting
d) Gear->Account and Settings->Advanced->Automation

2.  You have a new accountant. Where would you go to invite your accountant to your
company file?
a) Gear->Manage users->Accounting firms
b) Gear->Account and Settings->Chart of Accounts
c) Gear->Manage users->users
d) + New->Vendors

3.  You would like to customize an invoice, where do you go?

a) Gear->Customize Form Styles

b) Dashboard->Forms

c) Gear->Account and Settings->Sales
d) BothAandC

4.  Which of the following statements is not true about Products and Services?
a) Service items can be changed to other types.
b) You can set up Inventory, Non-inventory, Service, and Bundle types.
c) Inventory types can be changed to another type.
d) You can set up and manage categories to group Products and Services.

5.  You have a duplicate category in your Chart of Accounts, what can you do to
combine them?

a) Copy

b) Merge

c) Edit

d) Make inactive
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Section 2 Test Your Knowledge

1. After each monthly review, you close the books. What does that mean to close the

books?

2. You decide you want to be notified when you are entering a duplicate

transaction. How do you turn this on and off?

3. How many users and how many accountants can you invite to your company file?

4. What reports make up the Chart of Accounts?

5. When entering beginning balances, what is the default Chart of Accounts category?
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Section 2 Case Study Activities

Now that you are familiar with how to navigate and locate features in QuickBooks Online
(having completed Section Two of this training), you are ready for the next challenge. It is
time to set up TAD Gaming company using all the features previously covered. Simply
follow the step-by-step instructions. Refer to earlier sections of the manual when you need
a reminder of how to use various features. If you have additional questions reach out to
your Instructor for guidance.

This is where creating and running a business gets fun! Watching the numbers come alive,
understanding what they mean and how to use them, and watching your bottom line grow.

Let’s get to work and build a successful business!

1. Review Video Link (Ctrl + Left Click)
Accounting Terms You Need to Know
https://quickbooks.intuit.com/learn-support/en-us/accounts-payable/accounting-
terms-you-need-to-know/00/344790

2. Your Subscription - Verify you have access to your free subscription of QuickBooks
company file. This file does not contain data. Refer to section one Student Setup if you
need help.

3. Review Video Links
How to Set Up Company Settings
https://quickbooks.intuit.com/learn-support/en-us/your-business-information/how-to-
set-up-company-settings/00/490568

Edit Company Settings
https://quickbooks.intuit.com/learn-support/en-us/update-products/edit-your-
company-settings-in-quickbooks-online/00/185960
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Section 2 Case Study Activities

4. Accounts and Settings - Go to Account and Settings to verify the default settings match
the screen shots provided in section 2.

You will turn settings on or off for the following tabs:
a) Company
b) Sales
c) Expenses
d) Advanced

5. Verify the following Information:
* TAD Gaming Services, LLC
* EIN 12-3456789
* Tax Form: Partnership or limited liability company (Form 1065)
¢ Email: Intuiteducation@intuit.com
* Phone: +1 650944600
* Website: intuit.com/partners/education-program
* Address 7535 Torrey Santa Fe Rd, San Diego, CA 92129

6. Customize the TAD Gaming Invoice template. You can choose the style and colors.
7. Add an Avatar or Logo. (Company Tab or Dashboard)
8. Review Video Links

How to Add & Manage Users for Your Company
https://quickbooks.intuit.com/tutorials/lessons/add-users/

How to Invite your Accountant
https://quickbooks.intuit.com/learn-support/en-us/manage-users/how-to-give-your-
accountant-access-to-your-quickbooks/00/344888

9. Explore Manage Users.
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Section 2 Case Study Activities

Great Job!

The next challenge is to set up the Chart of Accounts. This is a very important section of
the training and application. The knowledge of how-to setup and maintain a Chart of
Accounts is a great skillset to acquire and requires you pay close attention to the details.

10. Review Video Links
How to manually add Chart of Accounts
https://quickbooks.intuit.com/learn-support/en-us/set-up-bank-connection/how-to-
manually-add-an-account-to-your-chart-of-accounts/00/489610

Understanding the Chart of Accounts
https://quickbooks.intuit.com/tutorials/lessons/edit-chart-of-accounts/

11. Locate the Chart of Accounts in your company file.
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Important to note: Your subscription will auto-populate some Chart of Accounts categories.
Your initial Chart of Accounts should look like the screen shot provided.

Your challenge is to manually add, edit, merge or inactive accounts as you follow along with
this activity. The next few slides will guide you.

Chart of Accounts
Name Type Detail Type
Uncategorized Asset i‘thm Current Other Current Assets
ssets
Owner's Investment Equity Owner's Equity
g:];::;;:ay & Personal Equity Owner's Equity
Retained Earmnings Equity Retained Eamings
Sales Income Sales of Product Income
Uncategorized Income Income Sales of Product Income
Advertising & Marketing Expenses Advertising/Promotional
Ask My Accountant Expenses Utilities
Bank Charges & Fees Expenses Bank Charges
Car & Truck Expenses Auto
Contractors Expenses Payroll Expenses
Insurance Expenses Insurance
Interest Paid Expenses Interest Paid
Job Supplies Expenses Supplies & Materials
Legal & Professional Services Expenses Legal & Professional Fees
Meals & Entertainment Expenses Entertainment Meals
Office Supplies & Software  Expenses EFﬁcchcncra] Administrative
Xpenses
Other Business Expenses Expenses E:?;;nﬂs?:ncra] Administrative
Reimbursable Expenses Expenses Supplies & Materials
Rent & Lease Expenses Rent or Lease of Buildings
Repairs & Maintenance Expenses Repair & Maintenance
Taxes & Licenses Expenses Taxes Paid
Travel Expenses Travel
Uneategorized Expense Expenses Other Miscellaneous Service Cost
Utilities Expenses Utilities
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Section 2 Case Study Activities

Let’s Start with the Balance Sheet Asset account categories.

a. Add the following asset accounts, pay attention to the type, detail type and number.

(Refer back to the Chart of Accounts section of the training for additional guidance)

* Bank Accounts

* Accounts Receivable

* Undeposited Funds

* Fixed Asset Computers
* Furniture & Fixtures

Note: Throughout this activity ignore all accounts without numbers. Some accounts cannot
be inactivated because they are part of other features in the QBO application and auto

populate during the setup process.

(In this screenshot, inventory assets and uncategorized assets will not be used, although

they automatically populated during the setup process.)

10000 10000 Checking 1234 Bank Checking
10100 10100 Savings 5678 Bank Savings
11000 Accounts Receivable Accounts receivable .
11000 (A/R) (AR) Accounts Receivable (A/R)
12000 12000 Undeposited Funds iz};ZISCurrent Undeposited Funds
) Other Current )
Inventory Asset Assets Inventory
Uncategorized Asset Other Current Other Current Assets
Assets
15000 15000 Fixed Asset Fixed Assets Fixed Asset Computers
Computers
15100 15100 Furniture & Fixtures Fixed Assets Furniture & Fixtures
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Let’s continue with the Balance Sheet Liability account categories.

b. Add the following Liability accounts, pay attention to the type, detail type and

number. If the account already exists and is the correct type, simply add the number.

* Accounts Payable
* Credit Card 9876
* Notes Payable — VR Systems

20000 Accounts Payable
(A/P)
21000 21000 Credit Card 9876

27000 Notes Payable - VR
Systems

20000

27000

Accounts payable
(A/P)
Credit Card

Long Term
Liabilities

Accounts Payable (A/P)
Credit Card

Notes Payable

© 2021 Intuit Inc.
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Section 2 Case Study Activities

Let’s continue with the Balance Sheet Equity account categories.

c. Edit the following accounts:

* Owner’s Investment - Change to Member 1 Contributions
* Owner’s Pay & Personal - Change to Member 1 Distributions
* Retained Earnings - Change to Member Equity

d. Add the following accounts:

* Member 2 Contributions
* Member 2 Distributions
* Member 3 Contributions
* Member 3 Distributions

30000 30000 Member Equity Equity Retained Earnings

32000 2,20(1)1?23:{ ggfser ! Equity Partner Contributions
32100 ;)21: t(1)‘ ?biff;fer ! Equity Partner Distributions
32200 2‘2031?1(')1131/{ gt;:‘lt;er 2 Equity Partner Contributions
32300 2)21:3_ ?biff;fer 2 Equity Partner Distributions
32400 éii?gtl:f figﬂ:;er 3 Equity Partner Contributions
32500 3)2123 ?bﬁf{ie(fgz)er 3 Equity Partner Distributions

Opening Balance Equity Equity Opening Balance Equity
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Section 2 Case Study Activities

Now we will focus on the Profit & Loss Income and Expense account categories.

e. Edit the following accounts:

* Contractors — Change to Subcontractors
* Advertising

* Bank Charges

* Insurance — Change to Insurance Liability
* Interest Paid

f. Add the following accounts:

* Revenue

* Computer Supplies

* Conferences

* Software Licenses

* Dues & Subscriptions
* Guaranteed Payments
* Licenses & Fees

40000 40000 Revenue Income Service/Fee Income
Billable Expense Income Income Sales of Product Income
Sales of Product Income Income Sales of Product Income
Unapplied Cash Payment Unapplied Cash Payment
InCOII)‘Ee g Income Incolsge '
Uncategorized Income Income Sales of Product Income
50000 50000 Computer Supplies  Cost of Goods Sold Other Costs of Services - COS
50100 50100 Conferences Cost of Goods Sold Other Costs of Services - COS
50400 50400 Software Licenses Cost of Goods Sold Other Costs of Services - COS
50500 50500 Subcontractors Cost of Goods Sold Cost of labor - COS
Cost of Goods Sold Cost of Goods Sold Supplies & Materials - COGS
60800 60800 Advertlsmg & Expenses Advertising/Promotional
Marketing
61200 61200 Bank Charges & Fees Expenses Bank Charges
61400 61400 Dues & Subscriptiions Expenses Dues & subscriptions
61500 61500 Guaranteed Payments Expenses Other Business Expenses
62300 62300 Insurance - Liability Expenses Insurance
62600 62600 Interest Paid Expenses Interest Paid
62700 62700 License & Fees Expenses Other Business Expenses
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Section 2 Case Study Activities

Now we will focus on the Profit & Loss Income and Expense account categories.

g. Edit the following accounts:

* Meals & Entertainment

* Office Supplies & Software — Change to Office Expense

* Legal & Professional — Change to Professional Services & Add Subaccounts
* Repairs & Maintenance

* Taxes

* Travel & Add Subaccounts

*  Ask My Accountant

h. Add the following accounts:

* Telephone & Communications
* Computer Supplies

62800 Meals &

62800 Entertainment Expenses Entertainment Meals
63000 63000 Office Expense Expenses Office/General Administrative
Expenses
63500 63500 Professional Services Expenses Legal & Professional Fees
63510 63510 Accounting Expenses Legal & Professional Fees
63520 63520 Legal Fees Expenses Legal & Professional Fees
63800 63 8.00 Repairs & Expenses Repair & Maintenance
Maintenance
64000 64000 Taxes Expenses Taxes Paid
64200 64200 Te.lep}.lone & Expenses Utilities
Communications
65100 65100 Travel Expenses Travel
65110 65110 Lodging Expenses Travel
65120 65120 Transportation Expenses Travel
65130 65130 Travel Meals Expenses Travel Meals
Unapplied Cash Bill Expenses Unapplied Cash Bill Payment

Payment Expense Expense

Other Miscellaneous Service

Uncategorized Expense Expenses Cost
99999 99999 Ask My Accountant Other Expense Other Miscellaneous Expense
Reconciliation Discrepancies Other Expense Other Miscellaneous Expense

© 2021 Intuit Inc. QuickBooks Online Foundations




INTUIT
Education

Section 2 Case Study Activities

Whew! You made it. Congratulations! You have mastered one of the most important

activities when setting up a new company file.

Let’s move on to the next step.

Before TAD Gaming Services was up and running, the owners invested personal capital
(their own money) for computers, systems and furniture. Use the journal entry feature to

populate the following transaction.

12. Enter the Adjusted Journal Entry (AJE 1)

(X' Journal Entry #1

Journal date Journal no.
01/01/2025 1

# ACCOUNT DEBITS CREDITS DESCRIPTION NAME

1 15000 Fixed Asset Computers 9,000.00 3 Gaming Systems VR Systems Inc.
2 15000 Fixed Asset Computers 3,000.00 3 Laptops VR Systems Inc.
3 15100 Furniture & Fixtures 1,024.00 3 Gaming Chairs VR Systems Inc.
4 15100 Furniture & Fixtures 1,276.00 3 Gaming Desks VR Systems Inc.
5 = 50000 Computer Supplies 700.00 3 Gaming Desks VR Systems Inc.
6 | 27000 Notes Paysable - VR Systems 15,000.00 | To record initial computer and furniture costs VR Systems Inc.
7

8

Total 15,000.00 15,000.00
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Historical transactions need to be entered to populate bank balances and partner

contributions, because the transactions occurred before the company file was set up.

13. Record a deposit for the partners contributions used to open a checking account.

(% Bank Deposit

4

Account

10000 Checking 1234 v | Balanco $66,672.25 01/01/2025

v Add funds to this deposit

@ Hep X

AMOUNT

$15,000.00

# RECEIVED FROM ACCOUNT DESCRIPTION PAYMENTMETHOD  REF NC AMOUNT
1 32000 Member 1 Contributions To open checking sccount 5,000.00 i
2 32200 Member 2 Contributions To open checking account 5,000.00 i
3 32400 Member 3 Contributions To open checking account 5,000.00 [l
4 [u]
< 5
Add | | clearallli Other funds total $15,000.00
Memeo
Cash back goes to Cash back memo Cash back amount
Opsning Bl

Total $15,000.00

14. Record a deposit for the partners contributions used to open a savings account.

(9 Bank Deposit

'

¥ | Balance $87,000.00 o1

Account

/01/202

Den't see the payments you want to deposit?

v Add funds to this deposit

# RECEIVED FROM ACCOUNT DESCRIPTION
1 32000 Member 1 Contributions
2 32200 Member 2 Contributions
E 32400 Member 2 Contributions

4
Add

Mem

Opening Bel

@ Help

AMOUNT

$75,000.00

PAYMENT METHOD REF NO. AMOUNT
25,000.00 i
25,000.00 [u}
25,000.00 i
i
Other funds total $75,000.00

Cash back goes to Cash back mamo Cash back amount

Total $75,000.00

QuickBooks Online Foundations
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Section 2 Case Study Activities

In order to invoice customers, we need to setup our Products & Service items. Remember
this allows the owners to track sales by product or service to determine their top selling

products and services.

15. Review Video Link
How to Set Up Products & Services
https://quickbooks.intuit.com/learn-support/getting-started-with-quickbooks/adding-
products-and-services-customers-and-vendors-to-lists/ta-p/170836

16. Products & Services — Navigate to your products and services list. Compare your list to
the sample list provided. Add or edit items as needed. We will not be using Hours or

Sales which auto-populate during the setup process.

D NAME « TYPE SALES DESCRIPTION INCOME ACCOUNT
\:\ Composer & Sounds Service Composer & Sounds 40000 Revenue
\:\ Design & Graphics Service Design & Graphics 40000 Revenue
\:\ Hours Service 40000 Revenue
\:\ Pragramming & Coding Service Pragramming & Coding 40000 Revenue
\:\ Sales Service 40000 Revenue
\:\ Testing Service Testing 40000 Revenue

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 3 Objectives

Upon completion of Section 3 each participant will be familiar with:

* How to save and group Custom Reports.

* How to setup and review a Balance Sheet.
* How to setup and review a Profit & Loss.

* How to review an Audit Log.

* How to create a report and utilize Ask My Accountant.

In this section, TAD Gaming will come to life as you gain an understanding of how
QuickBooks Online takes raw, meaningless numbers and converts them to highly valuable
information. You will begin to see how the numbers tell TAD’s story and how to use those
numbers to improve company performance.

You will learn how to navigate a Balance Sheet and Profit & Loss statement, the difference

between the two and what it all means. You will also learn how to run an Audit Log, which

will help the TAD partners detect fraudulent activity. The use of Custom Reports means the
partners are one click away from accurate real time data 24 hours a day, 7 days a week.

Let’s dive into this section and watch the numbers take on meaning!

What reports do you find the most valuable at this point in the training and why?
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Custom Reports

Customizing and viewing reports on a regular basis is an important aspect of running a
successful company. This ensures the accuracy of your company data and provides
information necessary to improve cash flow and profitability. Reports are critical when it

comes to providing information you need to make better management decisions.

You can manage reports using the Custom Reports section which allows you to save
Custom Reports in groups and streamline the time it takes to review reports daily, weekly,

monthly etc.

The Balance Sheet and Profit & Loss are two very important reports. The Balance Sheet is
often overlooked by business owners. This report displays Assets, Liabilities, and Equity. It is

a snapshot of your company’s net worth.

Balance Sheet
Click Reports in the Left Navigation Bar -> Standard -> Scroll to Business Overview

-> Balance Sheet. When you click the star, the standard report appears in the favorites
section at the top of the window.
v Business overview
Audit Log
Balance Sheet Comparison
Balance Shest Detail

Balance Sheet Summary

Balance Sheet b 4
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Custom Reports

There are several ways to filter the data for your custom reports. Change the Report period,

Display columns, Show non-zero or active only, and Accounting method. Also Compare

Report periods.

ive only Compare another period Accounting method

( Runreport )
on-zero C ¥ Select period v Cash @ Accrual ~

The Collapse option consolidates all sub-account balances within the main account. The
Expand option displays all sub-account balances. Sort by ascending or descending order

and Add notes or Edit titles. Click the appropriate icon to Email, Print or Export a report.

Collapse Sortw Add notes Edittitles [[ELJ 8 & 4 @

Click Customize. Customize report

w General

Report period

Custom A 0170172025 to 03/31/2025
Accounting method
Cash @ Accrual
Number format Negative numbers
\:\ Divide by 1000 (100) ¥
D Without cents X
D Show in red

Except zero amount
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Custom Reports

Click Rows/Columns to change the
way Columns are displayed, Show

w Rows/Columns

non-zero rows and columns, or Columns Show non-zero or active only
7
add Period Comparisons. Total Only v | | Nonzero Rows/Non v
w Filter
[ Client A v Click Filter to select
specific Customers,
[} vendor . v Vendors, or
Product/Service
[ Product/Service Al v items to be displayed.

w Header/Footer

Header
Company name TAD Gaming Services, LLC
Report title Balance Sheet

Click Header/Footer to
change the Report title, Report period
remove information
displayed, and change the
alignment of the report.

Footer

Date prepared
Time prepared

Click Run Report' Report basis (cash vs. accrual)
Alignment
Header Center ¥
Footer Center ¥

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT
Education

Custom Reports

Click Save customization.

Name your Custom Report or use the default name, add this report to a group, or share it
with a coworker. Organizing your reports in groups will save time locating and reviewing

your favorite reports. Click Save.

Custom report name

Balance Shest

Add this report to a group

Financial v

New group name

Add

Share with

None v

Save

Now simply click on Reports- > Custom Reports to quickly access your customized Balance

Sheet.

» Financial “ Unscheduled Edit v

2025 Budget vs Actual Kristine Mehler Edit v

Balance Sheet , Kristine Mehler 01/01/2025-03/31/2025 Edit v
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The Balance Sheet tells us much more than most business owners realize. When your
Balance Sheet is accurate, it becomes a great cash flow management tool and supplies the
information we need to calculate Key Performance Indicators (KPI’S) in our business. For
example, we can calculate our Current Ratio, a ratio designed to measure the ability to pay
short-term obligations, (those due within one year) and compare them to industry
standards. The Balance Sheet allows us to run projections on ways to improve our Current
Ratio, providing an action plan for improvement. Banks rely heavily on the Balance Sheet to
determine if a business can pay back borrowed debt. Pay attention to and learn from the

numbers in this report.

TAD Gaming Services, LLC

BALANCE SHEET
As of March 31, 2025

TOTAL

- Current Assets

~ Bank Accounts

10000 Checking 1234 51,799.75
10100 Savings 5678 78,000.00
Total Bank Accounts $129,799.75

~ Accounts Receivable
11000 Accounts Receivable (A/R) 40,000.00
Total Accounts Receivable $40,000.00
Total Current Assats $169,799.75

~ Fixed Assetz

15000 Fixed Aszset Computers 12,000.00
15100 Furniture & Fixtures 2,300.00
Total Fixed Assets $14,300.00
TOTAL ASSETS $184,099.75

This sample displays the Assets portion of the Balance Sheet. In order to rely on your

financial data, it is important to verify that all Asset account balances are accurate.
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This sample displays the Liability and Equity sections of a Balance Sheet. In order to rely on
your financial data, it is important to verify that all Liability and Equity account balances are

accurate.

= LIABILITIES AMD EQUITY
+ Liabilities
« Current Liabilities
= Accounts Payable
20000 Accounts Payable [&/P) 54525
Total Accounts Payable §545.25
« Credit Cards

21000 Credit Card 9876 13,810.21
Total Credit Cards $13,810.21
Total Current Liabilitias $14,355.46

+ Long-Term Liabilities

27000 Motes Payable - VR Syst=ms 14,577.06
Total Long-Term Liabilities $14,577.06
Total Liabilities $28,932.52

- Equity

30000 Member Equity

32000 Member 1 Contributions 30,000.00
32200 Member 2 Contributions 30,000.00
32400 Member 3 Contributions 30,000.00
Met Income 65,167.23
Total Equity $155,167.23
TOTAL LIABILITIES AND EQUITY $184,099.75

Accruel basis Monday, October 5, 2020 10:05 AM GMT-07-00
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Profit & Loss

The Profit & Loss report summarizes Revenue, Costs and Expenses that are incurred over a
specified time period. At the end of each year, the Net Profit or Loss rolls into the Equity
section of the Balance Sheet. Each new year starts with a zero balance for Income and

Expenses.

Click Reports in the Left Navigation Bar -> Reports -> Standard -> Scroll to Business

Overview. Click Profit and Loss % of Total Income.

~ Business overview
Audit Log
Balance Sheet Comparison
Balance Sheet Detall
Balance Sheet Summary
Balance Sheet *
Budget Overview
Budget vs. Actuals

Business Snapshot *

I Profit and Loss as % of total income I *
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Click Customize.

Change the Negative numbers to display with parenthesis and check the box “Show in red.”

Customize report
w General
Report period

Custam - 01/01/2025 fo 03/31/2025

Accounting method

Cash @ Accrual

Number format MNegative numbers
|| Divide by 1000 (100) =
\:\ Without cents

Show in red

Except zero amount

Note: It is important to choose the same date range and accounting method used to

customize the Balance Sheet.
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The Profit & Loss provides vital information about the health of a business. It
answers such questions as, “Are we hitting sales growth targets? Is our Gross Profit
enough to pay all costs? Did we hit our Net Income before Taxes goals? How does
our profit margin compare to industry standards?” Never underestimate the power
of this report; it tells the story of your business and provides guidance as to which
areas need focus.

Every category or line item is a percentage of total income.

Use the Collapse feature to hide or unhide subaccounts when customizing reports.

Collapse Sortw Addnotes Edit titles B a [ {é}

TAD Gaming Services

PROFIT AND LOSS % OF TOTAL INCOME
January - March, 2025

TOTAL
JAN - MAR, 2025 % OF INCOME
+ Income

40000 Revenue 110,000.00 100.00 %
Total Income $110,000.00 100.00 %

» Cost of Goods Sold
50000 Computer Supplies 2,049.86 1.86 %
50100 Conferences 10,000.00 Q09 %
50400 Software Licenses 1,350.00 123 %
Total Cost of Goods Sold $13,399.86 12.18 %
GROSS PROFIT 596,600.14 87.82 %

Note: Remember to click Save Customization and add this report to your new
report group in Custom Reports.

© 2021 Intuit Inc.
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When we click on totals, we can drill down to view detailed information about each
category. It looks like we will need to address the Ask My Accountant category before tax
time. It also appears guaranteed payments are 36.92% of total revenue, which means the

owners are making enough to pay themselves each month after overhead is covered.

* Expenses

60800 Advertising & Marketing 13,060.00 11.87 %
61200 Bank Cherges & Fees 36.00 0.03 %
61400 Dues & Subscriptiions 455.00 0.42 3%
61500 Guaranteed Payments @,000.00 8.18%
62300 Insurance - Liability 750.00 0.68 %
652600 Intsrest Paid 533.03 0.48 %
62700 License & Fees 20.00 0.08 %
63000 Office Expense 327.98 0.30 %

~ 63500 Professional Services

63510 Accounting 2,385.00 217 %
63520 Legal Fees 1,500.00 136 %
Total 563500 Professional Servi... 3,885.00 353%
64000 Taxes 800.00 0.73%
64200 Telephone & Communica. .. 1,348.28 1.23 %

= 65100 Trave

45110 Ledging 543.62 0.49 %
45130 Travel Meals 504.00 0.54 %
Total 65100 Travel 1,137.62 1.03 %
Total Expenses 531,432.91 28.58 %
NET OPERATING INCOME $65,167.23 59.24 %
NET INCOME 565,167.23 59.24 %

Accrual basis Monday, October 5, 2020 10:08 AM GMT-07-00
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Fraud prevention is a growing topic and unfortunately many business owners have
experienced this firsthand. Implementing fraud prevention policies, processes, and

procedures can help detect and prevent fraudulent activity.

Biz Q&A:
* How do you prevent fraud from occurring in a business?
* How do you identify areas where the likelihood of fraud is the greatest?
* How do you protect your business assets and cash?

* Did you know that businesses with strong internal controls in place have more
accurate financial statements?

Important Fact:

According to the Association of Certified Fraud Examiners, the average business will lose
approximately 7% of revenues due to employee theft. Small businesses have a 38%

greater amount of fraud than larger companies.
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Audit Log

The Audit Log Report is a good way to view activity by user. This is a great training tool used

to enforce accurate data entry. The Audit Log is also a way to detect fraudulent activity.

Click Reports -> All -> Scroll to Business Overview -> Audit Log.

Reports

Standard Custom Reports Management Reports

v Business overview

Balance Sheet Comparison

Click the Filter button to
search historical transactions
by Users, Dates, or Events.

Audit Log
This month X Clear fier /view 4
User
All Users A
Date From To
This month v 06/01/2020 06/30/2020
Events
@ Show all events
Show only these events
\:‘Sign in/sign out \:‘Lms
\:‘ Budgets \:‘T\me events
[ | Recurring templates [ statements
[ settings [ sales customizations

[ | Reconciliations
[ |Transactions

Show: | All Transections ¥

Using:

Reset

D Dats exchange

Notice the filter criteria is set for a specific user and the historical data indicates when he

logged in and out, as well as specific transactions that were edited by Craig Carlson.

Click the Gear icon to select columns to view.

Click View to see details for a specific transaction.

Audit Log
Thismonth X Clear fter /View Al
DATE CHANGED USER EVENT
Jun 21, 11:32 am Pacific Dayli. Kristine Mehler Edited Me: iz Repo
Jun 21, 11:25 am Pacific Dayli. Kristine Mehler Edited Memorized Repor
Jun 21, 11:15 am Pacific Dayli. Kristine Mehler Edited Memorized Repor avouri

NAME

it and Loss % of Totel Income

4

DATE AMOUNT HISTORY

,,,,,
.....

© 2021 Intuit Inc.
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Ask My Accountant

This report can be a very helpful tool. It is used to post transactions when the user is not
sure which category to use. The Memo field allows the user to post notes and questions for

their Accountant. It can be a great way to train a new bookkeeper or business owner.

Click on Accounting in the Left Navigation Bar -> Chart of Accounts tab. Locate Ask My

Accountant in other expense type, then click Run report.

99999 Ask My Accountant Other Expense Other Miscellansous Expense “ Run report v

Click Customize -> Header/Footer to change the Header to Ask My Accountant.
Change the Report Period to All Dates then click Run report. Remember click Save.

Customization to save your report in Custom Reports.

Notice the Accountant’s response in the Memo/Description field to post the transaction to

Fixed Assets/Computer Equipment.

TAD Gaming Services, LLC

ASK MY ACCOUNTANT
All Dates

DATE TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION I ACCOUNT l DEBIT  CREDIT BALANCE

v 99999 Ask My Accountant
12/25/2025 Bill 2025-25-1 VR Systems Inc. Graphic Artist Equipment - How ... 9999 Ask My Accountant $3,500.00 3,500.00
Total for 99999 Ask My Accountant §3,500.00
TOTAL $3,500.00 -

Sunday, June 21,2020 11:58 AM GMT-07:00

Note: It is important to clear up all transactions on this report before year end and
especially before filing a tax return. This is a placeholder for transactions that need more

information to post in the correct account or category.
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Section 3 Practice Test FEaton

1. You have several reports you want to memorize and organize, where would you
save them?

a) File->Reports->Memorized Reports->Create Group
b) Left Navigation Bar->Reports->Custom Reports

c) Left Navigation Bar->Reports->Management Reports
d) Report Center->Create New Report Group

2.  Which report would you view to determine how much your business owes?
a) Profit & Loss
b) Cash Flow Statement
c) Balance Sheet
d) Audit Log

3.  Which report tells you how profitable your business is?
a) Profit & Loss
b) Cash Flow Statement
c) Balance Sheet
d) Audit Log

4. One of your team members is entering information incorrectly, which report do you
view to determine who it is?

a) General Ledger
b) Reconciliation
c) Trial Balance
d) Audit Log

5.  What category would do you use when you are uncertain where to post a
transaction?

a) Retained Earnings

b) Office Expense

c) Ask My Accountant
d) Open Balance Equity
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Section 3 Test Your Knowledge

1. You want to customize and save several reports to make it easier for you to

review each week. What do you do?

2.  Which report is the most overlooked by business owners?

3.  Which report tells us how profitable our company is?

4. You suspect fraudulent activity; which report displays this information per user?

5. You are entering transactions and are not sure what category from the Chart of

Accounts to use. Which account category do you choose?
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Section 3 Case Study Activities

By now you understand the “Power of Reports” as you enter transactions that populate
information using the Chart of Accounts. You can begin to create and save custom reports.
The journal entry you created populated data in a report form. A Balance Sheet will allow
you to review your work. Verify the balances for assets are correct.

1. Review Video Links -
How to Customize Reports
https://quickbooks.intuit.com/tutorials/lessons/custom-reports/

How to Save Customized Reports
https://quickbooks.intuit.com/learn-support/en-us/customize-reports/how-to-save-
customized-reports/

2. Create and Save a custom Balance Sheet.

If you need help! Refer to section 3 of this training and follow the screen shots.
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Section 3 Case Study Activities

Fantastic! You have just created a custom Balance Sheet. Notice the information displayed is
directly related to the Journal Entry you previously entered. What does this report tell you
about the company? Next, verify the Liabilities and Equity totals match your reports. Notice

the negative net income in the equity section matches the net income on your Profit & Loss.

TAD Gaming Services, LLC

Balance Sheet
As of January 1, 2025

TOTAL
« ASSETS
= Current Assets
+ Bank Accounts
10000 Checking 1234 15,000.00
10100 Savings 5678 75,000.00
Total Bank Accounts S$90,000.00
Total Current Assets $90,000.00
« Fixed Azzsts
15000 Fixed Asset Computers 2,000.00
15100 Furniture & Fixtures 2,300.00
Total Fixed Assets 5$14,300.00
TOTAL ASSETS 5104,300.00
w LIABILITIES AND EQUITY
= Lizbilities
v Long-Term Liabilities
27000 Motes Paysble - VR Systems 15,000.00
Total Long-Term Liabilities $15,000.00
Total Liabilities $15,000.00
+ Equity
30000 Member Equity
32000 Member 1 Contributions 30,000.00
32200 Member 2 Contributions 30,000.00
32400 Member 3 Contributions 30,000.00
Net Income (700.00)
Total Equity $89,300.00
TOTAL LIABILITIES AND EQUITY 5104,3200.00
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Section 3 Case Study Activities

2. Create and Save a custom Profit & Loss report.

3. If you need help, refer to Section 3 of this training and follow the screen shots.

Notice there is not much data. Only the expense included in the Journal Entry you created.
It is important to note that the Net Income on the Profit & Loss rolls into the Equity section
of a Balance Sheet. This is how the two reports come together. When you complete the
journey and reach Section 8, both reports will be populated with a lot of very important

information that will help the TAD owners run a better business. Let the journey continue.

Profit and Loss Report

€ Back to repert summery

Report period ‘ — —
E ¥ MRS LUl Save customization

Custom v | | 01012025 to | 01/01/2025
Display columns by Show non-zero or active enly Compare angther pariod Accounting methed .
Totsl Only - Non-zero Rows/Non-zero € ¥ Select period - Cash @ Accrual Run report J
TAD Gaming Services, LLC
Profit and Loss
January 1, 2025
TOTAL
Income
Total Income
v Cost of Goods Sold
50000 Computer Supplies 700.00
Total Cost of Goods Sold $700.00
GROSS PROFIT $-700.00
Expenses
Total Expenses
MET QPERATING INCOME $-700.00
MNET INCOME $-700.00

Accrual basis
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Section 4 Objectives

Upon completion of Section 4 each participant will be familiar with:

* An overview of Accounts Receivable.

* How to correctly use Customer and Accounts Receivable-related accounts and
settings.

* How to use the Customer Center.

* How and when to use a Sales Receipt versus an Invoice.

* How to Receive Payments and Record Deposits.

* How to view and save Sales and Accounts Receivable-related reports.

Now that TAD partners understand how to use reports as a management tool, let’s dive in
deeper and learn the proper way to record daily transactions in the business, starting with
Accounts Receivable (an area that significantly impacts cash flow). To do this, we must
become familiar with the Customer Center, and how-to setup customers in the system.

Ryan has asked for clarification on when to use an Invoice versus a Sales Receipt and does
not understand the difference between the two. We will cover this topic in detail for the
team and provide clear instruction on how to record payments received and bank deposits.

Also, what do you recommend regarding saving reports related to Accounts Receivable?
What kind of information can these reports provide? How can this information be used to
improve company performance?
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Customer Center Education

The Customer Center includes options for maintaining customer lists, adding invoices,
receiving payments, and viewing transactions related to your customers.

From the left navigation bar click Invoicing -> Customers to access the Customer Center.
Click the Invoices tab to view and manage invoices. Click the drop-down arrow to select
from a list of options, such as Send Reminders, Create Statements, Invoices, Sales

Receipts, and Estimates.

Clients ) CIEED
Unbilled Last 365 Deys Unpeid Last 365 Deys Peid
$0 $0 0 OVERDUE $0
QESTIMATE 0 UNBILLED ACTIVITY 0 PAID LAST 30 DAYS
~
T Batch actions v
[[] CuUENTs/cCOMPANY  ADDRESS PHONE EMAIL OPEN BALANCE ACTION
O AFK »Gamr elopers & AFk@intuit.com 520,000.00 Raceive payment w
Alpha Game Publisher 0681 Challenge Court - B .
O e o Fromcioen ea o 12 AGP@inwit.com 50.00 Create invoice ¥
Indie Publishing [] 57896 Conversion Street - - .
[ oo ;o T g5oae Indiepublishing@intuit 585,000.00 Receive payment w

Note: You can manage Sales, Products and Services and more, from the Sales Center.

Use Batch Actions to create statements or email several invoices at one time. The search

field is a quick way to find a customer.

Batch actions « @
Create statements ( Columns ’
Email b Address
Meke inactive Email
Select customer type \:‘ cli

iant Type

DAﬂachments
Phone
Click the Gear icon to edit the way columns are displayed. Other

D Include inactive

Rows

150 -
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Education

Add Customer (Client)

Click New Customer (top right of your screen) m

Enter Customer and Display Name (the way you would like the name displayed in the

customer list. Add address and contact information.

Client information

Title  First name Middle name Last name Suffix Email

Indiepublishing@intuit.com

Company Phone Mobile Fax

Indie Publishing Inc.

*Display name as Other Website
Indie Publishing v
Print on check asl_.se display name Dls sub-client

Indie Publishing v || Bill with parent v

Address | Notes | Taxinfo | Payment and billing | Language | Attachments | Additional Info
Billing address mzp Shipping address mzp D Same as billing address

57896 Conversion Street

78745

The Notes tab provides an area to track private notes for specific customers.

Address | Notes | Tax info | Payment and billing | Language | Attachments | Additional Info

MNotes

This is & great way to keep private notes for each client.

© 2021 Intuit Inc.
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Education

The Tax info tab is where you indicate that a customer is tax-exempt if you are charging
sales tax for products or services. Customers are assumed to be taxable by default. If they

are tax-exempt, enter their tax id number here. This is also where we enter the default state

tax code. The Sales Tax feature is turned off for this training.

Address [ Notes | Tax info | Payment and billing | Language | Attachments | Additional Info

Exemption details Tl‘is customer is taxable
Default tax code

Cslifornia -

The Payment & Billing tab is where you enter the customer’s preferred payment method,

invoice delivery method, payment terms, and opening balance, if there is one.

Address | Motes | Taxinfo | Payment and billing | Language | Attachments || Additional Info
Preferred payment method Terms

ACH - Due on receipt -

Preferred delivery method Opening balance as of

VL

The Language tab has a limited selection of languages you can track by customer.

Address | Notes | Tax info | Payment and billing || Language | Attachments | Additional Info

Send invoices to this customer in

English

ltalian
Chinese (traditional)

Portuguese {Brazil)

© 2021 Intuit Inc.
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Customer Center Education

The Attachments tab allows you to drag and drop attachments specific to a customer.

Address | MNotes | Taxinfo | Paymentand billing | Language | Attachments | Additional Info

@J Attachments  Maximum size: 20MB

The Additional info tab is where can assign a customer type to track specific information.

You will need to create the Customer types list first. Click Customer types.

Address | MNotes | Tax info | Payment and billing | Language | Attachments | Additional Info

Customer Type
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Customer Center Education

Once you click on a customer from the list you have the option to Filter by name or details.
Sort by name or open balance.
Collapse the list by clicking the bar/arrow icon.

Click the symbol to add a new customer.

£ Clients « &8 =S¢

-
»2  AFK Game Developers &
) Sort by name a
‘ AFK Game Developers 657 Action Point, Seattle, WA 98110

Add notes N

AFK Game Developers
$20,000.00

Alpha Game Publisher
£0.00

Each customer has a Transaction List and a Customer Details tab where you can view
transaction history and customer information. Track Late Fees per customer or send
transactions and reminders using the Batch Actions options. You can print, export to Excel,

or use the Gear icon to change the way the information is displayed on the screen.

Transaction List Client Details Late Fees
J( Batch actions « ) ( Filter « )

180f8
] TYPE NO. MEMO  DUEDATE BALANCE  TOTAL STATUS ACTION
[] 01/13/2025 Peyment 80... 01/13... $0.00 $-20,0.. Closed
[] 02152025 Invoice 1002 03/17... $0.00 $20,0...  Psid Print w
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Customer Center Education

Edit Customer
Editing your customer information is important to ensure all sales receipts and invoices are
sent to the correct location or email address.

From the Customer Center click on the customer's name you wish to edit. Click the Edit
button to open the customer information window to add or make changes. You can make a

customer inactive or copy the display name to merge with another customer.

Click Save when done.

AFK Game Developers & D)
AFK Game Developers 657 Action Point, Seatile, WA 98110
_ j $20,000.00
Add notes OPEN
$0.00
OVERDUE
Client information
Title  First name Middle name Last name Suffix Email
AFk@intuit.com
Company Phone Mobile Fax
AFK Game Developers
*Display name as Other Website
AFK Game Developers v
Print on checkasbse display name \:'IS sub-client
AFK Game Developers * | Bill with parent  *
Address | Notes | Tax info || Payment and billing | Language | Attachments | Additional Info
Billing address mep Shipping address map DSame as billing address

657 Action Point
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Customer Center Education

Make Inactive

Making a customer inactive does not remove them from the system. You will have the
option to view inactive customers in the Customer Center. Maintaining your customer list is

very useful and cuts down on time searching for customers while entering transactions.
From the Customer Center click the Customer you would like to make inactive.

Click Edit. Click the Make Inactive button.

Client information

Title  First name Middle name Last name Suffix Email

AFk@intuit.com
Company Phone Mobile Fax

AFK Game Developers

*Display name as Other Website

AFK Game Developers -
Print on checkasLse display name Dls sub-client

AFK Game Developers Bill with parent v
Address | Motes | Taxinfo | Payment and billing | Language | Attachments | Additional Info

Billing address mzp Shipping address map DSame as billing address

657 Action Point

[ Cancel )( Makeinactive | Privacy m

Note: A warning message will appear if there is an outstanding balance for a customer you

are trying to inactivate. An adjusting transaction will be created if you click Yes.

AFK Game Developers has a non-zero balance. Making this
client inactive will cause an adjusting transaction to be created.

Is this OK?
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Customer Center Education

Merge Customers

Merging customers is useful when there are duplicate names in the customer list.

From the Customer Center, click the Customer you intend to keep.

Click Edit and copy (Ctrl + C) the customer display name; then click cancel.

Click on the Customer you intend to merge.

Click Edit and paste (Ctrl + V) to replace the customer display name with the correct name.

Click Save.
Client information

Title  First name Middle name  Last name Suffix Email
Indiepublishing@intuit.com
Company Phone Mobile Fax

Indie Publishing Inc

*Display name as Other Website
ndie Publishing] > |
Print on checkas Use display name Dls sub-clisnt
Indie Publishing Bill with parent ¥
Address | Notes | Tax info | Payment and billing | Language | Attachments | Additional Info
Billing address mep Shipping address map || Same as billing address
57896 Conversion Strest
Austin TX

78745

( Cancel )[ Makeinactive | Privacy @

A Please Confirm warning box will appear; click Yes to confirm. The old customer will be

removed from the list and remain in an inactive status.

Please Confirm

o That name is already being used. Would you like to merge the
two?

| No | | Yes |

Note: The merge process cannot be undone.
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Sales Receipts

An invoice is used when a customer agrees to pay you later. Terms are set up to determine
how long the customer has before payment is due. If they do not pay within a specified
time, the invoice is considered overdue. A Sales Receipt is used when a customer pays you

on the spot for goods or services.
CUSTOMERS

Invoice

Click the + New icon -> Sales Receipt. recsie paymer:

Estimate
Credit memo

Sales receipt

It is important to understand the difference between the sales receipt and invoice process.
Processing a Sales Receipt requires two steps. 1) Create Sales Receipt using Undeposited

Funds for the bank account category. 2) Bank Deposit.

An Invoice requires three-steps. 1) Create invoice. 2) Receive payment to undeposited
funds. 3) Bank Deposit.

Undeposited Funds is a holding account that allows you to receive sales receipts or
payments against invoices. This allows you to group payments from multiple customers in

order to match the deposit sent to the bank.

Many business owners end up with duplicated transactions and unnecessary cleanup when
they do not complete the steps in the proper order, or when they post payments directly to
the bank account instead of undeposited funds.
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Invoices Education

Invoices are used to record sales of products and services when we carry customer

balances and receive payments based on terms.
CUSTOMERS

Click the + New icon -> Invoice.

Receive payment

Estimate

Enter the following information:
Customer name, email, invoice date, product or service, quantity, rate, amount, and tax.

Add an invoice message or statement memo as needed.

Y Invoice #1001 Srskeatour 0% @ Help B
[ | PAID

1 payment made ($30,000.00)

Billing addre: Terms , Invoice date , Due date Invoice no.
¢ Net 30 « | | 011522025 02/14/2025 »
#  PRODUCT/SERVICE ’ sKu DESCRIPTION ary RATE \ AMOUNT

3 & Graphics - Init

i}
Clear all lines. Add subtotal Total $30,000.00
Amount received $30,000.00
Balance due $0.00

Note: You have the options to print or preview, make an invoice recurring, customize and

more. Notice the attachment fields.
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Receive Payments

Receiving full or partial payments against open invoices is part of the account's receivable
management process. Having accurate customer balances is key to avoiding messy cleanup

and cash flow issues.

Note: Always apply the amount received to the appropriate invoice. This will ensure that
the invoice is closed out properly. If a partial payment is received, then a balance will

remain on your Accounts Receivable Aging report for that customer.

If you use Square or PayPal, merchant fees are deducted each transaction. Other merchant
services will deduct their fees at the end of the month. Not to worry! Merchant fees will be

addressed in the Bank Deposit process.

Undeposited Funds is simply an asset account that acts like a clearing account. When
payments are posted to Undeposited Funds, they sit in this account until a deposit is made

to offset the balance.

When a payment is received, Undeposited Funds is debited, and Accounts Receivable is
credited. When a deposit is made, the bank account is debited, and Undeposited Funds is

credited. Undeposited Funds should ultimately have a zero balance.

It is recommended that you select Undeposited Funds for the Deposit To box.

This will allow you to group cash, checks, and credit card payments to match the deposit
sent to the bank. It is very important to match deposits in QuickBooks to the deposits

posted at your bank. This will help to create a more efficient reconciliation process.
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Receive Payments

Click the + New icon -> Receive Payment.

CUSTOMERS

Invoice

Receive payment

Estimats

Enter the following information:

Customer name, date, method, reference, and deposit account.
Select invoices and verify the total received.

Verify the invoices selected; match the payment stub or backup.
Notice the Find by invoice no. and Filter feature.

Click Save and Close or Save and New.

%' Receive Payment #ACH

@ telp M
_— / AMOUNT RECEIVED
[Pt . $30,000.00
eposit amount of $30,000.00
Use undeposited funds when you
Paymant date !
have multiple payments from
02/10/2025 different customers to group
them to match the deposit sent
Payment methad , Reference no Depositto to the bank. Next, complete the
acH v | | ACH 12000 Undeposited Fu | deposit.

Outstanding Transactions

Filter >
, DESCRIPTION DUE DATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT
v 001 (01/15/2025) 02/14/2025 — 3000000
01/19/2026 5,000 000.00
12
Amount to Apply $30,000.00
Amount to Credit $0.00

© 2021 Intuit Inc.
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Bank Deposits

Creating bank deposits is a very important step that follows the sales receipt or receive
payment process and is often overlooked. This can lead to a compounding issue with

undeposited funds and is costly to clean up.

OTHER
Click the + New icon -> Bank Deposit.
Bank deposit
Transfer

Journal entry

It is very important to select the correct bank account for each deposit. Some businesses
have multiple accounts. It is important to make sure that the total amount of selected
individual payments in undeposited funds matches the total amount deposited at the bank.
Checks and cash might be grouped together, whereas credit card payments are deposited

based on the batch transferred to the bank.

-~ Bank Deposit @ Help 3

Date l AMOUNT
¥ | Balance 366,672.25 02/10/2025 $30'000!00

Select the payments included in this deposit
I RECEIVED FROM DATE & TYPE PAYMENT METHOD MEMO REF NO. AMOUNT

+ ndie Publishing 02/10/2025 Payment ACH A ACH 30,000.00
1-10f1

Select all Clear all Total

Selected Payments Total

v Add funds to this deposit

# RECEIVED FROM ACCOUNT DESCRIPTION PAYMENT METHOD REF NO. AMOUNT

Bt

Add lines Clear all lines Other funds total $0.00
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Now that we have mastered the Accounts Receivable section of this training, we are ready
to save customized reports. These reports help to support the 80/20 rule and manage your

Accounts Receivable.

Sales
Let’s look at reports related to sales.
Click Reports in the Left Navigation Bar -> Standard.

Scroll to Sales and Customers Section -> Sales by Customer Summary.

Proeduct/Service List
Sales by Customer Detall

.
Sales by Customer Type Detai
Sales by Product/Service Detail
Sales by Product/Service Summary g
Time Activities by Customer Detail

Transaction List by Customer

Sales by Customer Summary: Identifies the top 20% of our customers that bring in 80%

of our revenue.
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Education

Sales by Product/Service Summary provides a historical glimpse of the best-selling
products and services for a specific date range. This report includes Quantity, Amount, % of

Sales and Avg. Price, COGS, and Gross Margin.
Click Reports in the Left Navigation Bar -> Standard.

Scroll to Sales and Customers -> select Sales by Product/Service Summary.

Product/Service List

Sales by Customer Detail
Sales by Customer Summary
Sales by Customer Type Detai

Sales by Product/Service Detail

Time Activities by Customer Detail

Transaction List by Customer

Note: Customize these reports by changing the sort option to “Total in descending order.”

Review the sales reports and save your favorites to Custom Reports.
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Accounts Receivable
Let’s look at reports related to Accounts Receivable.
Click Reports in the Left Navigation Bar Menu -> Standard.

Scroll to Who owes you -> select Accounts receivable aging detail.

Recommended Reports are as follows:

Accounts receivable aging detail informs us of the outstanding balances for our customers
and whether they are current or past due. Remember, the number of days it takes to collect
a payment has a direct effect on cash flow. The older the invoices become, the more costly

the collection process becomes.

The Open Invoice report provides open invoice detail for each customer. This is a great

report to use to clean up your Accounts Receivable.

|Acc0~|rte receivable aging detall I *«

Accounts receivable aging summary

Collections Report

Customer Balance Detail

Invoices and Received Payments

Open Invoices *

Statement List

Terms List
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Statements Education

Statements are typically sent to customers with outstanding invoices. This process should
be part of your accounts receivable and collections policy. There are two ways to populate

statements. The first option is as follows:

Click the + New icon.

OTHER

Bank deposit
Transfer
Journal entry
Click Statement from the “Other” list. Statement

This is a basic statement that will populate

for all customers.

A Balance Forward Statement shows all activity between your start and end dates, plus

the balance from the prior period.

An Open Item Statement shows only items for the last 365 days that have not yet been

paid.

A Transaction Statement shows each transaction and the total amount billed and received
for the period, instead of a running balance. This option is especially useful for the year-end

contribution statements that nonprofits send out.

Use the Statement Management section to select customers, edit the delivery method, and

preview statements before they are sent.
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Statements Education

In the following screens:
Select Statement Type and Statement Date.
Select Customer Balance Status.

Set Start and End Dates.

Next, select the Recipients you would like to send statements to. You can change email

addresses on the fly.

Create Statements

Statement Type ’

Balance Forward v

Statement Date ’

03/31/2025

Customer Balance Status Start Date End Date

Cpen ¥ * 01/01/2025 03/31/2025

» Recipients List

( Missing email address (0) Statements available (2) )

RECIPIENTS EMAIL ADDRESS BALANCE

R [&

AFK Game Developers AFk@intuit.com $0.00

]

Indie Publishing Indiepublishing@intuit.com $40,000.00

The second option for populating statements is more specific to customers with
outstanding balances.

Click Invoicing -> Customers.
Select the Customers you want to send statements to.

Click Batch actions -> Create Statements.
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Section 4 Practice Test FEaton

1. Which report displays a list of unpaid invoices by customer?
a) Profit & Loss
b) Sales by Item Detail
c) Sales by Customer Summary
d) Open Invoice

2. You sold product to a customer and received payment at the time of sale. Now you
need to record it in QuickBooks®. Which form would you use?
a) Bill
b) Deposit
c) Sales Receipt
d) Check

3. You just opened the mail and need to post three payments for open invoices. Where
do you go to record the payments?
a) Gear->Make Deposit
b) + New icon->Receive Payments
c) + New icon->Sales Receipt
d) Search Icon->Create Invoice

4. You received payments for multiple invoices, and now you need to deposit them.
Where do you go next?
a) Left Navigation Bar->Banking
b) Sales->Customer->Receive Payment
c) + New icon->Receive Payment
d) + New icon->Bank Deposit

5. You need to identify which customers you sell to the most. Which report will help

you with this?
a) Profit & Loss
b) Sales by Item Detail
c) Sales by Customer Summary
d) Open Invoice

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT
Education

Section 4 Test Your Knowledge

1. Which report allows you to view unpaid invoices by customer?

2. You are receiving multiple payments from various customers and want to deposit

them as a group. What account do you use when posting the payments?

3. What is the difference between a Sales Receipt and an Invoice?

4. Which report tells us who our top customers or customers are?

5. Which report tells us our top selling products or services?
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Section 4 Case Study Activities

Major progress! Now that you have a strong understanding of the setup process, let’s focus
on Accounts Receivable management. The next step is to populate transactions for the first
three months of business activity. This is where the company records sales and cash flows

into the company. Who doesn’t love cash being deposited in their bank account?

1. You can choose to add customers as you enter invoices or Import the customer List
.csv file. If you choose to import the list, click Gear Icon -> Import -> Select Customers

(Clients). If you choose the import, complete the following steps.

Import Data

Bring your existing data into QuickBooks

Bank Data Clients Vendors Chart of Accounts

Upload the TAD Gaming Customer List.csv file.
Make sure the .csv file is available on your local computer

Click Browse -> Select the file -> Click Next.

Import clients

UPLOAD

Select a CSV or Excel file to upload /

TAD Gaming Customer List csv ‘ Browse ‘

Download a sample file 4,
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Section 4 Case Study Activities

2. Follow the screen shot to Map fields between QuickBooks Online and .csv file.

Click Next.

Import clients

MAP DATA
QUICKBOOCKS ONLINE FIELD YOUR FIELD
Name Client v °
Company Company v o
Emai Emai v o
Phone Mo Match A
Mobile Mo Match A
Fax MNo Match A
Website No Match -
Street Street Address - °
City City - °
Province/Region/State State v °
ZIP code Zip v °
Country MNo Match v
Opening Balance MNo Match - ,
Opening Balance Date Mo Match -
Tax Ressle No Mo Match A
Customer Type Mo Match A

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 4 Case Study Activities B eation

3. Select all Customer -> click Import. (If you encounter issues, you can always revert to

the manual input process.)

3 clients are ready to be imported

NAME COMPANY EMAIL STREET Iy PROVINCE/REGION/STATE  ZIP CODE
AFK Game Developer AFK Game Developer AFk@intuit com 657 Action Point Seanle WA 28110
Alphs Game Publishe Alphs Game Publishe AGP@intuit.com 9681 Challenge Coun San Francieco cA 04112
Indie Publishing Indie Publishing Inc Indispublishing@intui 57896 Conversion Str Austin ™ 78745

4. Locate the customer center and verify your list matches the screen shot provided.

D CLIENT = / COMPANY ADDRESS PHONE EMAIL
AFK Game Developers [] 657 Action Point P
[ A Gurme Developers SR AFK@inuit com
Alpha Game Publisher [ ©621 Chsllengs Court - .
D Alpha Game Publisher San Francisco CA 94112 AGP@Intuicom
Indie Publishing [~ 57896 Conversien Strest ~ . .
O R Nt e Indiepublishing@intuit com

5. Review Video Links
How to Record Sales: Overview

https://quickbooks.intuit.com/learn-support/en-us/customer-topics/how-to-record-
sales-overview/00/344787
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Section 4 Case Study Activities

6. Review Video Links
Invoices vs Sales Receipts: Which to use When
https://quickbooks.intuit.com/learn-support/en-us/customer-topics/how-to-record-
your-sales-reports-invoices-more/00/344864

How to Create a Customer Invoice
https://quickbooks.intuit.com/tutorials/lessons/invoicing/

7. Createinvoice #1001

(% Invoice #1001 B @ Hep X

Indie Publishing v

o e . - Online paymants Get set up PAYMENT STATUS
Client (2) Client email ()
[] Cords wst @9 »emy [ () P A | D

Bank transfer |«
[
[] sendincer @ Ce/Bec

1 payment mads ($30,000.00)

Billing address Terms (D) / Invoice date ‘ Due date Invoice no. ’

Indie Publishing Inc. Net 30 v 01/15/2025 02/14/2025 1001
5789¢ Conversion Street

Austin, TX 78745

# PRODUCT/SERVICE (7) DESCRIPTION aTty RATE AMOUNT

1 Design & Grsphics Design & Graphics - Initial Deposit 1 15,000 15,000.00  ffi

2 Programming & Coding Programming & Coding 1 15,000 15,000.00 = i

5 i
Addlines | | Clesralllines | | Add subtotal

Add sales tax
Message on invoice

Total $30,000.00
Amount received $30,000.00
Balance due $0.00

Cancel Print or Preview Make recurring Customize More Save and send
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Section 4 Case Study Activities

INTUIT
Education

The first phase of work has been completed and a payment has been received.

8. Review Video Link
How to Record Invoice Payments

https://quickbooks.intuit.com/tutorials/lessons/receive-customer-payments/

9. Receive Payment for invoice #1001 to undeposited funds.

(' Invoice #1001

~ - Online payments Get set
Client () 1 Client email (7) A o
[ ] Cards visa @B =, I [46w]

Indie Publishing v

‘ |Barkuansf6| [

@
| ] send iater @

Billing address Terms (7 / Invoice date ‘ Due date

Indie Publishing Inc. Net 30 hd 01/15/2025 02/14/2025
57896 Conversion Street

Austin, TX 78745

# PRODUCT/SERVICE (7) DESCRIPTION aTy
1 . Design & Graphics Design & Graphics - Initial Deposit 1
2  Programming & Coding Programming & Coding 1
3

Add linas | | Claar all linas ‘ ‘ Add subtotal

Message on invoice

Cancel Print or Preview Make recurring Customize More

@ ® Help ><

PAYMENT STATUS

PAID

1 payment mads ($30,000.00)

Invaice no. I

1001
RATE AMOUNT

15,000 15,000.00 .
15,000 15,000.00 .
0
Add sales tax

Total $30,000.00

Amount received $30,000.00

Balance due $0.00
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Section 4 Case Study Activities

The partners are very excited to receive their first payment and have asked you to deposit

the funds.

10. Review Video Link
How to Record a Bank Deposit
https://quickbooks.intuit.com/learn-support/en-us/bank-deposits/how-to-record-
bank-deposits-invoices-sales-receipts/00/344861

11. Make a deposit for the payment you received against Invoice #1001.

() Bank Deposit @ Help X
/ , AMOUNT
Account Date
10000 Checking 1234 v | Balance $66,672.25 02/10/2025 $3 01000-00

Select the payments included in this deposit

| | RECEIVED FROM / DATE & TYPE PAYMENT METHOD MEMO REF NO. AMOUNT

Indie Publishing 02/10/2025 Payment ACH - ACH 30,000.00

1-10f 1

| Selectall | | Clearall | Total 30000.00
Salocted Payments Total 30000.00

Don't see the payments you want to deposit?
v Add funds to this deposit
# RECEIVED FROM ACCOUNT DESCRIPTION PAYMENT METHOD REF NO.

1

2

| Addlines | | Cloarall linas Other funds total $0.00

Cancel Print Make recurring Save and new
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INTUIT

Section 4 Case Study Activities

Education

12. Use the information provided to create the following Invoices.

Customer Due
Date

AFK Game Net30 02/15/ 03/17/ 1002 Design & $10,000
Developers 2025 2025 Graphics

Programming &  $10,000

Coding
Alpha Game Net30 02/20/ 03/22/ 1003 Design & $10,000
Publisher 2025 2025 Graphics

Programming &  $10,000

Coding
Indie Net30 03/20/ 04/19/ 1004 Design & $15,000
Publishing 2025 2025 Graphics

Programming &  $15,000
Coding

Testing $10,000
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Section 4 Case Study Activities

13. Receive the payments using the information provided. Remember to post all

payments to undeposited funds.

Customer Deposit to.

AFK Game 01/13/ Check Undeposited $20,000 1002
Developers 2025 98076543  Funds

Alpha 03/18/ Check Undeposited $20,000 1003
Game 2025 59774 Funds
Publisher

14. Make deposits using the information provided.

account | Date | Revd.From | Amt,

10000 Checking 1234 01/13/2025 AFK Game $20,000
Developers

10000 Checking 1234 03/18/2025 Alpha Game $20,000
Publisher
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Section 4 Case Study Activities

One of the partners has inquired about outstanding invoices and wants to know if any
customers currently owe them money. If so, the partner would also like to know when the
outstanding invoices are due and whether any are past due. Create a report to provide the

requested information.
15. Create and Save an A/R Aging Detail Report

A/R Aging Detail Report

£ Back to report list -
Report period o) izt
.................................. | Customize il Save customization

Custom A asof | 03/31/2025
Aging method Days per aging period Number of pericds Min. Days Past Due i -
Current @ Report date [ Runreport
30 4
Add notes B8 &8 ar @

TAD Gaming Services, LLC

A/R Aging Detail
As of March 31, 2025

DATE TRANSACTION TYPE NUM CLIENT DUE DATE AMOUNT OPEN BALANCE

» Current -
03/20/2025 Invoice 1004 Indie Publishing 04/19/2025 40,000.00 40,000.00

Total for Current $40,000.00 $40,000.00

TOTAL $40,000.00 $40,000.00 -
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Use the Open Invoice report to verify your work and make any corrections as needed. Also,

you can determine which invoices are outstanding per customer.

16. Create and Save an Open Invoice Report.

Open Invoices Report

€ Back to report list

Report period 4 A ArT
................................ I} Customize ] Save customization
N

Custom v asof | 03/31/2025

Aging method

D ——

® Current Report date ‘:.\ Run report /:'

TAD Gaming Services, LLC

OPEN INVOICES
As of March 31, 2025

DATE TRANSACTION TYPE NUM TERMS DUE DATE OPEN BALANCE

= Indie Publishing

03/20/2025 Invoice 1004 MNet 30 04/19/2025 40,000.00
Total for Indie Publishing $40,000.00
TOTAL $40,000.00
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Section 4 Case Study Activities

One of the partners has asked about sales by Customer. Who was their top customer for

the first quarter in business?

17. Create and save a Sales by Client Report.

Sales by Client Summary Report

€ Back to report list

Report period 4 T izati

................................. I} Customize ] Save customization
N

Custom A 01/01/2025 to | 03/31/2025
Display columns by Show non-zero or active only Compare another period Accounting method i i
............................................ 4 - ~
| Runreport |
Total Only A Active rows/active columns v Select period - Cash @ Accrual ~_
g e A n
Collapse Sortw Add notes B8 & &~ g‘é‘g

TAD Gaming Services, LLC

Sales by Client Summary
January - March, 2025

TOTAL
Indie Publishing 70,000.00
AFK Game Developers 20,000.00
Alpha Game Publisher 20,000.00
TOTAL $110,000.00

Accrual basis
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Section 4 Case Study Activities

Because you think ahead and understand the power of the reports. You take the initiative

and decide the partners might like a report that tells them what their top selling service is.

18. Create and Save a Sales by Product/Service Summary.

Sales by Product/Service Summary Report

£ Back to report list -
Report period . . .
................................. | Customize ] Save customization

Custom v 01/01/2025 to | 03/31/2025
Display columns by Show non-zero or active only Accounting method o
[ Runreport |
Toral Only - Meon-zero Rows/Non-zera C v Cash @ Accrual N~/
Sortw Add notes B & & 5:5:3

TAD Gaming Services, LLC

Sales by Product/Service Summary
January - March, 2025

TOTAL
QUANTITY AMOUNT % OF SALES AVG PRICE
Design & Graphics 4.00 50,000.00 4545 % 12,500.00
Programming & Coding 4.00 50,000.00 4545 % 12,500.00
Testing 1.00 10,000.00 0.09 % 10,000.00
TOTAL 5$110,000.00 100.00 %

Accrual basis
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Education

Section 5 Objectives

Upon completion of Section 5 each participant will be familiar with:

* Overview of Accounts Payable.

* How to turn on/off Accounts Payable-related accounts and settings.
* How to use the Vendor Center.

* How and when to create and pay bills.

* How to create checks and expenses.

* How to create credit card expenses.

* How to view and save Accounts Payable-related reports.

Accounts Payable also significantly impacts cash flow in a business; Ryan, Emily and King
must establish a best practice Accounts Payable policy to manage the outflow of cash. Most
vendors (companies they purchase supplies from) establish terms, a period of time in which
they are required to pay the bill in order to avoid late fees. If they pay bills immediately,
instead of waiting closer to the due date, it could negatively impact cash flow.

The TAD partners would like to learn how to correctly use the Vendor Center. Show them
how to setup a new vendor, create and pay bills, create checks and expenses and credit
card expenses.

Also, what do you recommend regarding Accounts Payable reports? What kind of
information can these reports provide? How can this information be used to improve
company performance?
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Accounts Payable

In the Accounts Payable section we will discuss the importance of managing your bill
payment process and taking advantage of discounts your vendors offer. You will be amazed
at the impact this process has on cash flow and how developing a policy reduces potential

fraud.

Biz Q&A:

* Why do you think it is important to manage your accounts payable?
* Why do you think business owners should have an Accounts Payable policy?

Wow Fact:

According to JPMorgan, 60 percent of organizations were exposed to attempted or actual

payments fraud in one year alone.

The typical financial loss as a result of payments fraud was $23,100 per business.

The lack of internal controls and ineffective Accounts Payable processes can end up costing
the business in fraudulent payments, double payments, late fees, lost discounts, additional
allocation of labor to locate invoices, etc. Also, we will explain how the Accounts Payable
process can affect vendor relationships; e.g., reduced credit, requiring payment up front,

and less favorable payment terms.
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Vendor Center Education

Click Expenses -> Vendors in the Left Navigation Bar to access the Vendor Center. Here, we
will view open and overdue bills, maintain vendor information, and view historical
transactions. Use the search bar to find a vendor or company. You can email vendors
directly by clicking the drop-down arrow for Batch actions. You can click Prepare 1099s and

complete the step by step wizard.

Vendors {, Prepare 1099s <)

Unpaid Last 365 Days Paid

$0 $0
0 OVERDUE 0 PAID LAST 30 DAYS
d )

‘7 VENDOR a / COMPANY ADDRESS PHONE EMAIL OPEN BALANCE ACTION
1 UP Web Designs [~ 5808 One Up Drive . .
1 UP Web Designs San Diego CA 92101 Info@1upwebdesigns.com $0.00 Create bill v

Click the drop- &
down arrow in
the Acti Columns

€ Action ﬂ ‘_| Attachments
column to create — "

. i ress
bills, create ACTION ‘:'
expenses, write v | Phone
checks, and Create bill E] v] Email
more.

Create expense ’ Other

. \_| Include inactive
Fllck the Gear Write check
icon to add and Rows
remove columns Make inactive 150 v
displayed.
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Vendor Center Education

Add Vendor

Click New Vendor

Enter the Company name and other details you have on file.

Use the scroll bar to keep private notes, access the drop and drag box for attachments,
enter the Business ID No. You can also check the Track payments for 1099 box for all

vendors for which you are required to file 1099s.

Vendor Information

Title First name Middle name Last name Suttix Email -
Info@1upwebdesigns.com

Company Phone Mobile Fax
1 UF Web Designs

*Display name as Other Website

1 UP Web Designs A
Print on check as ‘Z‘ Use display name Terms

1 UP Web Designs v
Address mzp Opening balance as of

5808 One Up Drive 06/27/2020

Account no.

San Diego CA
92101 Business ID Ne.
Notes «
|:| Track payments for 1099
Default expense account
[l Attachments ™ Maximum size: 20MB - }

re . ™,
| Cancel || Makeinactive | Privacy Save
N A A

Note: Fill in the terms box if you enter and pay bills.
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Education

Click on a Vendor from the list in the

vendor center. -

Use the bar/arrow to Search by name or
company.

Q,
( Sort by name a )\

Sort by name or Open balance.
1 UP Web Designs

Collapse the list by clicking the bar/arrow e
icon. 1V1 Internet
$0.00

Click the symbol icon to add a new vendor.

Each vendor has Transaction List and Vendor Details tabs containing transaction history
and vendor information, respectively. You can choose to print or export transaction history

to Excel.

5( Batch actions v ) C Filter = )

DATE = TYPE NO. PAVEE CATEGORY TOTAL  ACTION

12/10/2025  Expense 1 UP Web

$20.00 View/Edit v

11/10/2025  Expense 1 UP Web

ising | v $20.00 View/Edit v

Select transactions, then click the drop-down arrow for Batch actions to print or

recategorize transactions. Click the drop-down arrow for Filter to sort by Type and Date.

Click the Gear to select columns to display.

- Columns t
e
D Source
. M
J( Batch actions v ) Type (] wemo

- Due date
‘ All transactions v D

D Balance
[v]
. D Status
Categarize selected Date

. 58 D Attachments

All dates v Type

No.
Category

~ Show Less
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Vendor Center Education

Edit Vendor

Click on the Vendor in the vendor center that you wish to edit. Click the Edit button to open

the vendor information window.

1 UP Web Designs & (edr )

1 UP Web Designs 5808 One Up Drive, San Diego, CA 92101

$0.00
OPEN
| $0.00
OVERDUE
Make Inactive ACTION
Select from the Action column in the vendor center to Create bill v
. . . . Create expense
make a vendor inactive or edit the vendor and click the
Write check
Make Inactive button. Create purchase order

Make inactive

Merge Vendors
Edit the vendor you intend to keep, copy (Ctrl + C) the vendor name, and then click cancel.
Edit the vendor you intend to merge and paste (Ctrl + V) to replace the vendor name with

the correct name. Click Save.

Please Confirm

o That name is already being used. Would you like to merge the
two?

‘ No | ‘ Yes |

A Please Confirm warning box will appear; click Yes to confirm. The old vendor will be

removed from the list and remain in an inactive status.

Note: The merge process cannot be undone.
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Contractors Education

Add Contractor
It’s crunch time and we realize we are missing contractor information to process 1099s.

You can invite contractors via email. The contractor will be prompted to input the required

information.

Click Payroll (Workers) in the left navigation bar. Click the Contractors tab -> Add a

contractor.

Enter Name and Email to send contractor invite to complete their profile. This will setup an
account to safely share their personal information. Use the contractor center to write a

check, create an expense or bill, and prepare 1099s.

Employees Contractors Workers' Comp

Contractors

G D

B Brosnahan Insurance Agency Write check W

e

Important: We will not actually invite a contractor for this section of the training. Instead

visit the test drive company to explore managing contractors.
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Expenses

It is important to differentiate between checks and expenses. This makes a difference when
bank transactions attempt to find a match during the sync process in the Banking Center.

Expenses are typically debits/ACH and credit card-type transactions.

VENDORS
To enter expenses manually:

Expense
Click the + New icon -> Expense. Check
Enter or verify the following information: Bill

Pay bills

Vendor name, bank account, payment date, and reference number.

Enter the account, description, and amount, specify whether the expense is billable, and

assign the transaction to a customer or job.

Click Item details to enter the Product/Service you are tracking. This section is typically

used when tracking inventory-related products. Click Save and New or Save and Close.

(5 Expense B @ Hep X
I & l AMOUNT
Payes Payment account  (7)
CRAG Finencial Serviced + | 10000 Checking 1234 v | Balance $27,217.50 $795 .00

Payment date { Payment msthod Ref no.

01/25/2025 A

# | CATEGORY (2 / DESCRIPTION \ AMOUNT

1 | 63510 Professional Services:Accounting 795.00 m

Memo Total $795.00
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Here is where we enter checks written manually or checks to be printed. Be sure to include
the check number in the reference number field. Also, select Check instead of Expense. This
makes a difference when bank transactions attempt to find a match during the sync process

in the Banking Center.

VENDORS

Expense
Click the + New icon -> Check. et
Enter or verify the following information: Bill

Pay bills

Payee name, bank account, payment date, and check no.

Enter the account, description, and amount, specify whether the check is billable, and

assign the transaction to a customer or job.

Click Item Details to enter the Product/Service you are tracking. This section is typically

used when tracking inventory-related products.

Click Save and New or Save and Close.

S Check #2013 @ Help

AMOUNT
Payee J Bank Account l
CRPG Financial Services = | | 10000 Checking 1234 . $ 7 9 5-00

Balance $66,672.25

Payment date , Checkno. /
04/25/2025 2013

Print later

v Category details

# CATEGORY , DESCRIPTION \ AMOUNT

1 63500 Professional Services 795.00

=1

=13

2

Add lines Clear all lines

» ltem details

Memo Total $795.00
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Bills are an important part of Accounts Payable. We enter bills to be paid later. Use reports

to monitor due dates and budget for next bill pay day.

VENDORS

Expense
Click the + New icon -> Bill.

Bill
Enter or verify the following information: Pay bills

Vendor name, mailing address, terms, bill date, due date, and bill no.

Enter the account and amount, specify whether the bill is billable, apply sales tax, and

assign the transaction to a customer or job.

Click Item details to enter the Product/Service you are tracking. This section is typically

used when tracking inventory-related products.

Click Save and New or Save and Close.

2 Bill #202502-3 ® Holp |

PAYMENT STATUS

. PAID

1 payment made (3198.00)

- 02/28/2025 02/28/2025 202502-3

v Category details

# CATEGORY DESCRIPTION / AMOUNT
1 65130 Travel:Travel Meals ’ Travel Meals - Anaheim $66.00 per day / 198.00 i

2 ]

Add lines | QClear alllines

» Item details

Memo Total $198.00

Note: Click Make Recurring if you want to memorize a bill and have it automatically posted.
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Pay Bills

. VENDORS
To Pay Bills
Expense
Click the + New icon -> Pay Bills.
Check
Select the Payment account. -
Select the Payment date. Pay bills

Select the bills you want to pay. If you need to make a partial payment, simply change the
amount in the Payment column. Click the drop-down arrow to change the Filter criteria or

click the Gear icon to change the number of rows being displayed.

=~ o
' Pay Bills @ >
TOTAL PAYMENT AMOUNT
Payment account l Payment date Starting chack no.
10000 Checking 1234 | » | Balance $27,217.50 01/10/2020 2014 [ | Print later $3,500-00
| Filter > Last 365 Days 3 open bills
D PAYEE REF NO. DUE DATE v OPEN BALANCE CREDIT APPLIED PAYMENT TOTALAMOUNT
VR Systems Inc. 2025-25-1 01/24/2026 $3500.00 Not vailable 3,500.00 $3,500.00
[] JresiTime nsurence Gr...  ins-032025 04/09/2025 $250.00 Nt available 50.00
[ Jvrsystemsinc 20250320 03/30/2025 §205.25 vailable £0.00
1 bill selected 53,500.00 50.00 $3,500.00 53,500.00

If you are paying with a handwritten check, uncheck Print later and click Pay Bills. If you are
printing a check, select Print later. Click Save and Print or Save and Close. After you select

Save and Print, the Print Checks Setup window will appear. Simply follow the steps.
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Whether you have manual or bill-payment checks waiting to be printed,

VENDORS
Click the + New icon -> Print Checks.

Expense
Check

Bill

Purchase order
Vendor credit
Credit card credit

Print checks

The Print Checks Setup window opens.
Before you print checks, you will need to walk through this four-step process.

Select the type of checks you use (Voucher or Standard), load paper in your printer, and

click View Preview and print sample. Finally check for alignment. Click No, Continue Setup.

Set up Adobe Reader

Follow the steps to download the latest version of Adobe Reader. Set Reader as the default
viewer for PDFs in your browser, View Preview and print sample, and check for alignment.

Click No, Continue Setup.

Fine-Tune Alignment
Use your mouse to drag the alignment of the amount grid.
Click View Preview and print sample. Click Close.

Click Finish Setup.
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Print Checks

Education

Now that the print setup is complete, go directly to the Print Checks window and select the

checks you wish to print. VENDORS
Expense
Check
Click the + New icon -> Print Checks. -
Pay bills

Purchase order

Vendor credit

Select the Bank Account. Credit card credit
. Print checks

Select a Sort option.

Choose to Show all checks to view manual and bill-payment checks together.

Click the Gear icon to choose which columns you would like displayed.

Click Add check to create additional checks to print.

Select the checks you wish to print.

Click Preview and Print.

a0e ing1234 | v | Balance $66,672.25 1 checks selected $795.00
10000 Checking 1234 [ Addcheck
Starting check no.
T Remove from list Sort by Date / Order crested ¥ Show all checks ¥
[] oarE TYPE PAYEE AMOUNT
04/25/2025 Chack CRPG Financial Servicss §795.00

Note: You can revisit and change the Print Setup at the bottom of the Print Checks window.
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Education

There are several reports to support accounts payable. Let’s explore the options and then

determine which reports are best for your company.

Click Reports in the Left Navigation Bar.
Click Standard.

Scroll to What you owe.

Recommended reports are as follows:
A/P Aging Detail
Unpaid Bills

Vendor Expense Report

1099 Contractor Balance Detail

1099 Contracter Balance Summary

Accounts payable aging detall

Accounts payable aging summary

»

Bill Payment List

Bills and Applied Payments

Unpaid Bills

Vendor Balance Detai

»

Vendor Balance Summary

Note: Review the reports and save your favorites in Custom Reports. (See Section 3.)
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Section 5 Practice Test FEaton

1. You went to Office Depot and wrote a manual check for supplies and need to
manually post the check. Where do you go?
a) + New icon->Print Check
b) + New icon->Expense
c) + New icon->Check
d) + New icon->Bill

2. You just opened the mail and received several bills. Where do you go to record the
bills?
a) + New icon->Expense
b) + New icon->Bills
c) Expenses->Vendors->Create Bill
d) BothBandC

3. You found that expense had been put to the wrong category, where would you go

to recategorize all expense?

a) Vendor Center->Click the Vendor->Select Transactions->Batch Actions-
>Categorize Selected

b) Vendor Center->Edit Vendor
c) Accounting->Chart of Accounts
d) Gear->Account and Settings

4. Itis time to pay bills. Where do you go?
a) + New icon->Expense
b) + New icon->Check
c) + New icon->Vendor Credit
d) + New icon->Pay Bills

5. You want to view bills to be paid by vendors and check for errors, which report do

you choose?
a) Unpaid Bills Report
b) A/P Aging Summary
c) A/P Aging Detail
d) Bill Payment List
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Section 5 Test Your Knowledge

1. What center is used to track individuals who provide a service and require a 1099 at

the end of the year?

2. You noticed that two vendors have been entered for the same company. How would

you fix this?

3. You need to enter a credit card expense. What steps would you take to do this task?

4. You have received several bills in the mail. How would enter them into QuickBooks?

5. You want to review outstanding bills by vendor, which report do you use?
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The partners are happy with your work managing Accounts Receivable and would also like

you to manage their Accounts Payable. The next step is to setup the Vendor Center.

1. Review Video Link
How to Manage Your Vendor List: Adding, Editing & Removing
https://quickbooks.intuit.com/learn-support/en-us/vendor-lists/how-to-manage-your-
vendors-list-adding-editing-removing/00/344841

2. You can choose to add vendors as you enter bills and expenses or Import the Vendor

List .csv file. If you choose the import, complete the following steps.

Click Gear Icon -> Import -> Select Vendors

Import Data

Bring your existing data inte QuickBooks

o0 oo o

Clients Vendors Chart of Accounts Products and Services

Upload the TAD Gaming Vendor List.csv file.
Make sure the .csv file is available on your local computer

Click Browse -> Select the file -> Click Next.

Import vendors

UPLOAD

Select a C5V or Excel file to upload ‘

TAD Gaming Vendor List.csv ‘ Browse ‘

Download a sample file &
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Section 5 Case Study Activities

a. Follow the screen shot to Map fields between QuickBooks Online and .csv file.

Click Next.

Import vendors

MAP D'T}TA .
Map your fields to QuickBooks fields

QUICKBOOKS ONLINE FIELD YOUR FIELD

Name Vendor A °
Company Company - o
Emai Emai A °
Phone No Match -

Mobile Na Match A

Fax No Match A
Website Na Match A

Street Street Address v °
City City - o
Province/Region/State State v °
ZIP code Zip v o
Country No Match v
Opening Balance Mo Match v
Opening Balance Date No Match v

Tax Id Ne. No Match A
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Section 5 Case Study Activities

b. Select all vendors. Click Import. If you have any issues with the import process, refer
to the Vendor Center section of this training and proceed with the manual setup

process.

Import vendors @ Help X

TMPORT

-
22 vendors are ready to be imported
NAME COMPANY EMAIL STREET CITY PROVINCE/REGION ZIP CODE
1 UP Web Desi 1 UP Web Desi Info@1upwebc 5808 One Up [ San Diego CA 92101 :
W1 Internet W1 Internet info@1V1.com 13544 Data St San Diego CA e2101
Animatic Soun Animatic Soun info@automati 6454 Avatar D Los Angeles CA e0026
ARPG Comput ARPG Comput Order@ARPGC
Balance Bankir Balance Bankir Brandon@bala 1370 Make itR San Diego CA 92101
Campaign Mar Deavid@csmpal
CRPG Financia CRPG Financia Accounting@C 1665 Freemiur San Diego CA e2101
DreamVirtusl € DreamVirtusl € Info@dreamvir Ansheim CA
1 o > :

Back Import
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INTUIT
Education

Vendor

1 UP Web Designs

1 UP Web Designs

1%1 Internet

1%1 Internet

Animatic Sounds
Animatic Sounds

ARPG Computer Supplies
ARPG Computer Supplies
Balance Banking

Balance Banking
Campaign Marketing
CRPG Financial Services
CRPG Financial Services
DreamVirtual Conference
DreamVirtual Conference
DEM Computer Services
DEM Computer Services
Emily Artista

Emily Artista

Free to Play Conference
Free to Play Conference
GGG Office Supplies
GGG Office Supplies
Interface Products
Interface Products

Intuit CC

Intuit CC

King Coder

King Coder

Ping Maobile Inc.

Ping Maobile Inc.

Duest Adr

Duest Adr

Real-Time Insurance Group
Real-Time Insurance Group

Ryan Testorino

Ryan Testorino
Shovelware Software
Shovelware Software
Smurf Legal Services
Smurf Legal Services
Transfer

WR Systems Inc.

WER Systems Inc.

© 2021 Intuit Inc.

TAD Gaming Services, LLC

Address
5808 One Up Drive
San Diego CA 92101

13546 Data Street
San Diego CA 92101

6454 Avatar Drive
Los Angeles CA 90026

1370 Make it Rain Street
San Diego CA 92101

1665 Freemium Street
San Diego CA 92101

Anaheim CA

3676 Creative Lane
San Diego CA 92009

Seatle WA

225 W Thumbstick
San Diego CA 92101

7535 Torrey Santa Fe Rd
San Diego CA 92129
3031 Emulator Court
San Diego CA 92105
200 Talk to Me Street
San Diego CA 92101

2030 Palazzo Street
San Diego CA 92101

5464 Quicksave Street
San Diego CA 92101

1769 Battle Pass Lane
San Diego CA 92115

Phone Email

Infoi lupwebdesigns.com
infoiw 1V 1.com
infofautomaticsounds.com
Orderm ARPGComputers.com

Brandonf@balancebanking.com
Davidiglcampaignmarketing.com

Accounting(@CRPG.com
Infogdreamvirtual.com
Jeffimdrmservices.com
Emily{etadgaming.com

infoi@ freetoplay.com

Order@interfaceproducts.com

Jimi@tadgaming.com

infoEpingmobile com

Holly@Erealtime. com
Antonioftadgaming.com
Orderishovelware.com

Johni@smurflegal .com

VrsystemsEZintiut. com

QuickBooks Online Foundations
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Section 5 Case Study Activities

3. Review Video Link
How to Record Spending Overview
https://quickbooks.intuit.com/learn-support/en-us/expense-accounts/how-to-
record-spending-overview/00/344838

How to Enter & Pay Bills
https://quickbooks.intuit.com/learn-support/en-us/expense-accounts/how-to-use-
bills-track-expenses-record-what-you-owe/00/344833

4. Create Bill 20250120. Use the details in the screen shot.

~ . N
(& Bill #20250120 @ Help
PAYMENT STATUS
Vendor P | D
Srmurf Lagsl Services v I\
1 payment made ($2,390.00)
Mailing address Terms Bill date ' Due date ‘ Eillno.
Smurf Legal Services Due on receipt - 01/20/2025 01/20/2025 20250120
127 Spawn Lane
San Diego CA 92129 \
Tags (@ Manage tags
# CATEGORY DESCRIPTION AMOUNT
1 | 63520 Professional Services:Legal Fees 1,500.00 m
2 62700 License & Fees Filing Fees 2000 i
3 64000 Taxes Franchise Tax 80000 i
4 [
[ Addlines | [ Clearalllines
Memo Total $2,390.00
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Section 5 Case Study Activities

INTUIT
Education

5.

(% Bill Payment #2002

i/

Payeo Bank/Credit account

Smurf Legal Services 10000 Checking 1234

Mailing address Payment date
Smurf Legal Services
Smurf Legal Services
5464 Quicksave Strest
San Diego, CA 92101

01/10/2025

Qutstanding Transactions

| Filter > Al

| | DESCRIPTION DUE DATE

Bill # 20250120 (01/20/2025) | 01/20/2025

Print check

Pay bill 20250120. Use the details in the screen shot.

@ Help x

AMOUNT PAID

$2,390.00

¥

-

Balance $26,672.25

Ref no.
2002
| | Print later
Amount
2,390.00
ORIGINAL AMOUNT OPEN BALANCE PAYMENT
2,390.00 2,390.00 2,390.00
1-10f 1
Amount to Apply $2,390.00
Amount to Credit 50.00

( Clear Payment

Order checks

© 2021 Intuit Inc.

QuickBooks Online Foundations



INTUIT
Education

Section 5 Case Study Activities

6. Create the following Bills:

Vendor Terms | Bill Date
Real-Time Net 15 01/25/2025 Ins- 62300 $250.00
Insurance 012025
Group
VR Systems Net 10 02/20/2025 20250220 27000 $210.88
Inc. 62600 $84.37
Split
Real-Time Net 15 02/25/2025 Ins- 62300 $250.00
Insurance 022025
Group
King Coder Due 02/28/2025 202502-1 65130 $198.00
Upon
Receipt
Emily Artista Due 02/28/2025 202502-2 65130 $198.00
Upon
Receipt
Ryan Due 02/28/2025 202502-3 65130 $198.00
Testorino Upon
Receipt
VR Systems Net 10 03/20/2025 20250320 27000 $212.06
Inc. 62600 $83.19
Split
Real-Time Net 15 03/25/2025 Ins- 62300 $250.00
Insurance 032025
Group
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Section 5 Case Study Activities

Education

7. Pay the following bills.

Vendor Pay Date

Real-Time 10000 01/25/2025 2003 Ins- $250.00
Insurance 012025

Group

VR Systems 10000 02/10/2025 2005 2025022 $210.88
Inc. 0 $84.37
Real-Time 10000 02/10/2025 2004 Ins- $250.00
Insurance 022025

Group

King Coder 10000 02/28/2025 2006 202502-1 $198.00

Emily Artista 10000 02/28/2025 2007 202502-2 $198.00

Ryan 10000 02/28/2025 2008 202502-3 S$198.00
Testorino

© 2021 Intuit Inc. QuickBooks Online Foundations



INTUIT
Education

Section 5 Case Study Activities

One of the partners has requested reports to determine outstanding balances due vendors.
Reviewing vendor reports will lead into the budgeting process as you determine when bills
are due. The A/P Aging Detail report shows us all bills that are current, 1-30, 31-60 and 61-

90 days old. You can adjust the aging days and number of periods.

9. Review Video Link
How to Track What You Owe Your Vendors
https://quickbooks.intuit.com/learn-support/en-us/accounts-payable/track-what-
you-owe-your-vendors-accounts-payable-balances-more/00/344836

8. Create and Save an A/P Aging Detail Report. Compare you’re report with the screen

shot provided.

A/P Aging Detail Report

< Back to repont list

Report period - ) E—
E | Customize |[EEREEE-IEGIFEN]

Custom - asof | p3/31/2025
Aging method Days per aging period Number of periods Min. Days Past Due ) )
Run report
Current @ Report date 20 @ 4 P
Add notes B o BT {(?}
TAD Gaming Services, LLC
A/P Aging Detail
As of March 31, 2025
DATE TRANSACTION TYPE NUM VENDOR DUE DATE PASTDUE AMOUNT ‘OPEN BALANCE
+ 1-30days pastdus -
03/20/2025 Bill 20250320 VR Systems Inc. 03/30/2025 -1424 29525 29525
Total for 1 - 30 days past due 5§295.25 5295.25
- Currem
03/25/2025 Bill ins-032025 Real-Time Insurance Group 04/09/2025 -1494 250.00 250.00
Total for Current 5250.00 5250.00
TOTAL 5545.25 5545.25 -
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Section 5 Case Study Activities

You can use the Unpaid Bills report to verify your work and make any corrections as

needed. Also, you can determine which bills are outstanding per vendor.

9. Create and Save an Unpaid Bills Report.

Open Invoices Report

€ Back to report list

R iod T

Report period (" Customize _:,

Custom v asof | 03/31/2025

Aging method

—
® Current Report date | Run report )
TAD Gaming Services, LLC
UNPAID BILLS
As of March 31, 2025
DATE TRANSACTION TYPE NUM DUE DATE PASTDUE AMOUNT OPEN BALANCE
+ Real-Time Insurance Group
03/25/2025 Bill ins-032025 04/09/2025 -1654 250.00 250.00
Total for Real-Time Insurance Group $250.00 $250.00
* VR Systems Inc.
03/20/2025 Bill 20250320 03/30/2025 -1644 295.25 295.25
Total for VR Systems Inc. $295.25 $295.25
TOTAL 5545.25 5545.25

Maonday, September 28, 2020 10:07 AM GMT-07:00
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The Expense by Vendor report shows the total amounts paid to a specific vendor for a date
range. Business owners can use this information to discuss potential vendor discounts. It is
extremely helpful to know where the money is going each week and month. This is another

report you can introduce during a meeting with the owners.

10. Create and Save an Expense by Vendor Report.

Open Invoices Report

£ Back to report list

Report period A iati
................................ i Customize il Save customization

Custom v asof | 03/31/2025

Aging method

@ Current Report date Run report ":l
TAD Gaming Services, LLC
UNPAID BILLS
As of March 31, 2025
DATE TRANSACTION TYPE NUM DUE DATE PASTDUE AMOUNT OPEN BALANCE

+ Real-Time Insurance Group

03/25/2025 Bill ins-032025 04/09/2025 -1654 250.00 250.00
Total for Real-Time Insurance Group $250.00 $250.00
~ VR Systems Inc.

03/20/2025 Bill 20250320 03/30/2025 -1644 295.25 295.25
Total for VR Systems Inc. $295.25 $295.25
TOTAL 5545.25 5545.25

Maonday, September 28, 2020 10:07 AM GMT-07:00
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One of the partners informs you that a few of the vendors are subcontractors. You will need
to edit and add information to the vendor center in order to file 1099’s at the end of the
year. A 1099 is a report that the IRS requires (for tax purposes) when using contract labor. A
1099 records amounts paid to a contractor each year, since they are not on payroll as

employees.

11. Enter 1099 tracking information.
Navigate to the Vendor Center and edit 1 UP Web Designs.
Add Business ID
Select Track payments for 1099.

Select Default expense account 60800 Advertising & Promotional.

Vendor Information

| U WYeD LEsIgNns

* Display name as Other Website

1 UP Web Designs v
Print on check as Use display name Terms

1 UP Web Designs -
Address mzp Opening balance as of

5808 Cne Up Drive 09/21/2020

Account no.

San Diego CA
22101 Business ID No.
Notes | G9.9900900
Track payments for 1099
Default expense account
@) Attachments  Maximum size: 20MB 60800 Advertising &1 | =

I Make inactive | Privacy @

[ Cancel
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12. Repeat the same steps for the following vendors:

- e

Smurf Legal Services 99-9999999 63520 Professional
Services: Legal Fees

Campaign Marketing 99-9999999 60800 Advertising &
Marketing
Animatic Sounds 99-9999999 None

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 6 Objectives

Upon completion of Section 6, each participant will be familiar with:

* An overview of the Banking Center.

* How to connect bank and credit card accounts.
* How to manage transactions.

* How to transfer funds.

* How to reconcile bank and credit card accounts.

* How to access and view bank reports.

Ryan, Emily and King were surprised to learn that they can connect their bank and credit
card accounts directly to their QuickBooks Online software. This means all transactions will
automatically import into the software, saving considerable time each month. They will
also be able to view real time bank balances without logging in to their bank app, right
from QuickBooks.

The partners would like an overview of how the Banking Center works and would like to
learn how to connect the accounts and manage transactions. They need help
understanding how to transfer funds. They are also unclear on why they need to reconcile
the bank and credit card accounts each month; doesn’t the software do that for them?
Let’s take a look.

How do they access bank reports? What kind of information can these reports provide?
How can this information be used to improve company performance?

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 6 Objectives

Important: Connect Bank and Credit Card Accounts

We will not actually connect our bank and credit card accounts in this training. To
continue with the banking section, you have the option to switch to the test drive
sample company provided by Intuit. This will allow you to play around with more

banking features, however this test drive company is not populated with TAD data

related to the Case Study Activities.

Craig’s Landscaping Test Drive Company
http://gbo.intuit.com/redir/testdrive

© 2021 Intuit Inc. QuickBooks Online Foundations
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Connect Bank and Credit Card Accounts Education

Connecting bank and credit card accounts to QuickBooks® Online is a simple process. It is
important you understand how to manage the Bank Center to avoid posting old and/or
duplicate transactions. Although connecting your bank and credit card accounts is a great
way to enter historical transactions, it is recommended that new users be comfortable
manually entering transactions. Please seek help from your instructor or accountant to
avoid costly cleanup. There are two ways to connect bank and credit card accounts to your

company file.

Bank accounts &
Checking

Benk balance 5-3,621.93

In QuickBooks %1,201.00

Savings

Benk balance $200.00

In QuickBooks $200.00

Click Dashboard in the Left Navigation Bar.

Mastercard

Bank balance

Click Connect Accounts. In QuickBooks

RN
ettt

Visa

In QuickBooks g0

Click Banking (Transactions) from the Left Navigation Bar.

Click Link account. <+ Link account (@ (Q Updating>

Order checks

Note: You may need to manually export a downloaded file from your bank and upload it to

the banking center.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Connect Bank and Credit Card Accounts Education

Next, Select or enter the bank name in the search field or click the appropriate icon. Follow
the steps to connect your accounts. Once the connection is made, the bank will import the
last 90 days of transactions. You may need to import historical data through the manual

import process. You will be asked to login using your bank credentials.

Let's get a picture of your profits

Connect your bank or credit card to bring in your transactions.

Here are some of the most popular ones
-~
7,
IAIVIE RICAN - WELLS
% CHASE © // FARGO
BANK OF AMERICA

Banking Center

Now that your bank and credit card accounts are connected, you can manage transactions
for each account. Organize your bank and credit card accounts to avoid posting duplicate
transactions. Start with main checking, additional checking, savings, then credit card

accounts.

Click Dashboard from the Left Navigation Bar -> Bank accounts pencil -> Re-arrange the

order of accounts -> Save.

Bank accounts - -
Bank accounts
Checking ' Checking
Bank halance £.3 62103 Bank balance $.3.621.93
e 120100 mo In QuickBooks $1,201.00

\ - 201 4 e

Savings Savings
Bank balancs £200.00 Bank balence £200.00
In QuickBooks £800.00 moment In QuickBooks $200.00
Mastercard Mastercard
Bznk balance Bank balance $304.96
In QuickBooks In QuickBooks $157.72
Visa i Visa
In QuickBooks 0 In QuickBooks 0

© 2021 Intuit Inc. QuickBooks Online Foundations
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Click Banking (Transactions) in the Left Navigation Bar.

The Banking Center window will appear. Click on the bank or credit card account you would

like to manage.

Banking Rules Receipts

e Checking v
&
e Checking Savings @ Mastercard

$-3,621.93 $1,201.00 $200.00 $800.00 $304.96 $157.72
Bank balance n QuickBooks Bank balance n QuickBooks Bank balance n QuickBooks
Updated moments ago Updated moments ago Updated moments age

Review 25 transactions Review 1 transaction Review 7 transactions

As the bank populates transactions, they reside in the Review section of the Bank Center.

It is up to you to accept these transactions. Once accepted they post to the bank register
and move to the Reviewed section. If a duplicate or old transaction appears for review,
simply exclude the transaction. On occasion, you might want to undo an excluded

transaction and move it back to review.

For review (25) Categorized Excluded )

Search or filter transactions to accept or post transactions more efficiently.

a Alldates v I} All transactions |

3 [
v All transactions (25) ’

[] paTE Recognized (14) DESCRIPTION PAYEE

|:| 07/29/2020 Matched Books By Bessie Books by Be
[] | os29/2020 | Transferred ARenta

[]  osn9r020 | Ruleapplied ARenta

© 2021 Intuit Inc.
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When bank transactions populate in the Bank Center, they look for existing transactions to
find a match. The order in which transactions are posted is important in order to avoid
duplicate transactions and costly cleanup. We recommend the following industry best

practices order:

Sync or Import Payroll when using a payroll service or QuickBooks Payroll
Receive payments against invoices and make deposits

Clear up Undeposited Funds

Apply Checks to Open Bills

LA A

Open and review each transaction

You can access the Bank Register. Other options include printing, exporting to excel and

changing the columns displayed using the Gear icon.

Go to bank register

@ &

Show suggested rules

Columns
Check N Remember category selection
eck No.
Show bank details
Payee
. Fage Size
We recommend adding -
roups @ s0
( . Turn on grouping B
Check No. and O s
Transaction details ) 100
Show bank details. I:‘ Editable date field B

() 150
Copy bank detail to memo .
() 300
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Click to open a transaction and verify payee and category fields. As features such as Classes

and Locations are turned on in Account & Settings, related fields will appear.

Notice the options to Add attachments, Create a rule, Exclude or Split transactions.

@ Catzgorize ":'Z' Find match ( : ) Record as transfer

Payese ® I Category * (3 Split (ralsact'oﬂ Memo

Books by Bessie Uncategorized Income t - BOOKS BY BESSIE

BANK DETAIL BOOKS BY BESSIE

[m Add sttachment @ Create a rule @ Exclude

Previously posted bank deposits will populate as matched transactions. Verify they are
matched to the correct deposit and accept them. Check off multiple transactions and

accept all with one click.

06/03/2020 No description available from Exa. Deposit $868.15  Match
06/03/2020 $868.15
06/03/2020 HICKS HARDWARE Hicks Hardware Check 75 $228.75 Match

06/03/2020 $-228.75

Categorize is the preferred option; transfers between accounts or payments to credit card
accounts can be created using the Categorize option. Record as Transfer is limited to
Balance Sheet accounts. For example, an ACH paid to a vendor may come in as a transfer
without option to post to an expense account. We recommend changing transfers to

categorize.

@ Categorize 'i' Find match 'i‘ Record as transfer

Date l
‘ 05/19/2020 B8 ‘
Payee (3 I Category * (@ l Splitransaction  Memo

Tim Philip Masonry A Job Expenses:Cost of Labor ¥ TIM PHILIP MASONRY (NONE)

© 2021 Intuit Inc. QuickBooks Online Foundations
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Rules

Rules are a great way to identify where a transaction should be posted. Rules save time
during the review and accept process because they memorize how specific transactions for
specific vendors should be recorded. Keep in mind, QuickBooks will remember prior posted
transactions and populate vendor names and categories based on the memorization of the
rule. Take the time to review each transaction before accepting to avoid costly cleanup

errors.

Banking App Transactions Rules Receipts Tags

Click the Rules Tab -> New rule.

Customize your rule by selecting available options, adding conditions, Transaction type,

Payee and Category. Important! Turn off Auto-add to avoid unnecessary cleanup.

Create rule

Rules only apply to unreviewed transactions.

What do you want to call this rule? * /
| Cal Telephone

Apply this to transactions that are

| Money out W | in All bank accounts N |
and include the following: | All ~ |

| Description v ‘ ‘ Contains v | | Cal ‘
+Add e condition (i

Then assign

Transaction [
type ‘ Expense v | l

Catagory Utilities: Telephone M Add asplit

Payes Cal Telephone -
+ fssign more i

Automatically confirm transactions this rule applies to

Auto-add o “

© 2021 Intuit Inc. QuickBooks Online Foundations
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Receipts

Receipt Capture in QuickBooks Online allows users to directly upload receipts to
the QuickBooks Online Banking Center where QuickBooks will read the receipt and either

match to an existing transaction or allow users to add a new transaction.

Click the Receipts tab.

Banking App Transactions Rules Receipts Tags

Drag and drop receipts directly into QuickBooks Online, or select Browse to upload them.

Ensure that each image or file contains only a single receipt.

Receipts

N

Drag and drop files here or browse to upload

Receipt and Bill Forwarding

Click Set up receive forwarding or Customize email button to create an Intuit custom email

to forward receipts and bills.

RECEIPT AND BILL FORWARDING

\/ Email your receipts and bills,

and we'll create transactions
from them. Set up receipt
forwarding.
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Mobile App

To scan a receipt, install the "QuickBooks Accounting: Invoicing and Expenses" app on your
phone. Then, open the app and tap the menu button. Select the Receipt Camera and snap a
photo of your receipt. Once you do, it will automatically appear in the Receipts tab with any

other receipts you have added.

SNAF ON MOBILE

Take a picture of your receipt with the QuickBooks mobile
app and review it here.

Click the “For review” tab to manage receipts or bills. Use the Batch actions menu to select

multiple documents to Confirm, Review or Delete attachments.

For review Reviewed

S

TRANSACTION DATE DESCRIPTION / VENDOR PAYMENT ACCOUNT TOTAL AMOUNT / TAX CATEGORY OR MATCH ACTION

0-0f0

Add a new receipt to get started
We'll pull out the info so you can review it and add it to your books.

Note: You can send multiple receipts in one email, however if you send too many, the file

size may exceed your email provider’s limits.
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Click + New and select Transfer to move money from one bank account to another.

[“} Transfer

Transfer Funds From Ealance
10000 Checking 1234 | + $66,672.25

Transfer Funds To Balance

10100 Savings 5678 v $87,00000

Transfor Amount Date

1,000.00 01/31/2025

Memo

Note: Another option is to setup a recurring transfer. Review Recurring Transactions in

Appendix A.

In some cases, a payment to a vendor or payee populates as a transfer type transaction
instead of an expense. In this case, we recommend you change it to a categorized

transaction as explained in the Banking Center section.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Reconciling your bank and credit card accounts is an important task to ensure that all
transactions are accounted for, input errors are corrected, and all outstanding transactions
are verified. Completing the bank reconciliation process for all financial accounts is key to

accurate data and financial statements.
TOOLS

i i i b Order checks &
Click the Gear icon -> Reconcile. @Help Q3 & e
Import data
Import desktop data
Export data

Reconcile

Select the Account you wish to reconcile from the drop-down list.

Refer to the bank statement to verify the Beginning balance, enter the Ending balance, and

enter the Ending Date. Click Start reconciling.

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

Account /

10000 Checking 1234

Add the following information

Lest stetement ending date 11/30/2025

Beginning balance  Ending balance * ‘ Ending date *

83,524.50 “ 71,172.25 12/31/2025

© 2021 Intuit Inc. QuickBooks Online Foundations
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Now you are ready to reconcile the account.

Select Deposits and check off all deposit and credit transactions that appear on the bank

statement. Verify outstanding transactions and make corrections as needed.

Chart of accounts > Bank register > Reconcile

Reconcile 10000 Checking 1234

Statement ending date: December 31,2025

$71,172.25

STATEMENT ENDING BALANCE

$83,524.50

BEGINNING BALANCE

X Statement ending date  Clear filter / View al

DATE TvPE REFNO.

12/18/2025 Deposit

ACCOUNT

12000 Undeposi

oo

- $93,524.50
CLEARED BALANCE
. $-22,352.25
DIFFERENCE
$0.00 4 $10,000.00
0 PAYMENTS 1 DEPGSIT
Show me aroun
(Cpoyments [ Deposits [ a1 )
pavee MEmMO (=) PAYMENT (USD) DEPOSIT (USD) °
AFK Game Developers 10,000.00 o

Select Payments and check off all checks and ACH transactions that appear on the bank

statement.

Verify outstanding transactions and research and make corrections as needed.

Chartof accounts > Bank register > Reconcile

Reconcile 10000 Checking 1234

Statement ending date: December 31, 2025

$71,172.25

STATEMENT ENDING BALANCE

$83,524.50

BEGINNING BALANCE

% Statement ending date  Clear filter / View al

DATE TYPE REF NO.
12/10/2025 ill P 2034
12/10/2025

12/25/2025 035
12/25/2025 036
12/25/2025

© 2021 Intuit Inc

ACCOUNT

20000 Accounts.

60800 Advertisi

20000

C - )

: 7117225 o s
DIFFERENCE
$22,352.25 + $10,000.00
10 PAYMENTS 1 DEPOSIT
Show me arounc
Payments | Deposits Al )
PAYEE MEMO [w] PAYMENT (USD) DEPOSIT (USD)
VR Systems Inc. 20525 [.] =
2,500.00 (]
250.00 ©
o 4,500.00
Intwit€C 2,500.00 [
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Bank Reconciliation Eatleation

Click Edit Info to change the ending balance or statement date.

Verify that the following match the bank statement:

Beginning Balance
Statement Ending Balance

Payments total

W NR

Deposit's total

The Difference should be $0.00 when you are done.

(Eme |9

Finish now

Click the drop-down arrow to choose one of the following options:

Finish now to complete the bank reconciliation process. save for later

Close without saving

Finish later to save your work and resume later.

Close without Saving to start over—your work will not be saved.

R g 1234 Ceo o ) (EEIEED
$71,172.25 ) $71,172.25
© s0.00

DIFFERENCE

$22,352.25 + $10,000.00
0 PAYMENTS 1 DEPOSIT

Now that we have completed a successful Bank Reconciliation in QuickBooks®, you can
click Done or View Report (a reconciliation report will open providing summary and detail

information).

You reconciled this account

ciliation, click View reconciliation report

© 2021 Intuit Inc. QuickBooks Online Foundations
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1. You plan on reconciling your checking account, which of the following information is
required to begin?
a) Statement Ending Balance
b) Total Deposits
c) Statement Ending Date
d) BothAandC

2. You have already reconciled for the month and found an old transaction in the Bank
Center review section. Which action would you choose to address this?
a) Review
b) Exclude
c) Go to register
d) All the above

3. How do you manage default information for bank transactions that are downloaded?
a) Banking->Add Account
b) Banking->Rules
c) Banking->Update
d) Banking->Match

4. Which action would you take to make sure all income and expenses are entered
correctly and match the monthly statements for your bank and credit card accounts?
a) Add Account
b) Import
c) Reconcile
d) Update

5. What report is available after a bank account has been compared to the bank

statement.
a) Statement of Cash Flows
b) Bank Register
c) Balance Sheet
d) Reconciliation Summary

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 6 Test Your Knowledge

1. You plan on reconciling your checking account, what information will you need to get
started?

2. You have already reconciled for the month and found an old transaction in the bank
center review section. Which action would you choose to address this?

3. How do you manage default information for bank transactions that are imported to

the banking center?

4. Which action would you take to make sure all income and expenses are entered
correctly and match the monthly statements for your bank and credit card accounts?

3. After you complete a bank reconciliation, which reports are available to review?

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 6 Case Study Activities

It is time to celebrate the completion of the first 5 sections! You are on your way to building a solid
financial foundation for TAD Gaming Services and your efforts will be an integral part of a great
company. Now it gets a little more challenging and a lot more interesting as we watch the numbers

paint TAD’s story!
Banking

We will now complete the process of posting transactions and reconciling the checking account. We
will not connect bank accounts for this training; however, we will import debit and ACH transactions

using the manual import feature.
1. Import bank account transactions.
Click Banking -> drop-down arrow to the right of Link Account -> Upload from file.

Click Browse and select the TAD Gaming Checking Transactions bank import .csv file from

your computer.

Click Next. EaEE :|

Get your info from your bank

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

3. Close the tab and return to QuickBooks.

Select a file to upload /

AD Ga g Checking Transactions_Bank ImportF | |  Browse |

a. Select the Checking 1234 Account from the Chart of Accounts.
Click Next.

Select a QuickBooks account for the bank file you want to upload

Bank file QuickBooks Account

TAD Gaming Checking Transactions_... 10000 Checking 1234 v
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Section 6 Case Study Activities

b. Map fields between QBO and the bank account.
Select the field options to match the following screen shot.

Click Next.

For each bank account field, select a QuickBooks field

First row in file is a header row

QuickBooks Online fields :> Your statement fields
Date Column 1 :Date v MM/ ddyyyy v
Description Column 3 :Description v
Amount ‘ Column é :Spent -

File has amounts in:

* ® 1 column: both positive and negative numbers

2 column: separate positive and negative numbers

c. Select all the transactions available to import. Click Next.

A window will appear and there will be 18 transactions imported. Do you want to

continue? Click Yes -> Let’s go!

Select the transactions to import

DATE DESCRIPTION AMOUNT
01/31/2025 Transfer -1,000.00
02/28/2025 Transfer -1,000.00
03/28/2025 Transfer -1,000.00
01/10/2025 Campaign Marketing -2,500.00
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2. Review Video Link
How to Categorize transactions from your bank and credit card

https://quickbooks.intuit.com/learn-support/en-us/bank-transactions/adding-

transactions-from-your-bank-credit-card/00/344865

3. Post the transactions you imported for the checking account.

Banking Rules Receipts

e 10000 Checking 1234 v

10000 Checking 1234 - ¥ 4
$0.00

BANK BALANCE Updated moments ago
$27,217.50

IN QUICKBOOKS

4. Click on each transaction and verify or edit the fields. Be Careful! This is where errors
tend to occur. QuickBooks Online tries to determine the category for you. It is your
responsibility to choose the appropriate category. The memo field will help you

determine which vendor to use. Click Add as you go.

@ Categorize (::) Find match (::) Record as transfer (:::' Record as credit card payment
Transaction date /

| 01/10/2025 8 |

Vendor/Customer (3 ’ Category * (@ ‘

Campaign Marketing 60800 Advertising & Market ¥

Memo
Campaign Marketing ‘
BANK DETAIL Campaign Marksting /

@ Add attachment @ Create a rule @ Exclude

© 2021 Intuit Inc. QuickBooks Online Foundations
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5. Refer to this guide when posting transactions.

N I o

1/10/2025
1/25/2025
1/25/2025
1/31/2025
1/31/2025
2/10/2025
2/25/2025
2/25/2025
2/28/2025
2/28/2025
3/10/2025
3/25/2025
3/25/2025
3/25/2025
3/25/2025
3/25/2025
3/28/2025

3/28/2025

Campaign

Campaign Marketing Marketing

CRPG Financial
Services

Intuit CC
Transfer

Balance Banking

CRPG Financial
Services

Intuit CC
Transfer

Balance Banking
Campaign

Campaign Marketing Marketing

CRPG Financial
Services

Intuit CC
Transfer

Balance Banking

CRPG Financial
Services

Intuit CC
Transfer

Balance Banking
Campaign

Campaign Marketing Marketing

CRPG Financial
Services

Ryan Testorino
King Coder
Emily Artista
Intuit CC
Transfer

Balance Banking

CRPG Financial
Services

Ryan Testorino
King Coder
Emily Artista
Intuit CC
Transfer

Balance Banking

60800 Advertising
& Marketing

63510 Professional
Services:Accounting
21000 Credit Card
9876

10100 Savings 5678
61200 Bank
Charges & Fees
60800 Advertising
& Marketing

63510 Professional
Services:Accounting
21000 Credit Card
9876

10100 Savings 5678
61200 Bank
Charges & Fees
60800 Advertising
& Marketing

63510 Professional
Services:Accounting
61500 Guaranteed
Payments

61500 Guaranteed
Payments

61500 Guaranteed
Payments

21000 Credit Card
9876

10100 Savings 5678
61200 Bank
Charges & Fees

$2,500.00
$795.00
$2,500.00
$1,000.00
$12.00
$2,500.00
$795.00
2,500.00
1,000.00
$12.00
$2,500.00
$795.00
$3,000.00
$3,000.00
$3,000.00
$2,500.00
$1,000.00

$12.00

© 2021 Intuit Inc.
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6. How to Reconcile an Account: Statements & Records, & More:
https://quickbooks.intuit.com/learn-support/en-us/banking-topics/reconcile-an-
account-in-quickbooks-online/00/186470

7. Reconcile Checking Account for January.
Gear -> Reconcile -> Select bank account 1234 -> Ending Balance -> 01/31/2025.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and |et's get startad.

Which account do you want to reconcile?

Account /
10000 Checking 1234 hd

Add the following information
Beginning balance  Ending balance * ‘ Ending date * ‘

0.00 25,553.00 01/31/2025

Chart of accounts > Bank register > Reconcile

Reconcile 10000 Checking 1234 mp
Statement ending date: January 31, 2025

$25,553.00 - $25,553.00
i © $0.00

STATEMENT ENDING BALANCE CLEARED BALANCE

DIFFERENCE
BEGINNING BALANCE 7 PAYMENTS 2 DEPOSITS
Show me arc
* Statement ending date  Clear filker / View ( Payments Deposits | All )
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO @ PAYMENT (| DEPOSIT (U °
01/01/2025 Deposit - Split- Opening Balance 15,000.. o
01/10/2025 Bill Pay.. 2002 20000 Accounts... Smurf Leg... 2,390.00 °
01/10/2025 Expense 60800 Advertisi_ Campaign. 2,500.00 °
01/13/2025 Deposit 12000 Undeposi. AFK Game. 20,000 °
01/25/2025 Bill Pay.. 2003 20000 Accounts. Real-Time | 250.00 o
01/25/2025 Expense 21000 Credit Ca Intuit CC 2,500.00 o
01/25/2025 Expense 63510 Professio CRPG Fina 795.00 o
01/31/2025 Transfer 10100 Savings 5... 1,000.00 o
01/31/2025 Expense 61200 Bank Cha... Balance B... 12.00 °
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8. Reconcile Checking Account for February.
Gear -> Reconcile -> Select bank account 1234 -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

o :

Add the following information

Account

10000 Checking 1234

Last statement ending date 01/31/2025

Beginning balance  Ending balance * I Ending date “‘

25,553.00 * 47,606.75 | | 02/28/2025

Chart of accounts > Bank register > Reconcile

Reconcile 10000 Checking 1234

Statement ending date: February 28, 2025

G CEEED

—

% Statement ending date Clear filter / View a ( Payments | Deposits | All )
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO @ PAYMENT (U DEPOSIT (U °
02/10/2025 Deposit 12000 Undeposi... Indie Publis... 30,000.00 [}
02/10/2025 Bill Pay.. 2004 20000 Accounts ... Resl-Time ... 250.00 e
02/10/2025 Bill Pay... 2005 20000 Accounts ... VR Systems ... 29525 e
02/10/2025 Expense 60800 Advertisi_ Campaign .__ 2,500.00 e
02/25/2025 Expense 21000 CreditCa...  Intuit CC 2,500.00 o
02/25/2025 Expense 63510 Professio... ~ CRPG Finan... 795.00 o
02/28/2025 Bill Pay.. 2006 20000 Accounts ... King Coder 198.00 °
02/28/2025 Bill Pay... 2007 20000 Accounts ... Emily Artista 198.00 e
02/28/2025 Bill Pay... 2008 20000 Accounts ...  Ryan Testori... 198.00 °
02/28/2025 Transfer 10100 Savings 5... 1,000.00 e
02/28/2025 Expense 61200 Bank Che...  Balance Be.. 12.00 e

© 2021 IntuitInc

$47,606.75

STATEMENT ENDING BALANCE

$25,553.00

BEGINNING BALANCE

4

$7,946.25

10 PAYMENTS

$47,606.75

CLEARED BALANCE

/

+ $30,000.00

1 DEPOSIT

© 50.00

DIFFERENCE

QuickBooks Online Foundations
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9. Reconcile Checking Account for March.
Gear -> Reconcile -> Select bank account 1234 -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statemeant and let's get started.

Which account do you want to reconcile?

Account ‘
10000 Checking 1234 v

Add the following information

Last staternent ending date 02/28/2025

Beginning balance  Ending balance * ‘ Ending date * ‘

47,606.75 * 51,799.75 | | 03/31/2025

Chart of accounts > Bank register > Reconcile

Reconcile 10000 Checking 1234 Ceeeine ) (ENIRD
$51,799.75 ) ‘ $51,799.75 ‘
@ $0.00

STATEMENT ENDING BALANCE CLEARED BALANCE

DIFFERENCE
-  $47,60675 _ $15807.00 .  $20,000.00 '
BEGINNING BALANCE 8 PAYMENTS 1 DEPOSIT
% Statement ending date  Clear filter / View a ( Payments Deposits | All )

DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO r_D PAYMENT (U DEPOSIT (U$ °
03/10/2025 Expense 60800 Advertsi. Campaign ... 2,500.00 e
03/18/2025 Deposit 12000 Undeposi. Alpha Gam... 20,000.00 °
03/25/2025 Expense 21000 CreditCa...  Intuit CC 2,500.00 °
03/25/2025 Expense 61500 Guarante...  Emily Artista 3,000.00 °
03/25/2025 Expense 61500 Guarante...  King Coder 3,000.00 °
03/25/2025 Expense 61500 Guarante...  Ryan Testori_ 3,000.00 °
03/25/2025 Expense 63510 Professio... CRPG Finan.__ 795.00 °
03/28/2025 Transfer 10100 Savings 5. 1,000.00 o
03/28/2025 Expense 61200 Bank Cha.. Balance Ba._ 12.00 o
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10. Reconcile the Savings Account for January.
Gear -> Reconcile -> Select bank account -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

Account

10100 Savings 5678 v

Add the following information
Beginning balance  Ending balance * Ending date * ‘

0.00 h 76,000.00 | | 01/21/2025

Chart of accounts = Bank register > Reconcile
Reconcile 10100 Savings 5678 mp
Statement ending date: January 31, 2025
$76,000.00 $76,000.00
STATEMENT ENDING BALANCE CLEARED BALANCE ° $ 0 00
DIFFERENCE
— $0.00 3 $0.00 n $76,000.00
BEGINNING BALANCE 0 PAYMENTS 2 DEPOSITS
% Statement ending date Clear filter ( Payments Deposits | All )
DATE TYPE REF NO. ACCOUNT PAYEE MEMO f_|:| PAYMENT (L DEPOSIT(U: °
01/01/2025 Deposit - Split- Opening Balance 75,000.00 °
01/31/2025 Transfer 10000 Checking... 1,000.00 [ ]
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11. Reconcile the Savings Account for February.
Gear -> Reconcile -> Select bank account -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

Account ’
10100 Savings 5678 v

Add the following information

Last statement ending date 01/31/2025
Beginning balance  Ending balance * Ending date * ‘

76,000.00 « 77,000.00 02/28/2025

Chart of accounts > Bank register > Reconcile

Reconcile 10100 Savings 5678 m
Statement ending date: February 28, 2025

$77,000.00 $77,000.00
STATEMENT ENDING BALANCE & CLEARED BALANCE / ° $O 00
DIFFERENCE
sy $76,000.00 _ $0.00  ,  $1,000.00

BEGINNING BALANCE 0 PAYMENTS 1 DEPOSIT

X Statement ending date Clear filter ( Payments Deposits | All )
DATE 4 TYPE REF NQ. ACCOUNT PAYEE MEMOQ @ PAYMENT (L DEPOSIT (U °
02/28/2025 Transfer 10000 Checking... 1,000.00 ]
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12. Reconcile the Savings Account for March.
Gear -> Reconcile -> Select bank account -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now.

Reconcile an account

Open your statement and let's get startad.

Which account do you want to reconcile?

Account ’

10100 Savings 5678 hd

Add the following information

Last staternent ending date 02/28/2025

Beginning balance  Ending balance ™ ‘ Ending date * ‘

77.000.00 * 78,000.00 03/31/2025

Chart of accounts > Bank register = Reconcile

Reconcile 10100 Savings 5678 mb
Statement ending date: March 31, 2025

$78,000.00 i} $78,000.00
STATEMEMT EMDING BALANCE CLEARED BALANCE ° $0 00
DIFFERENCE
sl $77,000.00 _ %000 ,  $1,000.00
BEGINNING BALANCE 0 PAYMENTS 1 DEPOSIT
* Statementending date  Clear filter ( Payments Deposits All )
DATE + TYPE REF NO. ACCOUNT PAYEE MEMO r_D PAYMENT (L DEPOSIT (U °
03/28/2025 Transfer 10000 Checking... 1,000.00 e
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Now it is time to complete the process of posting transactions and reconciling the credit
card account. We will not connect any accounts for this training; however, we will import

credit card expenses using the manual import feature.
13. Update the Credit Card Account
Click Banking -> drop-down arrow to the right of Link Account -> Upload from file.

Click Browse and select the TAD Gaming Credit Card Transactions bank import .csv file

from your computer.

Click Next. ,_J

Get your info from your bank

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

3. Close the tab and return to QuickBooks.

Select a file to upload [

g %
TAD Gaming Credit Card Transactions_Bank Impon | { Browse )
s /

a. Select Credit Card 9876 Account from the Chart of Accounts.

Click Next.

Select a QuickBooks account for the bank file you want to upload

Bank file QuickBooks Account ‘

TAD Gaming Credit Card Transaction... 21000 Credit Card 9876 | *

© 2021 Intuit Inc. QuickBooks Online Foundations
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b. Map fields between QBO and the bank account.
Select the field options to match the following screen shot.

Click Next.

For each bank account field, select a QuickBooks field

First row in file is a header row

QuickBooks Online fields ::) Your statement fields
Date Column 1 :Date - MM/ ddyyyy v
Description Column 4 :Description -
Amount ‘ Column 7 :Spent A

File has amounts in:

a @ 1 column: both positive and negative numbers

2 column: separate positive and negative numbers

c. Select all the transactions available to import.

Click Next.
A window will appear and there will be 18 transactions imported. Do you want to

continue? Click Yes -> Let’s go!

Select the transactions to import

DATE DESCRIPTION AMOUNT
01/05/2025 Dream\irtusl Confersnce -5,000.00
01/05/2025 DRM Computer Services -168.00
01/05/2025 Interface Products -99.00
01/06/2025 Ping Mobile Inc. -250.37

© 2021 Intuit Inc. QuickBooks Online Foundations
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14. Post the transactions you imported for the credit card account.

21000 Credit Card 9876 - 4

$0.00
BANK BAL AMCE Updated on 9/26/2020

$9,202.54 29

IN QUICKBOOKS

15. Click on each transaction and verify or edit the fields. Be Careful! This is where errors
tend to occur. QuickBooks Online tries to determine the category for you. It is your
responsibility to choose the appropriate category. The memo field will help you

determine which vendor to use. Click Add as you go.

@ Categorize '::::' Find match ':::::' Record as transfer

Transaction date ’

‘ 01/05/2025

Vendor/Customer (3) ‘ Category * (3 ‘

DreamVirtual Conference v 64200 Telephone & Commu  ~

Wi}

Tags@ Manage tags

Memo

DrreamVirtual Conference

BANK DETAIL DreamVirtual Conference ’

[m Add attachment @ Create a rule @ Exclude

© 2021 Intuit Inc. QuickBooks Online Foundations



Use this screen shot as a reference to manually enter credit card expenses.

Date MName
1/5/2025 DreamVirtual Conference
1/5/2025 DRM Computer Services
1/5/2025 Interface Products
1/6/2025 Ping Mobile Inc.
1/10/2025 1 UP Web Designs
1/10/2025 GGG Office Supplies
1/10/2025 Shovelware Software
1/10/2025 1 UP Web Designs
1/17/2025 ARPG Computer Supplies
1/19/2025 1V1 Internet
1/25/2025 Intuit CC

2/5/2025 Interface Products
2/6/2025 Ping Mobile Inc.
2/10/2025 GGG Office Supplies
2/10/2025 ARPG Computer Supplies
2/10/2025 Shovelware Software
2/10/2025 1 UP Web Designs
2/19/2025 1v1 Internet
2/22/2025 Quest Air
2/25/2025 Intuit CC

3/5/2025 Interface Products
3/6/2025 Ping Mobile Inc.
3/10/2025 GGG Office Supplies
3/10/2025 ARPG Computer Supplies
3/10/2025 Shovelware Software
3/10/2025 1 UP Web Designs
3/19/2025 1v1 Internet
3/21/2025 Free to Play Conference
3/25/2025 Intuit CC

© 2021 Intuit Inc.
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Category
50100 Conferences
651400 Dues & Subscriptiions
61400 Dues & Subscriptiions
64200 Telephone & Communications
60800 Advertising & Marketing
63000 Office Expense
50400 Software Licenses
60800 Advertising & Marketing
50000 Computer Supplies
64200 Telephone & Communications
62600 Interest Paid
651400 Dues & Subscriptiions
64200 Telephone & Communications
63000 Office Expense
50000 Computer Supplies
50400 Software Licenses
60800 Advertising & Marketing
54200 Telephone & Communications
65110 Travel:Lodging
62600 Interest Paid
51400 Dues & Subscriptiions
54200 Telephone & Communications
63000 Office Expense
50000 Computer Supplies
50400 Software Licenses
60800 Advertising & Marketing
54200 Telephone & Communications
50100 Conferences
52600 Interest Paid

INTUIT
Education

16. Refer to this table if you have any issues with the credit card bank import process.

Spent
5,000.00
168
99
250.37
5,500.00
100.67
450
20
498.74
154.01
125.47
99
265.43
108.23
487.34
450
20
154.01
343.62
120
99
250.45
115.08
363.78
450
20
194.01
5,000.00
120

QuickBooks Online Foundations
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17. Reconcile the Credit Card Account for January.
Gear -> Reconcile -> Select bank account -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

Account I
21000 Credit Card 9876 v

Add the following information

Beginning balance  Ending balance * ‘ Ending date * '

0.00 12,280.79 01/20/2025

Chart of accounts > Credit card register > Reconcile

Reconcile 21000 Credit Card 9876 i
Statement ending date: January 20, 2025 m

$12,280.79 i} $12,280.79
STATEMENT ENDING BALANCE CLEARED BALANCE ° $ 0.00
DIFFERENCE
$0.00 + $12,280.79 _ $0.00 )
BEGINNING BALANCE 10 CHARGES 0 PAYMENTS
* Statement ending date C|earf'|ie*.< Charges | Payments | All )
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO ] CHARGE PAYMEN" (-]
01/05/2025 Expe... 61400 Dues & 5... Interfac... 99.00 o
01/05/2025 Expe... 61400 Dues &S... DRMC... 168.00 ®
01/05/2025 Expe... 50100 Conferen...  DreamV... 5,00... e
01/06/2025 Expe... 64200 Telephon...  Ping M_._ 250.37 o
01/10/2025 Expe. 60800 Advertisi. 1UPW. 20.00 ®
01/10/2025 Expe... 50400 Software ... Shovel... 450.00 ®
01/10/2025 Expe... 63000 Office Ex... GGG O... 100.67 ®
01/10/2025 Expe... - Split - TUPW._. 5,50... ®
01/17/2025 Expe... 50000 Compute... ARPGC.. 49374 ®
01/19/2025 Expe... 64200 Telephon...  1W1lInt._. 194.01 o
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18. Reconcile the Credit Card Account for February.
Gear -> Reconcile -> Select bank account -> Ending Balance -> Ending Date.
Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

Account ,
21000 Credit Card 9876 -

Add the following information

Lest statement ending dete 01/20/2025
Beginning balance  Ending balance © Ending date "‘

12,280.79 * 11,530.27 | | o2/202025

Chart of accounts > Credit card register > Reconcile

Reconcile 21000 Credit Card 9876 m
Statement ending date: February 20, 2025

$11,530.27 _ $11,530.27 I
STATEMENT ENDING BALANCE CLEARED BALANCE ° $0.00
DIFFERENCE
ﬁ $12,280.79 + $1,749.48 _ $2,500.00
BEGINNING BALANCE 8 CHARGES 1 PAYMENT
X Statement ending date Clear filter / Vie( Charges Payments All )
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO r_D CHARGE (L PAYMENT| °
01/25/2025 Expense 62600 Interest P...  Intuit CC 12547 o
01/25/2025 Expenze 10000 Checking...  Intuit CC 2,500.00 °
02/05/2025 Expensze 61400 Dues & 5. Interface .. 99.00 e
02/06/2025 Expense 64200 Telephon...  Ping Mob... 26543 [ ]
02/10/2025 Expense 60800 Advertisi... 1 UP Web... 20.00 e
02/10/2025 Expense 50400 Software ...  Shovelws... 450.00 ®
02/10/2025 Expense 50000 Compute... ARPGCo... 487.34 o
02/10/2025 Expense 63000 Office Bx.. GGG Offi... 108.23 [ ]
02/19/2025 Expensze 64200 Telephon...  1V1 Inter.. 124.01 e

© 2021 Intuit Inc. QuickBooks Online Foundations
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19. Reconcile the Credit Card Account for March.

Gear -> Reconcile -> Select bank account -> Ending Balance -> Ending Date.

Click Start Reconciling -> Select all transactions.

Verify difference is zero and select Finish now -> Done.

Reconcile an account

Open your statement and et's get started.

Which account do you want to reconcile?

Account ,
21000 Credit Card 9876 -

Add the following information

Last statement ending date 02/20/2025

Beginning balance  Ending balance * ‘ Ending date * ‘

11,530.27 * 11,190.21 | | 03/20/2025

Chart of accounts > Credit card register > Reconcile

Reconcile 21000 Credit Card 9876 mp

Statement ending date: March 20, 2025

$11,190.21

STATEMENT ENDING BALANCE

ATE

$11,190.21
CLEARED BALANCE o $0.00

DIFFERENCE

BEGINNING BALANCE ? CHARGES 1 PAYMENT

X Statement ending date Clear fi ter:’Vie‘.( Charges Payments All )
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO @ CHARGE (L PAYMENT | o
02/22/2025 Expense 65110 Travel:Lo.. Quest Air 543.62 (V]
02/25/2025 Expense 62600 Interest P... Intuit CC 120.00 O
02/25/2025 Expense 10000 Checking...  Transfer 2,500.00 (V]
03/05/2025 Expense 61400 Dues & 5...  Interface ... 99.00 (]
03/06/2025 Expense 64200 Telephon...  Ping Mob... 250.45 (V]
03/10/2025 Expense 60800 Advertisi. 1UPWeb. 20.00 0
03/10/2025 Expense 50400 Softwars ... Shovelwa.. 450.00 (]
03/10/2025 Expense 50000 Compute... ARPGCo... 363.78 O
03/10/2025 Expense 63000 Office Ex. GGG Offi. . 119.08 0
03/19/2025 Expense 64200 Telephon...  1¥1 Inter.. 194.01 o

© 2021 Intuit Inc.
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Congratulations! You have completed the Banking section of this training. You now
understand the importance the bookkeeper plays in a business (and to the owners of TAD
Gaming). A business owner has access to great information if they fully utilize their
accounting software; they need to trust and use their financials daily to make important
business decisions. Therefore, it is imperative to ensure all transactions are accounted for,
and all accounts are reconciled. This process directly impacts both the Balance Sheet and
Profit & Loss. To compete in our data driven society, accurate financials and the knowledge
of how to use them is paramount. In many cases, it means the difference between success

and failure in a business.

There is one more step that will help verify the data in your company file matches the

company file used in this training.

20. Create the following report: Transaction List with Splits.

Click Reports (Left Navigation Bar) -> Scroll to the “For my accountant” section -> Select

Transaction List with Splits.
Group by Transaction Type.
Sort by Num.

Save as a Custom Report.

Compare your Transaction List with Splits to the TAD Gaming Transaction List with Splits

Report.pdf provided by your Instructor.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Objectives

Upon completion of Section 7, each participant will be familiar with:

* An overview of Budgets.
* How to create and maintain a Budget.

* How to access and view Budget reports.

Ryan, Emily and King know they should establish a budget, but feel overwhelmed as they
do not understand the process. None of them have setup or worked within a budget, so
they have not yet experienced how freeing and powerful this tool can be.

Let’s first help them gain insight into budgets with an overview, then jump into the details
of how to create a budget in QuickBooks Online, and how to maintain the budget. We will
conclude with information on how they can access and view budget reports.

Why do you think it is important to establish and maintain a budget? What are the
benefits, versus not having a budget in place? What types of information can a budget
provide?

© 2021 Intuit Inc. QuickBooks Online Foundations
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Creating a Budget

Budgets are a very important and an often-overlooked financial process for many small
business owners. A budget is a financial plan for a defined period and can help achieve

long-term goals as well as improve cash on hand.

A budget is a checks and balance system that helps us track goals such as targets for
revenue and expenses. It provides financial data that allows us to compare what we bring
in and spend compared to those goals. There are many ways to budget and several types of

budgets.
Let’s create a simple Profit & Loss budget:
Click Gear -> Budgeting -> Add budget

Create a name, select the Fiscal Year and Interval. If you have history from previous years,

you can Pre-fill with actual data. If not, you will create your budget from scratch.

New Budget
Name * I Fiscal Year ’ Interval ‘ Pre-fill data? Subdivide by
Budget 2025 FY2025 {Jan 2025 - Dec 2025) w Monthly LV No v Don‘tsubdivide W
Actual data - 2019
ACCOUNTS JAN FEB MAR ap Actusl data - 2020 JUN

Click Next to begin entering target amounts for all active Profit & Loss categories.

ACCOUNTS JAN FEB MAR APR MAY JUN
+ INCOME
40000 Revenue 32,607.00 33,070.00 33,538.00 34,014.00 34,496.00 34,985.00
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Creating a Budget

Next, add expense budget amounts. Click Save when you complete this process.

~ COST OF GOODS S0OLD

50000 Computer Supplies 557.00 564.00 572.00 580.00 587.00 450.00
50100 Conferences 0.00 5,000.00 0.00 0.00 0.00 0.00
50400 Software Licenses 492.00 492.00 506.00 513.00 520.00 527.00
50500 Subcontractors 3,857.00 3.911.00 3,967.00 4,023.00 4,080.00 4,138.00

Cost of Goods Sold

Total Cost of Goods Sold 4,906.00 9,974.00 5,045.00 5,116.00 5,187.00 5,145.00

Additional Budget features:

As you enter totals in the cells, you can use the copy across option to auto-populate all
twelve months. Click Gear icon to change view options, hide blank rows and display
options. Once your budget has been saved you can use the Edit feature to make changes,
copy, delete or run reports.

Edit (]

ACCOUNTS JAN I Copy

~ INCOME

40000 Revenue 32,607.00 >

Delete
Run Budgets vs. Actuals report

Run Budget Overview report
View by

® Month Columns
COuarter l:' Format
Year B Period

— Created on
l:' Hide blank rows Last updated

- - AT
Display density Rows

Compact DCompﬂct
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Budget Reports

The Budget vs Actual report compares our budgeted amounts to the actual revenue and
expenses found on the Profit & Loss. Another great feature in the report is the Over Budget
and Under Budget for both amounts and percentages. This tells us if we are over or under
our budgeted amounts. You can discuss the results and adjust accordingly. Trimming
expenses at the same time you are focused on sales growth is a balanced approach to

improving cash on hand and profits.

Budget vs. Actuals: 2025 Budget - FY25 P&L Report

< B

Custom v | | 010172025 to | 12/3172025

Budget Sho e only Compare another period Accounting method

( Runreport )
zer0C v | | Budgetemount over - Cash (@ Accrual \ J

TAD Gaming Services, LLC

BUDGET VS. ACTUALS: 2025 BUDGET - FY25 P&L
January - Decemper 2025

TOTAL
ACTUAL BUDGET OVER BUDGET % OF BUDGET
~ Income

40000 Revenus 357,500.00 423,282.00 -65,782.00 2446 %
Total Income $357,500.00 $423,282.00 5-65,782.00 34.46 %

~ Cost of Goods Scld
50000 Computer Supplies 46,107.19 7,095.00 -987.81 846.08 %
50100 Conferences 10,000.00 10,000.00 Q.00 100.00 %
50400 Software Licenses 5,400.00 6,377.00 -277.00 84.68 %
h0BO0O Subcontractors 15,500.00 50,067.00 -34,567.00 3096 %
Total Cost of Goods Sold $37,007.19 $73,539.00 5-36,531.81 50.32 %
GROSS PROFIT $320,492.81 $349,743.00 5-2925019 91.64 %
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Section 7 Practice Test Eateaton

1. You want to create a budget for your company. Where do you access budgets in
QuickBooks Online Plus?
a) Gear->Budgeting
b) Banking->Rules
c) Accounting->Chart of Accounts
d) None of the above

2. Which report compares the amounts we budgeted to the amounts we received and
spent?
a) Balance Sheet
b) Budget vs Actual
c) Profit & Loss
d) All the above

3. What types of change does a budget vs actual report show?

a) Dollars

b) Percentage
c) Cash Flow
d) BothAandB

© 2021 Intuit Inc. QuickBooks Online Foundations
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Section 7 Test Your Knowledge

1. Why s it important for small business owners to use a budget?

2. Which report compares the amounts we budgeted to the amounts we received and

spent?

3. What story does a budget vs actual report tell us?
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Section 7 Case Study Activities

TAD partners would like to understand the budgeting process and have asked you to create
an Income & Expense Budget for their company. They want to review the Budget vs Actual

report on a monthly basis to monitor revenue and spending.

1. Review Video Links
How to run Budget vs Actual Report:
https://quickbooks.intuit.com/learn-support/en-us/account-management/how-to-
run-budget-vs-actual-report-i-am-using-online-gb-but-when/00/193126

Create and Import Budgets into QuickBooks Online:
https://quickbooks.intuit.com/learn-support/en-us/budget-topics/create-edit-and-
manage-budgets/00/186454

2. Create your own budget for the first three months of 2025. Refer to Section 7 of the
training and review the steps provided. We have provided a sample budget.

2025 Budget

Name * /
2025 Budget

ACCOUNTS JAN FEB MAR
= INCOME
40000 Revenus 32,607.00 33,070.00 33,538.00
Total Income 32,607.00 33,070.00 33,538.00

~ COST OF GOODS SOLD

50000 Computer Supplies 557.00 564.00 572.00
50100 Conferences 0.00 5,000.00 0.00
50400 Software Licenses 492.00 492.00 506.00
50500 Subcontractors 3,857.00 3,911.00 3,967.00
Total Cost of Goods Sold 4 .906.00 ©.974.00 5,045.00
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Section 7 Case Study Activities

a. Review the expense section of the Budget. Remember to save your Budget.

~ EXPENSES

60800 Advertizing & Marketing 3,252.00 3,296.00 3,342.00
&1200 Bank Charges & Fees 12.00 12.00 12.00
61400 Dues & Subscriptiions 123.00 125.00 127.00
61500 Guaranteed Payments 12,000.00 12,000.00 12,000.00
62300 Insurance - Liability 273.00 277.00 281.00
62600 Interest Paid 78.00 80.00 81.00
62700 License & Fees 800.00 0.00 0.00
63000 Office Expense 138.00 141.00 143.00
63800 Repairs & Maintenance 250.00 250.00 250.00
64000 Taxes 73.00 74.00 0.00
54200 Telephone & Communi... | 502.00 509.00 516.00

Total Expenzes 18,5446.00 18,909.00 17,797.00

~ OTHER EXPEMNSE
Total Other Expensze 0.00 0.00 0.00

TOTAL MET INCOME 2,155.00 4187.00 10,696.00
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Section 7 Case Study Activities

3. Create and Save a Budget vs Actuals Report.

Budget vs. Actuals: 2025 Budget - FY25 P&L Report

<€ Back to report list

Report period LN e
E et CTTFEN]  Save customization
b J

Custom v 01/01/2025 to 03/31/2025

Budget Show non-zero or active only Compare another period Accounting method P 2

[ Runreport |

2025 Budget - FY25 P&L v MNon-zero Rows/Mon-zero C + Budget amount aver A Cash @ Accrual . A
-,

Reset column width § Over Budget 9% of Budget
\:‘ $ Remaining % Remaining
Collapse Sertw Add notes B 8 & fé]
TAD Gaming Services, LLC
BUDGET VS. ACTUALS: 2025 BUDGET - FY25 P&L
January - March, 2025
TOTAL
ACTUAL BUDGET OVER BUDGET % OF BUDGET
w Income
40000 Revenue 110,000.00 99.215.00 10,785.00 110.87 %
Total Income $110,000.00 $99,215.00 $10,785.00 110.87 %
w Cost of Goods Sold
50000 Computer Supplies 2,049.86 1,693.00 356.86 121.08 %
50100 Conferences 10,000.00 5,000.00 5,000.00 200.00 %
50400 Software Licenses 1,350.00 1,497.00 -147.00 ?0.18 %
50500 Subcontractors 11,735.00 -11,735.00

Total Cost of Goods Sold $13,399.86 $19,925.00 5-6,525.14 67.25 %
GROSS PROFIT $96,600.14 $79,290.00 $17,310.14 121.83 %
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Section 7 Case Study Activities

a. Review the expense section of the Budget vs Actual report.

TOTAL
ACTUAL BUDGET OVER BUDGET % OF BUDGET
v Expenszes
60800 Advertising & Marketing 13,060.00 2,8%90.00 3,170.00 132.05 %
61200 Bank Charges & Fees 36.00 36.00 0.00 100.00 %
61400 Dues & Subscriptiions 465.00 375.00 20.00 124.00 %
61500 Guaranteed Payments 9,000.00 36,000.00 -27,000.00 25.00 %
62300 Insurance - Liability 750.00 831.00 -81.00 20.25%
62600 Interest Paid 533.03 239.00 294.03 22303 %
62700 License & Fees 20.00 200.00 -710.00 1125 %
63000 Cffice Expense 32798 42200 -24.02 T172%
+ 63500 Professional Services
63510 Accounting 2,385.00 2,385.00 0.00 100.00 %
63520 Legal Fees 1,500.00 750.00 750.00 200.00 %
Total 63500 Professional Services 3,885.00 3,135.00 750.00 123.92 %
63800 Repairs & Maintenance 750.00 -750.00
64000 Taxes a00.00 147.00 653.00 54422 %
64200 Telephone & Communications 1,348.28 1,527.00 -178.72 88.30 %
~ 65100 Trave
65110 Lodging 543.42 500.00 43.42 10872 %
65130 Travel Meaals 524.00 &00.00 -6.00 9200 %
Total 65100 Travel 1,137.62 1,100.00 37.62 103.42 %
Total Expenses $31,432.91 $55,252.00 §$-23,819.09 56.89 %
MET OPERATING INCOME $65,167.23 $24,038.00 $41,129.23 27110 %

MET INCOME $65,167.23 $24,038.00 $41,129.23 271.10%




@

quickbooks.

Online Foundations Training

SECTION 8
FINAL REVIEW

231



INTUIT

Final Review Education

Wow! What a journey. You are now a Jedi Master of QuickBooks Online. Last step. You will
prepare for a financial meeting with the partners. During this meeting you will share the
story the Balance Sheet is telling them about their business. What do you see? Does your

report match this one?

Balance Sheet Report

< Back to report list
d
s v | | 01/01/2025 to | 03/31/2025

Total Only - Non-zero Rows/Non-zero C ¥ Select period - Cash @ Accrual ' M '
”
Collapse Sortv Add notes Edittitles 8 &8 &r®
TAD Gaming Services, LLC
BALANCE SHEET
As of March 31, 2025
TOTAL
» ASSETS
~ Current Assets
~ Bank Accounts
10000 Checking 1234 51,799.75
10100 Savings 5678 78,000.00
Total Bank Accounts $129,799.75
~ Accounts Receivable
11000 Accounts Receivable (A/R) 40,000.00
Total Accounts Receivable $40,000.00
Total Current Assets $169,799.75
~ Fixed Assets

15000 Fixed Asset Computers 12,000.00
15100 Furniture & Fixtures 2,300.00
Total Fixed Assats $14,300.00
TOTAL ASSETS $184,099.75
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Let’s look at the Liabilities and Equity sections of the Balance Sheet.

» LIABILITIES AND EQUITY
» Liabilities
= Current Lisbilities

+ Accounts Payable

20000 Accounts Payable [A/P)

Total Accounts Payable
- Credit Cards
21000 Credit Card %876
Total Credit Cards
Total Current Liabilities

+ Long-Term Liabilities

27000 Motes Payable - VR Systems

Total Long-Term Liabilities

Total Liabilities

+ Equity
30000 Member Equity
32000 Member 1 Contributions
32200 Member 2 Contributions
32400 Member 3 Contributions
Met Income
Total Equity

TOTAL LIABILITIES AND EQUITY

INTUIT

Education

54525

$545.25

13,810.21
$13,810.21
$14,355.46

14 577.06
$14,577.06
528,932.52

30,000.00
30,000.00
30,000.00
65,167.23

$155,167.23

$184,099.75

Accrual basis Monday, October 3, 2020 046:24 AM GMT-07:00
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Final Review Education

Discuss the final Balance Sheet and the story it tells:
* All bank and credit card accounts have been reconciled.
» All Balances are accurate.
* Cash on Hand is positive, and they can save each month.
* Accounts Receivable is current and well managed.
* Fixed Assets are accounted for.

* They keep the credit card balance less than 30% of their credit limit. This helps their

credit score.

* Long-Term debt is reasonable. There is good debt and bad debt, good interest and

bad interest.

* They are showing a net profit and will need to discuss a tax strategy with their tax

professional.

* Total Assets are much greater than total liabilities. This means they are liquid and

have the means to pay all their debt.
* Current Assets are greater than current liabilities, the banks love to see this.

* Total Assets match Total Liabilities and Equity.
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Final Review Education

Review the Profit & Loss with Percentages. Let’s start with Revenue and Direct costs.

Does your report match this one?

Profit and Loss % of Total Income Report

€ Backtoreportlist
Report period. ‘
2025 t

Custom - 01/01/2025 to | 03/31/2025

/ ~
‘ | Customize |EEEEEeTEGITZIL]
\ &

Display columns by Compare another period Accounting method ) .
- \
| Runreport |
Total Only - Non-zero Rows/Non-zera C ¥ % comparison - Cash @ Accrual . /
P
Collapse Sortw Add notes Edittitles 8 &8 &t @

TAD Gaming Services

PROFIT AND LOSS % OF TOTAL INCOME

e

January - March, 2025

TOTAL
JAN - MAR, 2025 % OF INCOME
+ Income

40000 Revenue 110,000.00 100.00 %
Total Income $110,000.00 100.00 %

+ Cost of Goods Sold
50000 Computer Supplies 2,049 86 1.86%
50100 Conferences 10,000.00 Q09 %
50400 Software Licenses 1,350.00 1.23%
Total Cost of Goods Sold $13,399.86 1218 %
GROSS PROFIT $96,600.14 87.82 %
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Let’s review the operating expenses.

+ Expenses

460800 Advertising & Marketing 13,050.00 11.87 %
51200 Bank Charges & Fees 34.00 0.03 %
51400 Dues & Subscriptiions 45500 042 %
61500 Guaranteed Payments @.000.00 8.18 %
62300 Insurance - Liability 750.00 0.68 %
62600 Interest Paid 533.03 0.48 %
62700 License & Fees 20.00 0.08 %
63000 Office Expense 327.98 0.30%

» (3500 Professional Services

63510 Accounting 2,385.00 217 %
63520 Legal Fees 1,500.00 1.36 %
Total 53500 Professional Services 3,885.00 3.53 %
64000 Taxes 800.00 0.73%
64200 Telephone & Communicati... 1,348.28 1.23%

= 65100 Trave

65110 Lodging 543,42 0.49 %
65130 Travel Meals 594.00 0.54 %
Total 65100 Travel 1,137.62 1.03 %
Total Expenses $31,432.91 28.58 %
NET OPERATING INCOME $65,167.23 59.24%
MET INCOME $65,167.23 59.24 %

Accrual bazizs Mondey, October 3, 2020 0&:43 AM GMT-07:00
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Discuss the final Profit & Loss with Percentages and the story it tells.
* Revenue is healthy.

» Total direct costs are 12.18%, costs that are directly related to their services
provided, leaving a gross profit margin of 87.82%. This is the amount left to cover all

other expenses related to running their business.
* The partners were able to pay themselves in the form of guaranteed payments.

* They clearly see the importance of accurate financial information including the
value of the reports and what they tell them about their company. The partners
now view the fees they pay for accounting as an investment instead of an expense

and are willing to invest in accurate information.

* Net income is 59.24%, which is outstanding for a young business. How will they

continue to maintain a healthy business?

* Netincome on the Profit & Loss matches the equity section of the Balance Sheet.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Lists are one of the basic features of QuickBooks® Online. A list is a series of like
information compiled into an organized directory. This helps save time and ensures that

information is entered consistently and correctly.
Click the Gearicon. (@ e Q. [3 &

Click All Lists -> Select the list you would like to maintain.

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

Dizplays a list of transactions that have been saved for reuze. From here, you can schedule transactions to cccur 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 infermation 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 erganize 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 alzo see all tranzactions linked to a particular attachment.

Note: List options appear when company settings are turned on. We have turned off

classes, locations and inventory.
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Recurring Transactions

Recurring transactions are memorized transactions that recur daily, weekly, monthly, etc.
Use this feature to record repetitive transactions such as bills, auto-debits, and invoices.
When properly maintained, the use of Recurring transactions can save considerable time

and effort. Work-flow efficiencies translate into higher profit margins.
@Hr Q [ &

Click the Gear icon.

Click Recurring Transactions under Lists.

In the Recurring Transactions window you can filter by Name, Template Type, or

Transaction Type.

Use the Reminder List to create or skip memorized transactions. Use the drop-down arrow

to Run a Report.
Click Edit from the Action column to change default information for a recurring bill.

Click the drop-down arrow in the Action column to use, duplicate, resume or delete a

recurring transaction.

Click the Gear icon to change the number of Rows displayed.

Recurring Transactions Sy, Reminder List v]m
< AllLists
TEMPLATE NAME ¥ TYPE TXNTYPE INTERVAL PREVIOUS DATE NEXT DATE CLIENT/VENDOR AMOUNT ACTION
Savings Scheduled Trensfer Every Month Paused 1,000.00 Edit v
\ »
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Click New and select the Transaction Type to create a Recurring Transaction.

Enter all details.

X
Select Transaction Type

Select the type of template to create

Transaction Type

Trensfer =

Transfer Funds From

Recurring Transfer

Template name Type
Savings Scheduled
Interval

Monthly onl dsy ¥

Last v ofevery| 1 month(s) 02/28/2025

10000 Checking 1234

Transfer Funds To

10100 Savings 5678 v

Transfer Amount

1,000.00

Memo

@} Attachments  Maximum size: 20MB

Create days in advance

Start date End End date

By ¥ 12/31/2025

Balance
$66,672.25

Balance

$87,000.00

QuickBooks Online Foundations

© 2021 Intuit Inc.
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Attachments Education

This feature allows you to drag and drop files directly into the Attachment Center, where

you can manage documents and create transactions.

Click the Gearicon. (@ nep Q. [t &
Click Attachments under Lists.
Select the Attachment paperclip or use the drag and drop feature to import files.

Click Go to My Accountant to locate shared documents.

€ All Lists

Attachments l

(@ Attachments  Masimum size: 20Me Looking for shared documents? Go to My Accountant

G W

[[] THumBNAL TYPE NAME SIZE UPLOADED LINKS NOTE

ACTION

O eame POF Glossary of video game terms - Wikipedio 240MB 0572672 Download v

O Toame  FOF Equipment Lean Amortization Schedule 57.14KB  05/26/2 Downlozd v

Click the drop-down arrow for Batch actions to export documents or create a batch of
invoices or expenses. Click the drop-down arrow in the Action column to edit, delete, or

create an invoice or expense for a single file. Click the Gear icon to change the way columns

and rows are displayed.

ACTION
e
Download w Columns
Size
Batch actions i
[ cd
[ ]| Beern Delete Note
Create invoice
Create invoice Rows
Create expense
150

Create expense

© 2021 Intuit Inc. QuickBooks Online Foundations
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Mlleage Education

Tracking mileage is a necessary task for many business owners. You can manually track your

mileage from within the company file or use the mobile app.

Within the company file:

Click Mileage from the Left Navigation Bar.

Mileage can be tracked for business or personal, and the history will be kept for years.

Click the Add Trip button to manually add a vehicle and record a recent trip.

2020 2019 2018 2017 Custom Dat

i

0.00 miles

Business miles

_ $0.575 FER MILE
0.00 miles 30
Total miles Potential deduction ] ) ]
Log every trip to score & tidy deduction.

0% Zoom zoom!
Business usage View Vehicles

New trip

Trip date-

09/30/2025
Distance *

Starting point
Ending point

Mark trip as - Description -

an
\lg/

Business Personal

Vehicle-

| Default Vehicle

© 2021 Intuit Inc. QuickBooks Online Foundations
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Glossary of Terms

Accounts Receivable - Accounts receivable (AR) is the balance of money owed to you for

goods received or services delivered but not yet paid by customers.

Accounts Payable - Accounts payable are amounts due to vendors or suppliers for goods or

services received that you have not yet paid for.
Assets - An asset is anything of value that can be converted into cash.

Fixed Asset - A fixed asset is a long-term tangible piece of property or equipment that a
firm owns and uses in its operations to generate income. Fixed assets are not expected to

be consumed or converted into cash within a year.
Liabilities — Your company debt. What you owe.

Equity - The net worth of a company. This is the difference between what you owe

(liabilities) and what you own (assets).

Balance Sheet - A financial statement of assets, liabilities, and capital; the report details the

balance of income and expenditure over a specified period of time.

Profit & Loss - A financial statement that summarizes the revenues, costs, and expenses

incurred during a specified period, usually a fiscal quarter or year.

Statement of Cash Flow - A financial statement that provides aggregate data regarding all

cash inflows a company receives from its ongoing operations and external investment

sources.

Cash Flow Projection - A cash flow projection shows the amount of money expected to

come into a business minus money expected to go out over a determined amount of time.

Cash flow - Cash flow is the net amount of cash and cash-equivalents being transferred into

and out of a business.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Glossary of Terms

Cost Analysis — The goal of Cost Analysis is to determine the true cost of the products or

services you are offering.

Expenses — A resource or service you spend money on in order to generate revenue

(wages, computers, etc.).
Direct Cost — A cost that can be directly tied to the production of specific goods or services.

Indirect Cost — A cost that is not directly related to a cost object (such as a specific project,

facility, function or product).

Overhead - Ongoing business expenses not directly attributed to creating a product or

service.

Breakeven - The level of production at which the costs of production equal the revenues for

a product or service.

Variable Costs - A variable cost is an expense that changes in proportion with production

output.

Fixed Costs — A cost that does not change with an increase or decrease in the amount of

goods or services produced or sold.

Inventory — Products you purchase and currently stock to resell or products in stock you

produce from raw goods to sell.
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Glossary of Terms

Revenue, Sales, Income - Revenue is the income a company generates before any expenses
are subtracted from the calculation. Sales are the proceeds a company generates from

selling goods or services to its customers. Income is a company's total earnings or profit.

Cost of Goods Sold - An account for costs directly related to producing a service or product

for sale.

Chart of Accounts - An organizational tool that provides a digestible breakdown of all the

financial transactions that a company conducted during a specific accounting period,

broken down into subcategories.

Gross Payroll vs Net Payroll - Gross payroll refers to the total amount of money the
company pays out for its employees during a pay period. Net payroll refers to the money

that employees receive from the company after it deducts the required withholdings.

Gross Profit Margin - Gross profit margin is the proportion of money left over from

revenues after accounting for the cost of goods sold (COGS).

Net Profit Margin - Net profit margin is the percentage of profit generated from revenue

after accounting for all expenses, costs, and cash flow items.

Contribution Margin — Determines how much revenue can be used to contribute to fixed

costs and profit.

Cash vs Accrual Basis — Cash basis accounts for the costs and sales where payments have
already changed hands. Accrual includes AP, and AR where services and goods have been

provided, but have not yet been paid for.

© 2021 Intuit Inc. QuickBooks Online Foundations
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Keyboard Shortcuts

From the Dashboard use [Ctri]+[Alt]+[?] to show Keyboard Reference while

logged into QuickBooks®

Regular Pages

Ctrl + Alt +i Invoice

Ctrl + Alt + w Check

Ctrl+ Alt+e Estimate

Ctrl + Alt + x Expense

Ctrl+ Alt+r Receive payment
Ctrl + Alt + ¢ Customers

Ctrl + Alt +v Vendors

Ctrl + Alt +a Chart of accounts
Ctrl + Alt + 1 Lists

Ctrl + Alt+ h Help

Ctrl + Alt +f Search transactions

Transaction Pages

Ctrl + Alt + x  Exit transaction view Ctrl + Alt + ¢ Cancel

Ctrl + Alt+s Save and new Ctrl + Alt+d Save and close
Ctrl + Alt + m Save and send (think of it as “send as message”)

Ctrl+p Print
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Debits & Credits
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Assets
Debits Credits
Increase Decrease
Normal
Balance

Equity Owner’s
Contributions

Liabilities
Debits Credits
Decrease Increase
Normal
Balance

Equity Owner’s
Distributions

Debits

Decrease

Credits

Increase

Normal
Balance

Income

Debits

Decrease

Credits

Increase

Normal
Balance

Debits Credits
Increase Decrease
Normal

Balance

Expense

Debits Credits
Increase Decrease
Normal

Balance
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Quick Accounting Review

ASSETS Liabilities Equity

(what you own—things of (what you owe others) (what your business is currently

commercial value) worth; in other words, your assets
minus liabilities)

Bank accounts ° Accounts payable . Assets left over after paying
(unpaid bills) all liabilities
Petty cash o Loans ° Owner investment
Fixed assets . Credit cards . Owner draws
(equipment,
computers, trucks,
etc.)
Inventory . Taxes . Stock

(income tax, sales
tax, payroll tax
owed to the
government, etc.)

Cash & checks on hand ° Line of credit . Retained earnings
(not yet deposited in balance
the bank)

Accounts receivable . Accrued wages As you can see, revenue
(what others owe (compensation increases equity and expenses
you that you have earned but not decrease equity.
not yet collected) yet paid to

employees)
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