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Now that you've finished your company setup in QuickBooks Online, you're ready to get started. It's
a good idea to understand where the tasks, transactions and functions are located in QuickBooks
Online, and how to get around the software.

(© Lesson Objectives
After completing this chapter, you should be able to:
* Sign into QuickBooks Online
* Understand the information displayed on the Dashboard
* How to find what you're looking for
* How to create new transactions

¢ What buttons and fields do on transactions

© Signin

You learned in the introduction to this training guide, that its recommended to open QuickBooks

Online in a Google Chrome browser. Open a Google Chrome browser.

Once you've created your QuickBooks account, completed the setup, and signed out, you can
sign back in at any time by navigating to ca.gbo.intuit.com and entering your Email or user ID
and Password.

INTUIT

@ quickbooks @ mailchimp @ turbotax

Sign in

Use your Intuit Account to sign in to QuickBooks.

G Sign in with Google

Email or User ID Phone

Remember me

By selecting Sign In or Sign in with Google. you agree to our
Torms and havo road and acknowlodge our
Global Privacy Statement

Tiy sometling else

New to Intuit? Create an account.

Invisible reUAVI UHA by Goagle Frivacy Palicy and Terms of Use.

Legal Privacy Security
Support Softwara Liconse Agreamant
©2023 Intuit, Inc. All rights reserved. Intuit, QuickBooks, OB, TurboTax, PreConnect, Mint, Credit Karma, and Mailchimp are registered trade
marks of Intuit Inc.
Torms and conditions, features, support, pricing, and service oplions subject te change without natica.



http://ca.qbo.intuit.com
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@ NOTE Click Remember me to make signing in easier. QuickBooks will remember your
Email or user ID and Password the next time.

If you forget your sign-in information, click | forgot my user ID or password to retrieve the

information.

© Dashboard

The Dashboard is always the first window that displays when you sign into your QuickBooks Online
company and it contains a wealth of information about your business at all times. The dashboard
includes two tabs.

Get Things Done-This tab includes one-click shortcuts to a variety of transactions and other
activities in QuickBooks. In addition to the shortcuts you can also view your bank and credit
card balances.

@ Jickbooks =« GreenTree Landscapes Qup Q H @& o

( + New ) 'ﬁ Green Tree Landscapes

Dashboard >

Getthingsdone  Business overview

Banking

Lo )
SHORTCUTS DISCOVER MORE BANK ACCOUNTS

Bank account
Set up your tax B B o

&] D = information In QuickBooks 0
= —_— Bank account
) Bank balance 0
Add customer Add estimate Add invoice Receive Let's setyou uoto callect In QuickBooks 0
payment B s b
local rate

=y !

Add receipt Add bill Pay bill Track time

Connect accounts

Sew all sctivity

€ 2073 Inturt. All rights reserved Prvacy | Secury | Torms of Sennce

Business Overview—From this window you can view a simplified Profit & Loss overview, your recent

sales, income, expenses, and the balances of your bank and credit card accounts.
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Business Overview

The Business Overview displays income, expenses and a simplified Profit & Loss statement over
selected periods of time. In the Income section you can see your open invoices, which are invoices
that customers haven't paid yet, as well as the total sales that have been paid over the past thirty
days. In the Expenses section of the dashboard, QuickBooks Online displays your expense totals

by account, and you can also set the range of dates used to calculate that information. QuickBooks
Online displays your Profit & Loss statement, which compares income and expenses to calculate the
net income of your business. You can also edit the date range on the Profit & Loss section as you can

with the Expenses section.

@ Giiickbooks =t GreenTree Landscapes @Qup Q L @B

+ New ) 3 Green \m(rldmls;(:dp(:s;

Dashboard >

Getthingsdone  Business overview

W Customize | Beta PRIVACY (]

CASH FLOW FORF CAST BANK ACCOUNTS

2 - Money in @ Money out @
Track how your money is doing reyn @ Henere Bank account

Scoing how moncy flows over time can help yeu plan for the future. Link your bank account to get started.

SEP oct DEC 1AN FFR APR

AUG NOV MAR

Bank balancs 0
In QuickBooks o
Bank account

Bank balance 0
In QuickBooks 0

( Link a bank account to see your cash flow

PROFIT AND 1055 Lot 30 doya v FXPENSES 3 Lost 30 days INVOICES
[————

$0 ‘ S0 Unpaid ~ Last 365 days
$0.00 )

Net income for last 30 days Totsl sxoentss Overdue Not due yet

so [ 50,00 —

e S0 Paid  Last 30 days
s0 ] Not deposited Deposited

Create an invoice
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Bank Accounts

In the Bank Accounts section of the Dashboard, QuickBooks displays each of the bank or credit card
accounts that are connected to QuickBooks. In addition to the account name QuickBooks lists the
Bank Balance and the QuickBooks Balance.

The QuickBooks balance includes all transactions entered into QuickBooks in the account. This
could be future dated transactions. The bank balance includes actual transactions that have been
downloaded from the bank.

These two balances may not be the same because there may be more or less transactions recorded

in QuickBooks compared to the bank account.

BANK ACCOUNTS &

Visa Credit Card 8 to review

Bank balance $-3,210.00 132

In QuickBooks $2,077.60

Chequing 12 to review

Bank balance £40,071.20 L

In QuickBooks £21,095.57

Connect accounts Go to registers W
Privacy

At the top of the Dashboard, QBO displays a toggle that switches the Dashboard between normal
mode and privacy mode. By default, the Dashboard is in normal mode, and while in normal mode
the Dashboard displays bank and credit card balances along with expense and income amounts
on various charts. When privacy mode is toggled on, these sensitive financial figures are no longer
displayed. This is helpful if you are using QBO in a public place, or in a location where customers
or employees might see your Dashboard, and you don’t want them to view your sensitive financial

information.
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(© Navigation Bar

& T b ook The left hand side of QuickBooks Online displays the Navigation bar. The
quickbooks

Dashboard .
your business.

Banking

° Dashboard
Customers & leads
Cash flow
Expenses

Projects

Payroll

Reports

Mileage
Accounting
My accountant

Apps

Banking

expenses and a basic profit and loss graph.

Navigation bar contains centres related to the people that you may do
business with like customers, suppliers, employees and more. It also contains

valuable information about Taxes, Reports, Mileage and other key areas of

The Dashboard link displays the key company information including a quick

overview of your company. It displays information about invoices and sales,

Click the Banking link to display the banking information for your company. QuickBooks displays the

bank feed for your connected accounts. From here you can begin to work with bank accounts.

@ giickbooks =« sample Company
_ New Banking

e Danking  Apptransactions  Rules  Tags

e Chequing v

Visa Credit Card 2 Chequing

-$3,210.00 $40,071.20

BANKBALANCE ipriaced on 30730329 BANK BALANCE

$2,077.60 8

IN QUICKBOOKS

m Categorized |  Excluded )

2z

Upedsred on 20730370

B Alldstes s || 4 Altransactions (12}~

[] opate « DESCRIPTION
] 02032023 ATM DEFOSIT
[] 23022023 ATM DEPOSIT

|| | 23022023 ATM DEPOSIT Ko

[ | 230272023 Air Express.

[ | 220212023 Hotel

PAYEE

CATEGORY OR MATCH

Uneategorized Income

Uncategorized Income

Uncategorized Income

Uncategorized Expense

Uneategorized Expense

TAX

SPENT

@ Help O\D@ 0

‘ Link account v‘

Takeatour  Goto bank regists

1 2 Q2%
RECEIVED AcTiON
5376000 Add
$18000 Add
'$1,800.00 Add
$3,458.30 Add
537160 Add
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Bank Rules
Click Bank Rules to view the bank rules that you have setup in your company file. Bank rules can be
setup to tell QuickBooks what to do with bank items that meet particular conditions. Rules help you

control, customize, and automate how you use the Banking page in QuickBooks.

@ quickbooks =+ sample Company @Our Q 0 & @

Banking

Ranking  Apptansactions  Rules  Tags  Receipts

al @
PRIORITY () & RULE NAME APPLIED TO CONDITIONS SETTINGS AUTO-ADD STATUS ACTIONS
M 1 Offics Supphica Rule () Description containa “Stoplos® Set Catogoryto “Office expenass”. Set Global Tax to "HS. Acwe Edit ¥

Sales

Clicking the Sales link changes your current view to the Sales centre. This page contains five tabs
listed across the top of the page. They include Overview, All Sales, Invoices, Customers, and
Products and Services. All Sales lists all the sales transactions made in your company listed in
date order.

e

@ Glickbooks S« sample Company @ Q 0 B O
GEESTRY S:cs

MENU

Overview  Allssles  Invoices  Customers  Products and senvices
INCOME QVER TIME SEIUP
© Duration: This year ~ Compare to previous yoar: @)

F P ——

0% Donc

$30,120.00 rhis yeor

1 $15,751.05 less than 2022 © Setupways forestomersto Start
pay you

$15K

. @ send an invoice that your Start
~
. RS a customer can pay online
$10K -~ LY
/
P = N Ir \ rd
/ ~ ’ \ .
85K ’ S . 44
/ 4 *, ’
S
/ /
5,
50 i 53
Jul Sep. Nov SHORTCUTS

(1) setup online and in-person payments D

Lot customers pay you with cradit cards and Apple Pay. N . .
ew invoice ecurring invoice

E

(7) Send an invoice that your customer ean pay online New sale Recurring sale




Invoices

Click Invoices to display the Invoices Dashboard. First, this page provides a graph of Overdue

and Not Due Yet invoices. To the right, QuickBooks displays a graph of funds Not Deposited and

Deposited in the last 30 days.

At the bottom of the window QuickBooks provides a detailed list of sales invoices.
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@ quickbooks =t Sample Company

C )l Sales

[eib 7 o Allsales  Invoicus  Customers  Products and survices

$19,034.50 Unpaid  Last 345 days

$14,068.50

Overdue

Status Date

Batch actions | | Al || Last 12 manths

[ pate NO. cusToMER

[] 200300413 1008 Renjamin Yeuny

[ 20230213 1009 Denjamin Yeung

[0 vzez1s 1010 Adwin ko

[0 20230315 1011 Jordan Burgase
CRETITS [0 20230320 1012 Whhzhead and Sons
+ okma | 20230430 1013 Whiteh

$5,763.00

R i yor

§5,763.00 Paid  Last 30 days

$0.00

Hat deposited

(@) Help

Qa0 s O

$5,763.00

Deposited

AMOUNT

3904 00
s7234500 (D)
s16900 (D
$152.00

$3,672.50

$1,35600

STATUS &

(1) Overclue 47 days

Overdue 47 days

) Overdue 17 days

) Overdue 17 days

) Overdue 3 days

i 29 chays

ACTION &1
Receive payment | v
Receive payment | v
Receive payment | v
Receive payment | v

Recelve payment | v

A S Y

Receive payment |+

1160f16

Customers

Click Customers to display customer information. The Customers List displays each customer’s

name, phone number, and accounts receivable balance. It can also be expanded to display a

customer’s physical address and email address.

@ quickbooks. =t Sample Company

( = Sales

e Ovorviow  Allsalos  Invoicos  Custemers  Produets and sorvices
Customers

Unbilled Last 365 Days

$29,275

& UNBILLED ACTIVITY.

CUSTOMER / PROJECT « / COMPANY. PHONE

Abercrombie Intemational Group
Aduin Ko 604 5559950
Alex Blakey

Andre Prefontaine

—  Anilkumar Fillai

BOUKMARKS.

— Nenjamin Veung 2008007777

) Cathy's Consulting Company

SALES TAX

@ Help

an @ 0

) D

$5,763
2 PAID LAST 30 DATS

Peid

CURRENCY OPEN BALANCE
usi 50.00
CAD 51,695.00
uso 50.00
HKD 1IKS0 00
can 52,407 00
cAD 3824900

ACTION

Cranles invoics w

[T ——

Crantes invoics w

Croaty inveice =

Rocalvo payment w

Rocalve paymant w
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Products and Services

Click Products and Services to view the products and services that you are selling in your business.

wrur —
& gliickbooks =1 Ssmple Company Qup Q N @ o
[GEEI"TIRE Sales
L1 Overview  Allsales  Invoices  Customers  Products and services
Products and Services (e ) DD
<Al Lists
LOW 5TOCK OUT OF 5TOCK
20
NAME « sKku Tvee cosT QrY ON HAND REORDER POINT ACTION
Employes avents
O Employes Celsbration Service Employss celsbration 500 Edit
OJ Employee Training Service Employes waining off .. 1,500 Edit v
BOOKMARKS
OJ Name Badges NB-176 Invamary NName Bsdgas 3 150 3,150 Edit v
M Name Bsdass - old Invertory Nams Bsdass - gensric 3 150 o Edit v

Expenses

Click the Expenses centre to view all your company Expenses and Suppliers. QuickBooks displays
a list of all company expenses in date order. Click any expense to drill down to the details. From this

page, you can create new transactions and print cheques as needed.

At the top left of the Expenses page is a Filter button, which when clicked allows for filter options,

such as filtering by transaction type, transaction status, delivery method, date, payee and category.

Click the column head for each column in the expense listing to sort by the column’s value. For
instance, clicking the Date column header will sort the transactions by date. If you want to add or

remove columns to the transaction listing you can click the Gear icon to edit the display of the list.

& giiickbooks. =« sample Company @ur Q O B Q
( + New )l Expenses

5
i) = Fxpenses  Dils  Suppliers

Expense Iransactions ( PrintChoques | v

1 (_satch actions +

150088 Next Lost>

j DAIE = TYPE NO. PAYEE 'CATEGORY MEMO TOTAL BEFORE SALES TAX SALES TAX TOTAL ACTION
[] 21/042023  Cheque Expense 2076 Michalle Long Owners Equity-D1 | v $500.00 5000 $500.00 View/Edit w
] 21082023 Choque Expense 2075 Bank of AnyCity split $47178 5000 $471.78 View/Edit «
j 21/04/2023  Chegue Lxpense 2074 City Water Co Uuliues - Water - §71.83 5904 0109 View/Edit v
] 210472023  Cheque Expence 2073 Town Electric & Gac Serv. Utilitiec - Electric & | ¥ $21552 52802 $24354 View/Edit w
[] 21042023  Cheque Expense 2072 Merk Howerd Reve Expons v $1,250.00 $16250 $1,412.50 View/Cdit
[] 25/082023  Cheque Expencs 2086 Mauro Gisniracusa Cost of Salss - billabls ax. $750.00 39750 $817.50 View/Edit w
:I 25/03/2023  Cheque Expense 2085 Gercia's Event Spece Comt of Seles - billsble ex... $2,500.00 $325.00 $2,825.00 View/Edil -
| 25/03/2023  Cheque Exprnce 2068 nccue Hudspeth Cont of Snles - billable e §1,42500 §14,12500 View/[dit »
BOOKMARKS.
:I 21/03/2023  Chegue Expence 2071 Michelle Leng Qwners Equity-Dr | v $500.00 $0.00 $500.00 View/Edil v
[] 21082023 Cheque Expenss 2070 Bankof AnyCity split $47178 5000 347178 View/Edit »
] 21032023 Cheque Lxpense 2089 City Water Co Utilities - Water - 57421 5965 56386 view/Edit w
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Suppliers

Click Suppliers to view a list of all Suppliers in your company. The Suppliers List displays each
supplier's name, phone number, email address and your accounts payable balance with them. It
can also be expanded to display the supplier’s physical address, and you can create bills, expenses,

cheques and purchase orders directly from the list.

@ gickbooks =i sample Company Que Q O B @

[¢ Expenses

MENU

Expenses

gils Suppliers

Suppliers oo |

Unpeid Last 365 Days

2 e SPAIDLAST 30 DAYS

Expenses
:\ SUPPLIER = / COMPANY TAX SLIP PHONE EMAIL 'CURRENCY OPEN BALANCE ACTION
) Androw abarbosch - - Gt
O Bank of AnyCity can s000 Croato bill w
] Bt 2082080 cao s000 Crostobill =
| f]'i:‘"sy““?“" 122121 can 3000 Cractabill w
[ DG 018 555.3060 can s000 Crazto bill w
[ o Hayden Taa sssren cap s000 Comtoil «
Projects
When you click Projects, QuickBooks displays the Projects page including all of your current
projects. Projects help you organize all the pieces that make up a project, including transactions,
time, and reports so you always know how your project’s doing.
@ Giickbooks =1 Sample Company @we QA Q0 8 @
<« All projects
Syl peiai
INCOME VS, COST . $0.00 $0.00
Profit margin Open invoices overduc invoices
Income 30.00
Comts 3000
View all view all
Overview Transactions Time Activity Project Reports Take project tour
Employee rate N o
Hourly Costs o8k
$0.00 $0.00 $0.00
v INCOME = HOURLY TIME COST
o Invaices A Hours
w [XPENSE
@ Exponses




L o> =

Payroll

Click Payroll to manage your company payroll. From this window, you can setup and pay employees

and manage your day-to-day payroll transactions.

qab aiﬁilckbooks = Sample Company @ Help Q 0 {é} (: ]
& [ ]
d \ /
= =] A
Banking

S

Let's pay employees and get payroll taxes done

Cash flow

Create pay cheques in minutes. File and pay your
taxes.

Set up payroll

Want to track employees without payroll for now?

Add an employee

nting

countant

Reports

The Reports Centre includes preset reports created for you by QuickBooks. Click the Standard tab
to review all preset reports available in QuickBooks. Click Custom Reports to view customized and
saved reports. Click Management Reports to view the preset Management Reports.

ntuit =

@ Gifickbooks Sample Company @rlp Q. 0 & ©

N
Reports

Dashboard

Banking
9 Standard Custom reports Management reports

v Favourites
Accounts receivable aging summary *

Payroll Balance Sheet *

Reports Profit and Loss w o l
T

Mileage

v Business overview

Audit Log Profit and Loss year-to-date comparison
Balance Sheet Comparison Profit and Loss by Class

Balance Sheet Detail Profit and Loss by Customer

Balance Sheet Summary Profit and Loss by Month

Balance Sheet * Profit and Lass by Tag Group
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Alternatively, you can also search for the report in the report search bar. Enter the Report Name to
find the report in QuickBooks.

Reports \

Standard Custom reports Management reports

Taxes

The Taxes centre displays information about the sales taxes you're tracking in your company
including HST/GST, PST and QST depending on where your business is located. You can visit the
Taxes centre to view your current balances, past filings and payments.

® Fickbooks. [T Owm o 0 @ O
C + New
Seles Tox
Canada Revenuc Agency
$255.95

Nowember 15 - December 31, 2022
CURRFNT PERIOD

Filings  Payments
All ~
To file
$255.95 Novembor 15 - Docomber 31, 2022 Fropsra rotum
ceTe Prege Filex! Pict
Filed
BOOKMARKS 3404 August 17 - Novamber 14, 2022 Rocord paymont

Irepared Fiied Faig

18 Menu setlings S1496.62 April 17 - August 16, 2022 Rocord payment
o Prepered Filed Paid




+

Mileage

Your business-related mileage can be tracked using the Mileage centre. You can automatically track
your mileage with our mobile app and categorize your trip as business or personal with a quick
swipe. Click the Mileage centre in QuickBooks Online to review your mileage and the breakdowns

available to you.

-
® Sickbooks. N @wr O 0 © @
Mileage
New g
Tax Year
[ 2022 v Addtip | v
Total business kilometres
152.00 km
* Business 0km
OBt iy
0 Unreviewed 0 km
Ko e o gt mor dedctcnn
@ 15200 ™ &  Myvehice 2 vehicles Mileage tracking In Canada More Info
Total business kilometres Total km Primary vehicle Manage vehicles
Unreviewed Business Personal Al
~ |Q
) DATE LOCATION DISTANCE VEHICLE TYPE

Wed, Nov 02

BOOKMARKS

Start -
End

152,00 km. My vehicle (Business | rersanal )

Accounting

Click Accounting to view your Chart of Accounts. By default, QuickBooks displays all of your
accounts, but you can filter the list by typing the name of the account you're looking for in the Filter
by name field.

Click the column header for each column in the account listing the accounts will be sorted by that
column’s value. For instance, by clicking the Name column header the list of accounts will be sorted
by name, by clicking the Type column header the accounts will be sorted by Type, etc.

If you want to remove columns from the account listing, click the Gear icon on the right side of the
account listing. The Type, Detail Type, QuickBooks Balance, and Bank Balance columns can all be
removed. The Chart of Accounts can also be printed by using the Print icon, and a batch edit option

is available by clicking the Pencil icon.

Account Histories are available for Balance Sheet type accounts by clicking the Account History link
on that account’s row. You can also click the drop-down arrow next to Account History to view other
options, such as Edit, Delete and Run Report, which shows a report summarizing all transactions in

the account over the past 90 days.
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@ guiickbooks = Sample Company @ Q O & ©

Chart of Accounts Reconcile

Chart of Accounts
< All Lists

Run Report

[] name TYPE DETAILTYPE CURRENCY TAX RATE QUICKBOOKS BALAN BANK BALANCE ACTION
|j Chequing R Bank &y Chequing CAD 21,095.57 40,071.20 Account history »
Accounts Receivable Accounts receiva Accounts Receiva CAD 18,402.04 Account hi&tnry v
[] Accounts Receivable | Accounts receiva...  Accounts Receiva... ~ USD 0.00 Account history »
[] inventory Asset Current assets Inventory CAD 7,781.91 Account history v
[] Prepaid expenses  Current assets Prepaid Expenses  CAD 0.00 Account history ¥
[] Uncategorised Asset  Current assets Other current assets = CAD 0.00 Account history v
|j Uncategorized Asset  Current assets Other current assets = CAD 0.00 Account history »
[[] Undeposited Funds ~ Current assets Undeposited Funds = CAD 0.00 Account history v
[[] Accumulated Depreci Property, plant an Accumulated De... ~ CAD -366.63 Account history ¥
[ Furniture and Equipm FProperty, plantan... ~ Fumiture and Fixt..  CAD 2,750.00 Account history v
[7] Leasehold Improveme Property, plantan...  Leasehold Improv... CAD 0.00 Account history v

Reconcile
Click the Reconcile link at the top of the Accounting page to display the Reconcile window. From
this window, you can reconcile a variety of accounts in QuickBooks.

ab aimckbooks = Sample Company ® Help q O {jé}

Chart of Accounts  Reconcile ”

Dashboard Chart of accounts > Bank register > Reconcile

Reconcile Summary | History by account | Show me around

Which account do you want to reconcile?

Account

Projects Chequing - @ We don'timport statements for this account.You need to get it manually.

Add the following information

Beginning balance  Ending balance * Ending date *

0.00

Mileag

Accounting

Accountant
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My Accountant

Click My Accountant to invite your accountant to be part of your accounting. Enter your

accountant’s email address to send them an invitation.

qb gﬂ'lckbooks = Sample Company @ Help C)\ 0 ‘{:19} (5 )

Dashboard

Payroll L3

Reports

N

An accountant can be your best business partner

Accounting
Make it easy to work together. Invite yours to your QuickBooks.
My accountant

Apps Invi

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

Apps
The Apps link displays the Apps Centre. Apps extend the usability of QuickBooks Online by adding

software integrations to your accounting.

@ gliickbooks. =+ sample Company O Q 0 B8 @

e S

.
i) = Findapps  Myapps

Save time and make your business more
efficient by connecting apps to QuickBooks.

| Q, I ‘ | Browse categories »

Popular searches: Stripe Squsrs Paypal Time Amazon

Recommended apps for Long for Success -- Event Planning

#
Dext o
Dt

Dext Prepare RRC* Pay & Sync Shopify Connactor by Intuit wagepoint

>
*kk At (500) Kt dyfy O7) Ak dk (2670, *kk {60
Accurate, sutomoted dots A faster ond easier way 1o pay Autometically sync eCommerce Simple, [ ast, ond Fnendly
extraction and heve your bille recondile... ealee Payroll Seftware for Small.

Income management

o] o 25 S

Frecdom Merchants Check Printing Softwarc AR Collcct Maxio (previously

BODKMARKS
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O +New Menu

The +New button located on top of the navigation bar contains a menu of transactions available

in QuickBooks. The +New menu gives you access to four categories of transactions including
Customers, Suppliers, Employees, and Other. The +New menu will be the primary access point for
creating any transaction you need to enter for your company.

CUSTOMERS SUPPLIERS EMPLOYEES OTHER
Invoice Expense Single time activity Bank deposit
Receive payment Cheque Weekly timesheet Transfer
Estimate Bill Journal entry
Credit memo Pay bills Statement
Sales receipt Purchase order Inventory qty adjustment
Refund receipt Supplier credit Pay down credit card
Delayed credit Credit card credit
Delayed charge Print cheques
Show less

© Search

The Search link, which is displayed at the top of the window and resembles a magnifying glass,
reveals a search field. From the search field you can enter a transaction number, date or amount to
find transactions that match that data. Advanced Search lets you expand your search criteria.

@ Help Q

——

Search Transactions

| |

Advanced Search

Recent Transactions

Invoice No.1015 28/M11/2019 $4,407.00 Anilkurnar Pillai
Payment 30/M12/2019 $4,407.00 Anilkumar Pillai
Invoice No. 1014 30M12/2019 $4,407.00 Anilkurnar Pillai
Invoice No.1012 251172019 $1,356.00 Whitehead and Sons

Payment 18/12/2019 $1,356.00 Whitehead and Sons
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© Gear Menu &

The Gear menu includes a variety of important tasks, tools and lists available in QuickBooks. The
options available on this menu are important, however they are used less frequently than the
transactions contained in the +New menu. The Gear menu is divided into four categories including
Your Company, Lists, Tools and Profile.

Customize QuickBooks around your business under the Your Company menu including editing
your settings, adding users, and customizing forms. Use the Lists menu to manage your lists in your
company. The Tools menu lets you manage advanced features like importing data, reconciling
accounts and managing budgets. The Profile menu lets you manage your QuickBooks account.

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings Al lists Order cheques Feedback
Manage users Products and services Import data Privacy

Custom form styles

Recurring transactions

Import outside data

Chart of accounts Attachments Export data
QuickBooks labs Customn fields Reconcile
Additional info Tags Budgeting
Currencies Audit log
SmartLook

You're viewing QuickBooks in Accountant view.

Switch to Business view

D4 To learn how to navigate QuickBooks Online watch this video: https://youtu.be/rokN1jrkvrg


https://youtu.be/rokN1jrKvrg
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(O Transaction Window

Most transactions in QuickBooks are displayed in a consistent format that is similar to paper
transaction forms that are used in many day-to-day business transactions. After completing and
saving a transaction form QuickBooks records an accounting entry behind the scenes. For example,
when you record an invoice for a customer, QuickBooks usually debits that accounts receivable and

credits the sales account and sales tax payable.

To complete a form QuickBooks asks for several key pieces of information that should be familiar to
you. They include

Who-This is the person or business that is making the transaction. This could be a customer
on an invoice or a supplier on a bill. This field is always in the top-left corner of the QuickBooks
transaction.

When-This is the date of the transaction. This field is always located in the Header portion of the

transaction.

What-This includes what is being sold on an invoice or what expenses or purchases are being
incurred on an expense or purchase transaction. This will include products and services on an

invoice or the expense category on a bill or expense transactions.

How Much-This includes the quantity being sold or purchased on a sales transaction and also
includes the Rate being charged for the items. This results in the Amount on the transaction
before applying sales tax.

N
(5 Invoice no.1001 DTakeatour 8 @ Help X
Get set up
Customer (2) Customer email (2) B Cards vish @B mom ary RS
_ $0.00
[ sendiater @ Ce/Bec o/
Billing address. Terms (7) Invoice date Due date Invoice no.
Net 30 | o4m02/2021 06/03/2021 1001
Amounts are | Exclusive of Tax  ~
#] PRODUCT/SERVICE () DESCRIPTION ary RATE AMOUNT ~ SALES TAX
1 ]
2 ]
[ Addiines | [ Clearalllines | [ Add subtotal Subtotal $0.00
Message on invoice Total $0.00
Balance due $0.00
Message on statement
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In the footer of transactions, QuickBooks displays several options to allow you to take further action:

* Cancel: This button clears the transaction and returns you to the window you were viewing

before opening the transaction.

* Clear: This button clears the transaction, but keeps the transaction on the window so you can

fill it out again.
* Print or Preview: Clicking Print lets you print the transaction later, or preview before printing.

* Make Recurring: This option allows you to set up a recurring schedule for the transaction to

be entered.

* More: The More button gives you further options, such as deleting or voiding the transaction.

Note: This only displays after the transaction is saved.

* Save: This button saves the transaction and keeps the transaction on the window so you can

continue working on it.

* Save and Close: By saving and closing you save the transaction and return to the screen you

were viewing before creating the transaction.

Saveandsend ¥

* Save and New: This option allows you to save the transaction and immediately start entering a

new transaction of the same type.

* Save and Print: Some transactions can be saved and printed, which allows you to save the

transaction and immediately print them.

* Save and Send: Some transactions can be saved and sent, which allows you to save the

transaction and immediately email them.

Discount percent ¥

Save and new
Save and close

Save and share link
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D¢ To learn how to search in QuickBooks watch this video: https://youtu.be/GCzjD3eoNiE


https://youtu.be/GCzjD3eoNiE

