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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!
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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.
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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.

¢ƘŜ улκнл ǊǳƭŜΣ ƻǊ ǘƘŜ ΨtŀǊŜǘƻ tǊƛƴŎƛǇƭŜΩΣ ƛǎ ŀ ǇƻǿŜǊŦǳƭ ŎƻƴŎŜǇǘ ǘƘŀǘ ŎƻƴǎƛǎǘŜƴǘƭȅ ǊƛƴƎǎ ǘǊǳŜΦ

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 

vǳƛŎƪ.ƻƻƪǎϯ ǘƘŜ ΨǊƛƎƘǘ-ǿŀȅΩΦ
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Upon completion of Section 1, each participant will be familiar with:

ÅHow to choose the right subscription.

ÅHow to use additional features.

ÅHow to import company data.

ÅHow to setup a company file.

ÅHow to view and use the Dashboard.

ÅHow 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.

13

Section 1 Objectives



UNIT NAME - UnitOverview
© 2020Intuit Inc.

QuickBooks Online Foundations© 2021Intuit Inc.

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.

14

Features



UNIT NAME - UnitOverview
© 2020Intuit Inc.

QuickBooks Online Foundations© 2021Intuit Inc.

Select the Time range, Cookies and other site data, and Cached images and files.

Click Clear data.
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Bookmarks

Createbookmarksto save favorite pages. Click theStar on the right top of the browser bar 

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

Incognito

IncognitoaƻŘŜ  άǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǇǊƛǾŀǘŜ ōǊƻǿǎƛƴƎέis a privacy feature that disables the 

browsing history of Chrome.

16

Features



UNIT NAME - UnitOverview
© 2020Intuit Inc.

QuickBooks Online Foundations© 2021Intuit Inc.

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. 

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 

ǿŜōǎƛǘŜΩǎ ŀŘŘǊŜǎǎΦ ¢ƘŜƴΣ ƻǇŜƴ ŀ ƴŜǿ ǘŀōΦ Paste (Ctrl + V) this address into the window.

The tabs are as follows: first tab ςDashboard, second tab ςSearch, and

third tab ςBank Deposit. 

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.

Features

17



QuickBooks Online Foundations© 2021Intuit Inc.

QuickBooks Online Mobile App

TheQuickBooks Online Mobile Appallows instant access to your QBO data from 

yourmobiledevice. 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=yAUIq-k4OdA

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

Log in to your company data file from a computer. Click the Searchicon 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.
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Subscriptions

19

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

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 
ǎǳōǎŎǊƛǇǘƛƻƴ ǘƻ ǘƘŜ ǎƻŦǘǿŀǊŜΣ ȅƻǳ Ŏŀƴ ŀŎŎŜǎǎ ŀ ǎŀƳǇƭŜ ŎƻƳǇŀƴȅ ό/ǊŀƛƎΩǎ [ŀƴŘǎŎŀǇƛƴƎύ ŀǘ 
http://qbo.intuit.com/redir/testdrive that allows you to go in and test various features 
in a pre-populated QuickBooks Online file.

https://quickbooks.intuit.com/pricing
http://qbo.intuit.com/redir/testdrive
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Complete the following steps to successfully create your new Intuit QuickBooks Online 

Company file. Accept Invitation -> Create Account -> Next.
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Complete the following steps to successfully create your new Intuit QuickBooks Online 

Company file. Accept Invitation -> Create Account -> Next.
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For the Legal business name, use (Your First initial and Last name) TAD Gaming Services, 

LLC. Example: JDoeTAD Gaming Services LLC. Click Next.

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

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

What kind of business is this?Partnership. Click Next.
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It is important to select Bookkeeper/Accountant for this step. This affects the terminology 

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

Who helps run this business? Select A few partners and owners. Click Next.
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Link your accounts and see everything in one place. We will not actually connect accounts 

for this training. Click Skip for now.

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

below. 

24
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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!
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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
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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
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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 

vǳƛŎƪ.ƻƻƪǎΣ Lǘ ƛǎ ŀƴ ƛƳǇƻǊǘŀƴǘ ŦŜŀǘǳǊŜ ǘƻ ƪƴƻǿ ŀōƻǳǘΦ [ŜǘΩǎ ǿŀƭƪ-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.

Under the Tools options, click άLƳǇƻǊǘ 5ŜǎƪǘƻǇ 5ŀǘŀΦέ

You have the option to import Bank Data, Customers, Vendors, Accounts Categories,

Products and Services or Invoices using a .csv or Excelfile.  Click the option and follow the 

step-by-step instructions.

Importing Data
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Choose to import a QB Desktop, Mac, or Enterprisedata file. Watch the video entitled 

άIƻǿ ǘƻ ƳƛƎǊŀǘŜ ȅƻǳǊ ŘŀǘŀΦέ

Follow this 3-step process to import from

QuickBooks Desktop.

You can download a free trial of QuickBooks® 

Desktop if necessary.

Step 1: 

Open and update QuickBooks® Desktop -> 

switch to Single-User Mode -> File -> Exit.

Importing Data
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Step 2:

Export your company data as shown at right.

Then, click ά²ƘŀǘΩǎ ƴƻǘ ƛƳǇƻǊǘŜŘΚέ to view

all transactions that will not migrate.

Step 3:

Click άwŜŀŘ Ƙƻǿέ and ά²ŀǘŎƘ ǘǳǘƻǊƛŀƭǎέ 

to learn more about the import process 

and avoid costly mistakes.

Note: This link will provide additional information:

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

quickbooks-online/

Importing Data
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Navigation

31

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.

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

Post bank and credit card transactions in the Banking 
Center.

View expense history and vendor information.

Access sales, customer and product from the Sales center.

Manage Employees and Contractors.

View and customize reports.

Review and maintain sales and payroll taxes.

Track your mileage.

Maintain your chart of accounts categories.

Reconcile bank and credit card accounts.

Explore additional applications that work with 
QuickBooks® Online.

bƻǿ ƭŜǘΩǎ ŜȄǇƭƻǊŜ ǘƘŜ ōŜǎǘ ǿŀȅ ǘƻ ƎŜǘ ŀǊƻǳƴŘ ƛƴ vǳƛŎƪ.ƻƻƪǎ hƴƭƛƴŜΦ



UNIT NAME - UnitOverview
© 2020Intuit Inc.

QuickBooks Online Foundations© 2021Intuit Inc.

+ 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.

Tip: !ƭǿŀȅǎ ŜƴǘŜǊ Řŀǘŀ ŦǊƻƳ άǘƻǇ ǘƻ ōƻǘǘƻƳΣ ƭŜŦǘ ǘƻ ǊƛƎƘǘΩ ǘƻ ŀǾƻƛŘ ƳƛǎǎƛƴƎ ŦƛŜƭŘǎ ǘƘŀǘ ǊŜǉǳƛǊŜ 

information. 

Additional icons include Help, Search, Notifications and Settings Gear andSign out. Click 

the Help icon to address questions for specific areas of QuickBooks®. Click the Bell icon to 

view recent notifications.
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Search

TheSearch(magnifying glass)icon at the top of the Dashboardwill allow you to easily 

search recent and historical transactions.   

Click the Search icon.  

Enter a transaction number, date, amount, etc.

for a simple search.

Click Advanced Search to filter specific transaction types and more.
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Gear

Click the Gear icon at thetop right of your Dashboardto access company default settings, 

lists, and tools.
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